U.S. Department of Justice

Bureau of Alcohol, Tobacco,
Firearms and Explosives
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March 2, 2022 REFER TO: 2020-0802

VIA Email: wjo@mindspring.com

Dear Mr. Olson:

This responds to your Freedom of Information Act (FOIA) request dated June 1, 2020, and
received by the Bureau of Alcohol, Tobacco, Firearms and Explosives (ATF) on the same day, in
which you requested records concerning the ATF Processing of Dealer “Out of Business”
Records.

This is a rolling production and this is Release One. In response to your request, we have
processed a total of 312 pages of responsive material.

You have requested material that ATF is required to maintain pursuant to the Gun Control Act
(GCA) and/or is information contained in ATF Firearms Trace System database. This
information is exempt from disclosure pursuant to Exemption (b)(3) of the FOIA and Public Law
112-55, 125 Stat. 552.

Exemption (b)(3) of the FOIA permits the withholding of information prohibited from disclosure
by another statute only if one of two disjunctive requirements are met: the statute either (A)
requires that the matters be withheld from the public in such a manner as to leave no discretion
on the issue, or (B) establishes particular criteria for withholding or refers to particular types of
matters to be withheld. Thus, a statute falls within the exemption's coverage if it satisfies any
one of its disjunctive requirements.

Beginning in 2003, Congress placed restrictions on ATF’s disclosure of certain GCA related
information. In short, ATF can only provide certain GCA data to a law enforcement agency or a
prosecutor solely in connection with a criminal investigation or prosecution. Beginning in Fiscal
Year 2006, Congress included a provision within each iteration of the restriction, which
effectively made the law permanent.

The most recent iteration of these various restrictions was included in ATF’s 2012 Appropriation
Bill, Public Law 112-55, 125 Stat. 552. Some of the information in the requested records falls
within this restriction. Since the Fiscal Year 2006 through 2008 restrictions satisfy all the
requirements of FOIA Exemption (b)(3), and the 2012 language is perpetuated from those



Mr. Robert Olson

restrictions, 1 am withholding the trace data pursuant to 5 U.S.C. § 552 (b)(3) and Public Law
112-55, 125 Stat. 552.

We are withholding third party information, including the names of ATF employees, under
FOIA Exemption (b)(6). To disclose personal information about a living individual to a member
of the public, we need the written consent from the persons whose information you requested.
Without written consent, proof of death, or an overriding public interest, personal information is
exempt from disclosure under the FOIA. The FOIA does not require agencies to disclose
information that would constitute a clearly unwarranted invasion of the personal privacy of third
parties (5 U.S.C. § 552(b)(6)).

We are withholding the specific law enforcement techniques and procedures used in our
investigation pursuant to Exemption (b)(7)(E) of the FOIA. Exemption (b)(7)(E) exempts from
mandatory disclosure records or information compiled for law enforcement purposes when
production of such records or information “would disclose techniques and procedures for law
enforcement investigations or prosecutions, or would disclose guidelines for law enforcement
investigations or prosecutions if such disclosure could reasonably be expected to risk
circumvention of the law” (5 U.S.C. 8 552(b)(7)(E)). The information withheld reveals specific
law enforcement procedures and techniques used in this investigation. Disclosure of such
information could enable individuals outside of the agency to circumvent agency functions and
gain access to sensitive investigative information.

For your information, Congress excluded three discrete categories of law enforcement and
national security records from the requirements of the FOIA. See 5 U.S.C. § 552(c). This
response is limited to those records that are subject to the requirements of the FOIA. This is a
standard notification that is given to all our requesters and should not be taken as an indication
that excluded records do, or do not, exist.

You may contact our FOIA Public Liaisons, Darryl Webb or Zina Kornegay, at (202) 648-7390,
for any further assistance and to discuss any aspect of your request. Additionally, you may
contact the Office of Government Information Services (OGIS) at the National Archives and
Records Administration to inquire about the FOIA mediation services they offer. The contact
information for OGIS is as follows: Office of Government Information Services, National
Archives and Records Administration, Room 2510, 8601 Adelphi Road, College Park,
Maryland 20740-6001, e-mail at ogis@nara.gov; telephone at 202-741-5770; toll free at 1-877-
684-6448; or facsimile at 202-741-57609.

If you are not satisfied with my response to this request, you may administratively appeal by
writing to the Director, Office of Information Policy (OIP), United States Department of Justice,
441 G Street, NW, 6th Floor, Washington, D.C. 20530, or you may submit an appeal through
OIP's FOIA STAR portal by creating an account following the instructions on OIP’s website:
https://www.justice.gov/oip/submit-and-track-request-or-appeal. Your appeal must be
postmarked or electronically transmitted within 90 days of the date of my response to your
request. If you submit your appeal by mail, both the letter and the envelope should be clearly
marked “Freedom of Information Act Appeal.”


mailto:ogis@nara.gov

Mr. Robert Olson

Sincerely,

Al

Adam C. Siple
Chief
Information and Privacy Governance Division

Enclosure
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Response to FOIA 2020-0802:

e records identifying the current number of pages of records housed by the OOB Records
Center;

All counts are as of 9/25/2020

Total of OOB Pages (imaged in ECM-OBR and pending imaging) = 461,235,863
o Total OOB Pages in ECM-OBR = 420,350,563
0 Approximate pages to be imaged from the Warehouse = 40,885,300.

Total Digital Reel Image Count = 397,009,542
o 382,797,000 images from microfilm rolls in Digital Reel
0 14,212,542 images from microfiche in Digital Reel

*The Digital Reel system is utilized by the NTC Division to store and retrieve OOB
records that were received and processed by ATF prior to 2006 using
microfilm/microfiche.

e records showing how OOB records are currently stored by ATF, including whether Forms 4473
and/or "bound books" are being scanned into digitized form, and/or turned into a searchable
database through manual entry or use of "optical character recognition" software;

In mid-February of 2017 all OOB records stored in the Out-of-Business Records Imaging
System (OBRIS), were migrated over to the new ATF Enterprise Content Management (ECM)
system. The Enterprise Content Management (ECM) system utilizes Oracle WebCenter to
provide a set of modular Commercial off the Shelf (COTS) products, which meet ATF high
volume content management requirements, delivering the information via a web portal. The
ECM system allows digital content to be centrally managed and shared by multiple applications
and business groups across the ATF enterprise. The products support the high volume capture,
Indexing, Storage, Search, and Retrieval of digital content received from high volume scanners,
data conversion utilities, and native electronic content.

User Roles include user and system administration for Capture, Content, and Portal. System
access is controlled by pulling credentials from Active Directory via WebLogic. Access
variables set in the WebCenter framework are mapped to the roles and privileges in the Active
Directory groups of an identical name.

The security groups for the Enterprise Content Management project include FELC, FFLC, FEIB,
AFMER and OBR. As users are added to the system, they will be assigned to one or more
groups dependent on their job function and depending upon what Groups’ documents they
should be granted access. The National Tracing Center (NTC) Division utilizes the OBR
security group to store digital images (.tiff or .pdf format) of OOB records, which includes
acquisition and disposition logbooks, along with Forms 4473 and other required records.



When paper records are received from a FFL that has discontinued business, the NTC Division
scans the documents as . TIFF image files using high-speed IBML scanners. The Post Scan
process, utilized to upload the . TIFF image files into the ECM-OBR repository, converts the
images to a .PDF format for storage and retrieval. The files are stored as images (with no optical
character recognition software). OOB records cannot be searched using free-form text queries.
The OOB image files are indexed (tagged) by FFL number. This allows NTC personnel to
identify a group of OOB records through a FFL number search, and then manually scan through
the FFL records to locate a particular transaction.

For those FFL’s who submit OOB records in an electronic format, the NTC Division converts
the data to a .PDF file format that is consistent with the processing of paper records. In addition
to indexing the electronic Acquisition & Disposition records by FFL number, the eMedia
conversion process also extracts metadata relative to the firearm description (Serial Number,
Manufacturer, Type, Caliber/Gauge, Model, and date of acquisition). This allows NTC
personnel to query the ECM-OBR repository by serial number, rather than having to search by
FFL number and then manually scan through all of the FFL’s OOB records to locate a particular
transaction.

The OBR Security Group within the Enterprise Content Management system does not allow
users to search by name. As illustrated in the screenshots below, users can only conduct a “FFL
Search” and a “Serial Number Search”. The available fields for each type of search are
displayed below:

FFL Search

FFL Search leverages WebCenter Portal to perform a search and view scanned and imported

images/documents. By default, the images will open in the configured image viewer on the user
workstation.

1. Initiate an FFL Search by clicking the Search button. A dialog box is displayed.

FFL Search Criteria
2. Enter the search criterion. Click the Search button to initiate the search.



Note: To search using a wildcard by clicking the checkbox next to the label ‘FFL Number
Wildcard Search’. To use the wildcard in front of the string enter %12345 and click the FFL
Number Wildcard search checkbox.

3. The system displays the returned search results based on the selected criterion.

FFL Results Summary

4. To narrow the returned search results, filter by entering additional criteria over each of
the column labels if a white box is displays. Note: This filter is case sensitive. If the white
box is not displayed, click the Query by Example icon to filter by the available fields. A
user can filter results using the fields above the labels FFL Number, Document Type,
Roll, Frame, Batch Description, Batch Name and Documents.

Query By Example

5. Select a document/image to view, by clicking the View icon in the View column on
the item row to view the document.

Serial Number Search

Serial Number Search leverages WebCenter Portal to perform a search and view scanned and
imported images/documents. By default, the images will open in the configured image viewer on
the user workstation.

1. Initiate a Serial Number Search by clicking the Search button. A dialog box is displayed.



Serial Number Search Criteria

2. Enter the search criterion. Click the Search button to initiate the search.

Note: To search using a wildcard click the checkbox next to the label ‘Serial Number Wildcard

Search’. To use the wildcard in front of the string enter %12345 and click the Serial Number
Wildcard Search checkbox.

3. The system displays the returned search results based on the selected criterion.

Serial Number Results Summary

4. To narrow the returned search results, filter by entering additional criteria over each of
the column labels if a white box is displays. Note: this filter is case sensitive. If the white
box is not displayed, click the Query by Example icon to filter by the available fields. A
user can filter results using Serial Number, Document Type, FFL Number, Roll, Frame,

Manufacturer, Weapon Type, Caliber, Model, Batch Description, Batch Name and
Comments.



Query By Example

5. Select a document/image to view, by clicking the View icon in the View column on
the item row to view the document. The web application will display the selected file in
the native viewer setup on the user’s desktop/laptop. By default, the document/images
display in the default viewer in a separate window.

For more information, please reference the attached “REF-Media Conversion Process Chart” and
“WI-Media Conversion_v11”. Additionally, “Media A&D Upload File Examples” provides
examples of how electronic A&D’s are converted to PDFs, and depicts the associated XML file
(ties the PDFs to the FFL and correlated batches for ECM upload), and weapons file (contains
firearm and batch information only, no PII).

e records describing the capabilities of any digital database of OOB records that may exist, such
as ability to search for all 4473's ever completed by a particular person;

As outlined in the response above, the Enterprise Content Management - OBR Image repository
only allows NTC personnel to search OOB records by FFL Number and Serial Number. Please
reference the attached document titled “WI-Imaging-v6” for additional details on the NTC
Division’s Imaging and Quality Control process.

e any ATF policies or procedures governing access to OOB records; and

All requests for access to ATF systems/applications are centrally managed through the Access
(formerly eRequest) module within the ATF Service Catalog. As noted in the screenshot below,
access to ECM — OBR Imaging is limited to NTC (National Tracing Center) use only.



ATF employees working at the NTC can be granted access to ECM — OBR Imaging if the
Access request is approved by their supervisors, and also by the System Owner (or

designee). ATF employee requests are approved/rejected by their supervisors and those
approved requests are then transferred to the system owner/designee for approval. NTC contract
employees may request access to ECM — OBR Imaging and those requests are forwarded to the
COR (Contracting Officer Representative) or designee for approval. Once access is approved by
the COR/designee, the requests are then transferred to the system owner/designee for

approval. All approved system access requests (for both ATF and Contractors) are then
forwarded to the database administrators for account creation.

Current user counts for ECM-OBR Imaging are as follows:

ECM_PROD: OBR_SEARCH - 335
ECM_PROD: OBR_ADMIN - 64

e any ATF records discussing how any such digitized database of OOB records that may exist
comports with the 18 U.S.C. § 926(a)(3) prohibition on maintenance of a national gun registry.

Excerpt from ATF Order 3310.4C:

Out-of-Business Records. The NTC collects and maintains firearms transaction
records for those FFLs who have discontinued business. These records are used
to complete firearms trace requests where a dealer within the chain of distribution
has gone out-of-business. Out-of-business records are maintained on microfilm
or stored as digital photographs within the Out-of-Business Records Imaging



System (OBRIS). No records are retrievable by name. Microfilm or digital photographs are
visually inspected to determine disposition data to complete firearms trace requests.

Excerpt from ATF Order 1340.6A:

COMPUTERIZED RECORDS. The FFL/FEL/FEP must print out the required records or
download them to a physical storage device (i.e. hard drive, CD, DVD, USB Flash Drive)
or at the discretion of the licensee, both. The complete printout or download must
provide an American Standard Code for Information Interchange (ASCII) text file
(conforming to common industry standards) containing all acquisition and disposition
records, and a file description. The complete printout or downloaded ASCII text file (and
file description) must contain all information prescribed by regulation. The NTC converts
these files into image files not searchable by name.

Excerpt from ATF Publication 3312.10A:

What is the NTC’s Out-of-Business Records Repository?

In 1986 Congress mandated that ATF centralize out-of-business records of Federal Firearms
Licensees (FFLs) by establishing a records repository. The purpose of the Out-of-Business
Records Repository is to maintain records (for use in firearms tracing) of FFLs who have gone
out of business.

Law/Regulation

18 U.S.C. 923(g)(4) and 27 CFR 478.127 generally requires that FFLs who have discontinued
business must forward their required records to ATF within 30 days of discontinuance.

Penalty

FFLs who willfully fail to forward their required records to ATF upon discontinuance face a
penalty of $250,000 and/or 5 years in jail. Note: It is the licensee’s responsibility to send records
in a manner that enables the FFL to prove that the records have been received by ATF.
Required Records

Original Federal firearms license; Acquisition/Disposition (A&D) records; ATF Forms 4473,
Firearms Transaction Records; ATF Forms 3310.4, Report of Multiple Sale or Other Disposition
of Pistols and Revolvers; ATF Forms 3310.12 Report of Multiple Sale or Other Disposition of
Certain Rifles; ATF Forms

3310.11, Federal Firearms Licensee Theft/Loss Report; and law enforcement certification letters.
If the licensee maintained a computerized record keeping system, the required records must be
printed out or download to a physical storage device (i.e. hard drive, CD, DVD, USB Flash
Drive) or at the discretion of the licensee, both. The computerized records (if applicable) must be
provided in American Standard Code for Information Interchange (ASCII) text file format
(conforming to common industry standards) containing all acquisition and disposition records
and file description. The NTC converts these files into image files not searchable by name. See
27 CFR 478.129 for details on the length of time records must be kept.
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Process Overview

This procedure defines the imaging process for records submitted to Document Imaging and Conversion
for the Out-of-Business Records Repository (OBRR), Firearms & Explosives Services Division (FESD),
and In-House Records located at ATF’s National Tracing Center (NTC). These documents are in a
“scanner-ready” state for scanning and image quality control purposes.

All records are imaged, in the order in which they have been prepared, and every attempt is made to
provide the best quality image. If the documents are not received in an order that is deemed approvable,

the documents will be prepared appropriately prior to imaging by the division the records were initially

submitted from.

This process 1s merely a guideline developed to provide assistance to the Imaging staff to make the

Imaging process more streamlined and will aid in determining the best methods of capturing a quality

image.

Terminology

Enterprise Content Management System (ECM) - an enterprise-class imaging platform, bringing
together document extraction, content and business process management infrastructure, and
standards-based integrations with Oracle's business applications. The solution provides end-to-end
document imaging and automation built upon an integrated Oracle Fusion Middleware
infrastructure.

Federal Explosives Licensing Center (FELC) - is responsible for reviewing and acting upon
applications for Federal explosives licenses/permits. The FELC coordinates inspection of applicants
with the appropriate field offices. The FELC is also the official repository of explosives inspection
reports. The FELC personnel maintain the FLS database for explosives and frequently provide
certifications to ATF field personnel concerning investigations regarding a FELs licensed status.
Federal Firearms Licensing Center (FFLC) - supports ATF's Strategic Plan by reviewing and
processing Federal firearms license applications, performing applicant background checks,
collecting application fees, 1ssuing Blue Ribbon Certifications as evidence in court proceedings, and
researching and responding to Congressional and Freedom of Information Act inquiries. —
Firearms and Explosives Imports Branch (FEIB) - responsible for fulfilling ATF statutory
responsibilities relative to import provisions of the Gun Control Act of 1968, the National Firearms
Act, and the Arms Export Control Act of 1976, by processing all applications to import firearms,
ammunition and implements of war into the United States; processing all applications to register
under the Arms Export Control Act as an importer of U.S. Munitions List articles, including the
collection and deposit of registration fees; and issuing International Import Certificates to effect the
release of U.S. Munitions Import List articles intended to be imported into the United States.

Printed version is only valid at time of printing. Electronic version in Document Storage is the master.
Page 1 of 18
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Firearms and Explosives Services Division (FESD) - promotes ATF's missions by administering
the statutory requirements for licensing, permitting, tax collection, and fee collection provisions of
the Gun Control Act, the Federal Explosives laws, and Arms Export Control Act.

Imaging Business Machines, LL.C (IBML) - global provider of end-to-end information capture
solutions, combining ImageTrac intelligent scanners and other scanners with our advanced capture
software and services.

In-house — Multiple Sales, Trace Requests, and Demand records that are processed and stored at the
NTC until digitized and available to view in ECM.

Image Quality Control (IQC) - an integral component of a digital imaging initiative to ensure that
quality expectations are met. It encompasses procedures and techniques to verify the quality,
accuracy, and consistency of digital products.

Job — custom 1mage capture software established to meet the output requirements for each document
type scanned

Jogger - machines that are used to align and organize documents so they can be fed into other
machines for binding, hole punches, cutting, mailing, shipping, and printing

Kirtas (Skyview) - flatbed imaging system captures up to a 35x25 inch aerial view using 21.1-
megapixel high-resolution Canon EOS 1DS Mark III digital camera. Moving cameras and a sliding
shelf work together to create a perfect image of larger documents

National Tracing Center (NTC) - Accurately and efficiently, conduct firearms tracing and
associated programs and processes for International, Federal, State and local law enforcement
agencies to provide investigative leads. The NTC has three branches: Firearms Tracing Branch, Law
Enforcement Support Branch, and Tracing Operations and Records Management Branch.

RECPAK - receiving packet to include Target sheet, Receiving Checklist, Record of Conversation
(1if applicable), and other out-of-business supporting documentation.

Warehouse Tracking System (WTS) — Warehouse / Receiving application used to track the OBRR
mventory.

Enterprise Content Management (ECM)- a database used to retrieve and view digital images of
firearm and explosive records, license records, in-house records, and FFL correspondences
Webcenter Content — a Web browser-based interface used for managing and processing work items
EOS utility- an application that brings together functions to communicate with the camera. These
functions include downloading and displaying images, remote shooting, and camera control for each
setting.

Jpgconvert.cmd- command line image converter software used to convert images to PDF.

Process

I. Document Imaging — Belt Feed Scanner (IBML)

Printed version is only valid at time of printing. Electronic version in Document Storage is the master.
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A. Pulling records to be scanned:

1. Retrieve next set of approved prepped records ready to be imaged from the printed WTS list

showing location and box count.

2. Scan the records to the appropriate location with the WTS scanner.
B. Pre-scan tasks:

1. Follow check sheet for daily maintenance instructions; reference REF-ImageTrac DM Check

List

1.) Clean the feed tires (Black) with mild soap and water

11.) Clean and rotate the direction of the gray reverse belts

111.) Clean tracking sensors with a dry cotton swab

1v.) Clean picker and de-double rollers with a damp cloth if necessary

v.) Inspect the rear camera glass

vi.) Vacuum or blow dust and particles off the track

2. For detailed daily maintenance instructions, reference REF-ImageTrac DM Guide

C. Power on scanner:

1. Power on the scanner by pressing the ON/OFF button located on the front of the scanner

2. Log into Windows by using assigned User Name and Password

1.) Assigned by the Imaging Administrator / Supervisor at time of instruction

3. Log into the Image Server located on the shared drive in order for scanned images from the

IBML to write to the folder

1.) Select Start in lower left hand corner.

a.) Select run, enter \\ntcpibmlO1 in the field, select okay. The image file will appear on the

desktop

4. Log into the Scan Client using assigned User Name and Password.

D. Prepare documents for imaging:

1. Retrieve the first box to be imaged making sure to start with the earliest box in sequence.

2. Prepare records for imaging by removing the contents of each box and staging on the

preparation table next to the scanner.

1.) To avoid confusion, do not remove the contents of too many boxes at the same time.

Printed version is only valid at time of printing. Electronic version in Document Storage is the master.
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11.) Be aware of the order the records are in the box so records are imaged in the correct

prepped order

3. Check the batch coversheet in each batch to ensure information on the coversheet matches the

Target sheet.
1.) FFL Name / Number
i1.) OBR File Number

4. Make sure batches are in correct prep order

1.) Date, Transaction, or Special Case

5. On each box label, write initials, date, start and end batch.

1.) If scanning In-House (Trace Requests, Multiple Sales, & Demand records), FESD (FFLC,
FELC, and Imports), and AFMER, the beginning and ending frame numbers need to be

written in the Daily Scanner Log book and on each box label.

6. The RECPAK will contain a target sheet and a one-barcode batch coversheet
1.) Select the RECPAK job

11.) When scanning a folder dealer, the batches will have a RECPAK containing the target

sheet, one-barcode batch coversheet, Dealer Record Summary and other documentation

7. Track box numbers, batch numbers and FFLs being scanned in the Daily Scanner Log book

located at each scanner.

8. The documents are ready for scanning.

E. Imaging / Scanning Process:

1. Preparing to image

1.) After preparing the batches for imaging, load batches into the feeder tray, depending on the

document size.

a.) The 8 %2” x 11” batches can be loaded in multiples

b.) The 22” and 33” document batches should be loaded one at a time

1.) If 22” or 33” document batches are small, multiple batches may be loaded

c.) Too many batches in the feeder tray at once may cause frequent jamming.

2. Starting to 1image

Printed version is only valid at time of printing. Electronic version in Document Storage is the master.
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1.) Before starting to scan, the document types need to be evaluated in order to select the correct
job template in Scan Client; reference (REF-Imaging Job Groups)
1.) Example - A&D No Index, 4473 No Index, Other No Index, Multiple Sales, etc.
a.) Select Job
b.) An option to select the orientation of the documents as landscape, long, uregular, or dot
matrix may be available.
11.) The batch number will appear on the screen in Scan Client.
a.) Verify the batch number in the Daily Scanner Log book and on the label on the front of
the box match Scan Client.
111.) Begin scanning the documents by choosing Auto Feed, Single Feed, or Hand Feed.
a.) Auto Feed - Allows automatic continuous feeding of documents from the feeder tray.
1.) Preferred method of scanning documents.
b.) Single Feed — Only feeds one document at a time from the feeder tray.
c.) Hand Feed — Allows the scanning of a document that is not in the feeder tray due to an
e1Tor.
d.) For additional detail, reference REF-ImageTrac User Guide
1v.) Pay attention to the screen to ensure that the batch coversheet and remaining documents are
being scanned correctly.
a.) If a skewed document, late document, double feed, or min gap document are detected,
the scanner will automatically stop.
1.) For additional detail, reference REF-ImageTrac User Guide
b.) If the scanner stops, remove the documents from the feeder belts that were not scanned
and, either hand-feed or place back in order with the remaining portion of the batch (on
the feeder tray) to be auto fed.
v.) While documents are being fed through the scanner, prepare the next box to be imaged.
3. Scanner errors
1.) For detailed information pertaining to scanner errors, reference REF-ImageTrac User Guide

11.) Scan Hold Error

Printed version is only valid at time of printing. Electronic version in Document Storage is the master.
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a.) If a batch needs to be placed on Scan Hold, the batch will need to be reopened by the
Supervisor or Team Lead. Any remaining documents will need to be imaged and the

batch processed before continuing to the next batch.

4. After image process (re-boxing by batch):

1.) After being properly imaged, all batches are expected to be placed back in the boxes in the

same original condition.
a.) Batches should be recognizable with batch coversheet, and in the correct order

b.) Multiple batches may be banded together as long as in correct order

i1.) Remove the imaged documents from the pocket located at end of right side of scanner and

bundle each batch together with a rubber band before placing the batch back into the original
box.

a.) The original and correct batch coversheet should be the top page of each bundle (batch).
b.) Use the “jogger” to ensure the documents are neatly stacked and banded together before

placing back in original box to aid in the Image Quality Control (IQC) process.

111.) Place imaged boxes on cart to prevent any confusion with boxes that still need to be

imaged as well as helps maintain a clean work area.

1v.) When imaging records, write initials, date, and scanner sequence on the label on the front

of the box
a.) Include:
1.) OBR -— Scanner ID, Julian date, start and end batch numbers

2.) All other types of records - beginning and ending frame numbers

v.) Provide the same information on the Daily Scanner Log before continuing to the next box.

5. Repeat Scanning Process steps until each set of records is completely imaged.

F. End of shift duties:

1.) Place imaged boxes in approved IQC holding area.

a.) Scan inventory label to reflect change in stage of process and location

11.) Ensure work is available for next shift

a.) From the approved WTS list, retrieve the next set of approved records ready to be imaged

for the next shift and place them in the appropriate location near each scanner.

Printed version is only valid at time of printing. Electronic version in Document Storage is the master.
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1.) Pull boxes in the order listed unless directed by Supervisor / Team Lead.
2.) At least 20 boxes should be staged for the next shift.
3.) Scan inventory label with WTS hand-held scanner for the boxes reflecting the new

location

111.) Accurately complete an Imaging Production Log sheet for scanner statistics and turn in to
supervisor / team lead.

1v.) Update the Record Destruction Tracking Spreadsheet located on the NTC shared network
a.) Select appropriate tab at the bottom for the type of records imaged.

b.) Complete spreadsheet with Scanner ID, # of Boxes or Box ID, Operator Name, FFL#, Date
and Shift.

v.) Clean work area
v1.) Close out of the Scan Client application, log out then power off the scanner by pressing the
ON/OFF button located on the front of the scanner.
II. Document Imaging — Skyview (ZCAM / Oversize)
A. Pulling records to be imaged:
1. Retrieve next set of approved prepped records ready to be imaged from the printed WTS list
showing location and box count.
2. Scan the records to the appropriate location with the WTS scanner.
B. Preparing records for imaging:
1. Write 1nitials, date, start and end batch, and beginning and ending frame numbers on each label

on the front of the box.

2. Track boxes, batch numbers, and dealers being imaged in the Daily Scanner Log located at each
scanner.

1.) When a Multiple Dealer oversize box is being imaged, the log sheet located inside the box
will need to be copied. The copied form will need the date imaged, imaged by, Scanner ID,
Julian date, frame number and the start and end batch information completed. This copy will
be placed in the Daily Scanner Log and the original will be placed back in the box.

11.) Track the Julian date and batch number on the front of each batch coversheet

3. Open EOS utility by clicking the icon on the desktop.

Printed version is only valid at time of printing. Electronic version in Document Storage is the master.
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Out-Of-Business Records Repository (OBRR)

ATF National Tracing Center — Document Imaging & Conversion

File Name Version Version Date BOC Owner
WI-Imaging 6 5/13/2019 904030 Tracing Operations and Records Management Branch
1.) Power on Kirtas by pressing the ON/OFF button located on the back right hand side of
the camera
11.) Click on Camera Settings/Remote Shooting
i1.)  Select Live View Shoot
1v.)  Click the Zoom icon to preview image
v.) When complete, close window.

4. Capture images

1.) Click on the foot pedal to take first image.

a.) After all documents are imaged, open jpgconvert.cmd
b.) Type in the Julian date, click enter
c.) Type in batch number, click enter

d.) Click enter again, the batch will process to the C drive

5. Edit images
1.) Go to My computer/C drive/Kirtas

a.) Find the converted batch then double click on it to open.

b.) Select Edit PDF and drag and drop the Crop pages icon to the toolbar.
c.) Click the Crop icon and crop your documents in the batch.

d.) When finished close with the X

e.) Click “Yes” to save changes before closing.

6. Upload images to Webcenter Content

1.) Log in to Webcenter Content using your computer log in username and password

i)

At the top right-hand corner, there is a drop down box for system Searches
a.) Select batch search, enter last batch from previous day. Ex: Z18045-1001
b.) Click on the (1),

c.) Go to Content Actions

d.) Select Check In Similar

e.) Change the title to your batch number to match the one you are checking in

111.) Under Primary file, browse to the C drive, Kirtas folder and select your batch

a.) Enter Form Code

Printed version is only valid at time of printing. Electronic version in Document Storage is the master.
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ATF National Tracing Center

Out-Of-Business Records Repository (OBRR)
— Document Imaging & Conversion

File Name

Version Version Date

BOC

Owner

WI-Imaging

6 5/13/2019

904030

Tracing Operations and Records Management Branch

b.) Number pages

c.) Batch Date

d.) Batch Description
e.) FFL Number

f.) Batch Name

g.) Batch Doc number is 0

h.) Orignr Num 1s 34
1.) click Check in

C. Repeat Scanning Process steps until each set of records 1s completely imaged.

D. End of shift duties:

1. Make sure the box label is filled out with the appropriate information.

[ T N VS B \S ]

. Place imaged boxes in approved IQC holding areas.
. Update Imaging Scanner Log for scanner statistics.

. Ensure work 1s available for next shift, if applicable

. Scan inventory label to reflect change in stage of process and location

1.) From the approved WTS list, retrieve the next set of approved records ready to be imaged

for the next shift and place them in the appropriate location near each scanner.

11.) Pull boxes in the order listed unless directed by Supervisor / Team lead.

111.) Scan inventory label with WTS hand-held scanner for the boxes reflecting the new location

6. Accurately complete an Imaging Production Log sheet for scanner statistics and turn in to

supervisor / team lead.

1.) Supervisor / team lead is responsible for performing a quality check to certify production

records are accurately being entered by Imaging staff.

7. Update the Record Destruction Tracking Spreadsheet located on the NTC shared network

1.) Select appropriate tab at the bottom for the type of records imaged.

11.) Complete spreadsheet with Scanner ID, Box ID, Number of Boxes, Operator Name, Date

and Shaift.

8. Exit out of EOS utility and Jpgconvert.

1.) Ensure browse folder has no remaining images and close the folder.

Printed version is only valid at time of printing. Electronic version in Document Storage is the master.
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Out-Of-Business Records Repository (OBRR)

ATF National Tracing Center — Document Imaging & Conversion

File Name Version | Version Date BOC Owner

WI-Imaging 6 5/13/2019 904030 Tracing Operations and Records Management Branch

9. Power off camera by pressing the ON/OFF button located on the back right hand side of the
camera.
10. Clean work area
III. Image Quality Control (IQC)
A. Selecting records / boxes to perform image quality control
1. Select appropriate boxes for image quality control (IQC).
1.) Use the Record Destruction Tracking Sheet as the order to complete quality control
a.) Verify with supervisor / team lead that there are not any priority QC requests
2. Use the WTS to locate the FFLs records.
3. Select the earliest box in the sequence of records.
4. Scan inventory label to reflect change in stage of process and location
B. Keeping track of batches for IQC:
1. Start a Record Destruction/Disposition Log (FOR-Record Destruction/Disposition) for each set
of records.

1.) Enter - Scanner ID/Julian date, Start/End Batch number, FFL number, FFL name, Box ID,
Box sequence, and comments.

11.) Enter comments on the Record Destruction Log if there were rescans for the boxes. This
allows the Supervisor / Lead to verify if there would be anything to hold the dealer from
shred and provides information needed for the Record Destruction tracking spreadsheet with
whether the dealer had rescans and if the rescans were completed.

2. Track # of Boxes, Batch Numbers, IQC Results, Total Image Counts and Comments detailing
all rescans on the daily production log.
C. Identifying a Rescan
1. Distorted / Unreadable Image
2. Folded page / corner covering information
3. Vague Image
4. Overlapped Documents
5. Missing Page / Document
D. Identifying a Total Rescan

Printed version is only valid at time of printing. Electronic version in Document Storage is the master.
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Out-Of-Business Records Repository (OBRR)

ATF National Tracing Center — Document Imaging & Conversion

File Name Version | Version Date BOC Owner

WI-Imaging 6 5/13/2019 904030 Tracing Operations and Records Management Branch

1. Entire batch was missed during scanning
2. Better image quality can be captured using different imaging equipment such as using the
IBML / Skyview.
E. How to IQC in ECM:
1. Log into ECM with your assigned username and domain password.
1.) Once logged into ECM, click Quick Search drop down.
11.) To perform FFL Search, select FFL Search.
a.) Enter first FFL in the box to be IQC’d.
1.) Do not use dashes (example: 5906021 or TX01235)
2.) Is case sensitive
b.) Click Search.
c.) Look for the batch name corresponding with the FFL of the batch being IQC’d. First
batch name in the box should match the box label.
1.) Choose to continue searching by FFL or perform a batch search.
111.) To perform a batch search, under “Quick Search” drop down, select Batch Search.
a.) Enter first batch name of the box being IQC’d.
1.) Do not use dashes (example: A1118FFLC01683)
2.) Is case sensitive
b.) Click Search.
c.) Look for the batch name corresponding with the first batch in the box.
d.) Click on info (1) icon under the actions column for the batch being IQC’d.
1.) Verify the following content information:
(1.) FFL
(11.) Form Code for FFLC and FELC
(11.) Doc type
(1iv.) Batch Name
(v.) Batch Document Count
(a.) Count physical documents to ensure accuracy between digitized images and

physical documents. Note any discrepancies during document count.

Printed version is only valid at time of printing. Electronic version in Document Storage is the master.
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Out-Of-Business Records Repository (OBRR)

ATF National Tracing Center — Document Imaging & Conversion

File Name Version | Version Date BOC Owner

WI-Imaging 6 5/13/2019 904030 Tracing Operations and Records Management Branch

(vi.) Click on the Native File link.
(vi1.) Select Open with Adobe Acrobat PRO (default).

(a.) Click Ok.

(vii1.) Once the Adobe Acrobat window opens, perform a visual inspection of the
batch contents to make sure nothing constitutes a rescan.

(a.) IQC operator may elect to open thumbnails to scroll through images.

(b.) If all batch contents are correct and no rescans are needed, close Adobe
Acrobat window to continue.

(c.) If batch contents do not match and a rescan is needed, notate what corrections
need made on an Error Tracking Sheet.

(d.) Proceed with ECM Rescan instructions prior to continuing further.

(1x.) Click Content Actions drop down then select Update.

(a.) In QC Completed field, update with COMPLETED

(b.) Verify all information 1s correct on the Info Update Form.

(1.) Change batch information in this window.

(c.) If all information is correct, click Submit Update.

(1.) Will be directed back to the Content Information page.

(2.) At this time, perform IQC for remaining batches in the box by continuing
with the Batch or FFL Search.

(d.) For ease of tracking batches that are QC Complete, the operator can elect to
view multiple batch names in the search results by eliminating a digit(s) at the
end of the batch name.

(1.) Example: Full batch name A1118FFLC01683 will display only 1 batch,
A1118FFLCO0168 will display 10 batches, A1118FFLC016 will display 100
batch names, etc.

(2.) It 1s highly recommended that the operator view no more than 10 batch
names in the Batch Search results.

e.) Repeat all steps in section E on How to IQC in ECM to perform IQC tasks.
F. Completing Rescan

Printed version is only valid at time of printing. Electronic version in Document Storage is the master.
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ATF National Tracing Center — Document Imaging & Conversion

File Name

Version Version Date BOC Owner

WI-Imaging

6 5/13/2019 904030 Tracing Operations and Records Management Branch

d.) Select Rescan folder
e.) Save
1x.) Open original batch name in Rescan folder
x.) Click on “Insert page from another file” in the toolbar of the PDF file
x1.) Select File to Insert
a.) Click on Desktop
b.) Click on Rescan folder
c.) Select the rescanned document(s)
d.) Click Select
xi1.) Insert File
a.) Select the direction the file will be inserted, Before or After
b.) Enter page number the file will be inserted before or after
c.) Click Ok
xi111.) Save File
x1v.) In ECM, click on Check In under the Check-Out Confirmation window
xv.) Click Browse File under Primary File field
a.) Click on Desktop
b.) Click on Rescan folder
c.) Select original batch name file that now has the rescanned image inserted
d.) Click Open.
xvi.) Ensure Completed option is selected under QC Completed field
xvii.) Change number of pages to appropriate count of physical documents in the batch
xviii.) Verify FFL is correct
xix.) Change the batch document number to the corrected image count
a.) Batch document number should be the physical document count multiplied by two
xX.) Click Check In
xx1.) Verify the rescan changes are correct by reviewing the batch

xxii.) Follow all steps in section E on How to IQC in ECM.

2. Perform a Rescan on Kirtas

Printed version is only valid at time of printing. Electronic version in Document Storage is the master.
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WI-Imaging 6 5/13/2019 904030 Tracing Operations and Records Management Branch

1.) Power on Kirtas by the on/off switch located on the back of the camera
11.) Open EOS utility by selecting the icon on desktop

a.) Capture image by stepping on the foot pedal or clicking the black circle button in the
EOS utility page
b.) Image will show up automatically in EOS utility, left click and drag picture over to
desktop
111.) Right click on image and select “convert to adobe PDF”
a.) PDF will open automatically, edit image as needed by selecting the crop icon, leave this
page open
1v.) If only a single image is needed, log onto ECM
a.) Search the batch name that needs corrected under batch search
b.) Under content action select check out
c.) Click on the link
v.) PDF file will open another tab
a.) Insert new image by left clicking on the new image in first tab and dragging it over to the
second tab
b.) Drop the image before or after the defective image
c.) Delete defective image by right clicking and selecting “delete”
d.) Select save as, save file under rescan folder on desktop under the batch name
vi.) Check batch back in by selecting “check in”
a.) Under primary file select the corrected batch from rescan folder, edit document numbers
if needed (for example, if adding a missed document)
b.) Click submit update
vii.) Verify rescan by selecting the second revision. To view the file select “native file”.
viii.) Ensure rescan was done properly.
3. Whole Batch Requires Rescan
1.) If batch rescan is required on IBML or Kirtas, send batch to Supervisor / Team Lead.
a.) Batch will be delivered to IBML
1.) IBML / Kirtas operator should notate batch name and “rescan” in FFL field on the
daily scanner log
2.) Scan batch as instructed above in Section I & II
3.) Provide batch back to IQC team for review
4. Save edited batch under the assigned batch name in a rescan folder
1.) Search the batch name that needs corrected under batch search
11.) Under content action select check out
111.) Click check in
1v.) Under primary file select corrected batch from rescan folder
v.) Edit document count or any other data that was changed

Printed version is only valid at time of printing. Electronic version in Document Storage is the master.
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ImageTrac daily preventive maintenance
Each of these steps should be performed once per 8 hour shift.

1. Clean the feed tires (Black) with mild soap and

water.
Feed tires should be replaced when they are worn and / or don’t feed well.

2. Clean and rotate the direction of the gray reverse

belts.

This helps increase the effective life of the belt. Also brush back to a "rough”
texture with a hard bristle brush if debris has accumulated on the belt. Replace
when the surface can no longer be brushed to a slightly "rough" texture. NEVER
apply any moisture to these belts.

3. Clean tracking sensors with a dry cotton swab.
Never use any type of cleaners or solvents on these sensors.

4. Clean picker and de-double rollers with a damp cloth

If necessary. Do not use soaps or solvents, only water: rollers must be dry
prior to scanning.

5. Inspect the rear camera Glass.
Clean with a lint free non abrasive cloth if necessary.

6. Vacuum or blow dust and particles off the track.
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Safety Instructions

Please read all safety instructions, warnings, and precautions thoroughly before operating the
ImageTrac. Follow all operating and other instructions carefully. Pay attention to the following
symbols:

The Electrical Hazard symbol indicates that there are dangerously high voltages present
inside the enclosure of this product. To reduce the risk of fire or electric shock, do not
attempt to open the enclosure or access areas of the ImageTrac where you are not
instructed to do so. Refer servicing to qualified personnel only.

The User Caution symbol indicates a condition where damage to the equipment or injury to
the operator/installer could occur if operational procedures are not followed. To reduce the
risk of damage or injury, follow all steps and procedures as instructed.

The Danger! Laser Energy symbol indicates that this equipment contains Class II laser prod-
ucts. Before working on this equipment, personnel must be laser safety qualified and use
proper eye protection. Do not stare into the laser beam.

Operation Safety

As an operator, it is important that you follow these guidelines to maintain a proper environment for
the ImageTrac and ensure safe operation.

Operating Temperature

To reduce therisk of operator error or accident, the ImageTrac should be operated between 599 F (15°
C)and 90° F (320 C). It is the responsibility of the purchaser to ensure that adequate environmental
conditions are maintained in the equipment operating area.

Lighting

The supplier of this equipment does not provide local lighting as part of the product installation. It is
the responsibility of the purchaser to ensure adequate lighting is provided to reduce the risk of
accidents or operator eyestrain. For information on lighting conditions, consult local laws regarding
human factors engineering.

Body Strain/Accident

©2011 Imaging Business Machines, LLC. All rights reserved.
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To reduce the risk of physical strain, avoid repetitive motions, uncomfortable postures, and take breaks
as recommended by local regulations.

Operating Errors

Errors in operation may cause hazards. To reduce this risk, do not attempt to operate the equipment if
you are impaired due to illness, stress, or if you are under the influence of medication, alcohol, or other
drugs.

Servicing

It is important that you do not attempt to service this unit unless you are specifically instructed and
trained to do so. Also, do not attempt to access areas of the scanner where dangerous voltages are
present.

Should you come across any of the following conditions, please contact qualified service personnel:

o the power supply cord is damaged
o liquid has been spilled into the ImageTrac

o theImageTracdoes not function normally, displays a negative and distinct change in per-
formance, or has been damaged in any way

Warnings

Operation

o Moving parts present a hazard to the user. Please keep fingers and other body parts clear from
feed tires and other moving parts.

» Do not use the Feeder Throat Adjustment to force the track to stop; doing so will damage
scanner hardware and the integrity of scanned documents.

e The Emergency Stop should only be used in case of emergency and not as an alternative to Stop
Feed in Scan Client. After an Emergency Stop is performed, some documents left on the track
may not have been fully processed; it is recommended that documents be verified to ensure
proper capture.

Maintenance
o Beaware, when the power switch is in the off position, AC power is still supplied to the Host PC.

e Do not use any canned/compressed air, cleaning fluids, or liquids on or near the sensors.
« Do not wash reverse belts with any type of liquid.

©2011 Imaging Business Machines, LLC. All rights reserved.



Maintenance

Maintenance

To maintain optimum throughput and protect the life of the scanner and its parts, it is essential to
perform maintenance tasks regularly, especially in environments under excessive production.

The maintenance tasks described here can be performed by operators, lead operators, and supervisors.
Since duties and roles differ between customer sites, customers should discuss maintenance tasks with
an ibml Implementation Specialist to help decide who should perform each task.

Familiarize yourself with the tasks in the Daily Maintenance Checklist and review the steps for
performing each task. You may see the Daily Maintenance Checklist each time you launch Scan Client if
your administrator has enabled this option.

Daily Maintenance Tasks

o Remove all paper, dust, and debris (staples, paper clips, rubber bands) using a vacuum cleaner or
adry, lint-free cloth.

o Clean the feed tires with soap and water and rotate the set to allow the tires to dry.

o Clean the reverse belts with a dry brush provided with the scanner and rotate the direction of the
belts on the reverse belt assembly.

¢ Clean sensors with a cotton swab or similar dry material. Do not use solvents or compressed
air/canned air on the sensors.

o Clean picker and de-double rollers with a damp cloth; remove moisture and wipe clean with a dry
cloth. Do not use soaps or solvents, only water: rollers must be dry prior to scanning.

Additional maintenance tasks should be performed as needed.

Additional maintenance tasks

The maintenance tasks described below should only be performed as needed by designated personnel:

« Gently dust across the glass surface of the Barcode Reader lens using a dry, soft cloth. Be careful
not to alter the position of the reader.

« Gently dust and clean front and rear camera glass. Use Optical Lens Cleaning Wipes (ibml part
#042-00125).

¢ Clean the MICR read heads with a small amount of alcohol and a cotton swab.

©2011 Imaging Business Machines, LLC. All rights reserved.



« Using a cotton TexWipe® moist with de-ionized or distilled water, wipe ink and other build-up off
of the inkjet print head and electrical interconnect pads.

o Clean stainless steel track surface components with an ibml-approved stainless steel cleaner (ibmi
part #003-00055) and a lint-free cloth. (Do not spray cleaner directly on steel surfaces.)

Cleaning feed tires

The feed tires should be cleaned daily after every 8-hour shift to remove dirt and grime. The feed tires
should be cleaned with soap and water and should then be allowed to air dry. Install a dlean set of feed
tires while the freshly washed set of tires air-dries. A toothbrush or lint-free cloth may be used for deep
cleaning or scrubbing purposes.

Feed tires should be discarded and replaced when they begin to wear badly or when document feeding
becomes inconsistent. Be sure that an ample supply of feed tires is kept at your site for replacement

purposes.

The feed tire assembly is comprised of three primary parts:

idler drive pulley belt

To clean the feed tires you must first remove them using the following procedure described below.
Once thetires are cleaned, consult the procedure for replacing the feed tire assembly.

Removing Feed Tires
To remove the feed tires, complete the following steps:

1. Set the Feeder Throat Adjustment to open.

©2011 Imaging Business Machines, LLC. All rights reserved.



2. Remove the front frame cover of the Feeder module by pulling it toward you.

3. Remove the stainless steel base plate by pulling it toward you.

4. Lift up the De-Double cover; this exposes the De-Double assembly.

5. Remove the outer feed tire by sliding it toward you and off of the shaft.

©2011 Imaging Business Machines, LLC. All rights reserved.



6. Remove the two feed tire spacers by sliding them off the shafts. Take note that the spacer on the left
is larger than the spacer on theright.

7.Remove the inner and outer feed tires.

At this time, you should also remove and clean the reverse belts. see Cleaning reverse belts
Replacing Feed Tires
Once the feed tires have been removed and cleaned, they must be replaced using the following steps.

Before replacing the feed tires, be sure that the reverse belts have been cleaned and replaced.

1. Place the feed tire on the idler and drive pulley; the idler should be in your left hand and the drive
pulley in your right hand. The drive pulley shoulder should face you.

©2011 Imaging Business Machines, LLC. All rights reserved.



2. Slide theidler on the left shaft approximately a half-inch; then, while stretching the feed tire, slide the
drive pulley onto theright shaft. Work the idler and drive pulley down the shafts until you feel the drive
pulley lock into place on the shaft indention.

3. Slide the large spacer on the left shaft and the short spacer on the right shaft.

4, Install the outer feed tire in the same manner as described in Step 1. However, for the outer feed tire
you should have the idler in your right hand and the drive pulley in your left hand.

5. Install the stainless steel base plate.

©2011 Imaging Business Machines, LLC. All rights reserved.



6. Pull down the De-Double cover.
7. Install the Feeder module front frame cover.

8. Reset the Feeder Throat Adjustment to the desired setting.

Note: New/cleaned feed tires may require a different Feeder Throat Adjustment setting.

Cleaning reverse belts

Reverse belts should be cleaned daily or every 8-hour shift with a stiff brush like a toothbrush. Do not
clean reverse belts with any type of liquid. The De-Double reverse belts should be replaced when they
show signs of wear or when feed quality decreases and/or double feeds increase. As a guideline, the
belts should be replaced every 2,000,000 documents, or every 30-60 days.

To clean the reverse belts, you must first remove the reverse belt assembly using the following
procedure. Once you have removed, cleaned, and replaced the reverse belts, replace the reverse belt
assembly.

Removing Reverse Belt Assembly
To remove the reverse belt assembly, you must first remove the feed tires. Then, complete the

following steps:

1. Remove the outer reverse belt assembly by sliding it toward you.

2. Remove the reverse belt spacer located on the left shaft.

10 ©2011 Imaging Business Machines, LLC. All rights reserved.
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3. With the spacer removed, remove the inner reverse belt assembly. Once the inner reverse belt
assembly has been removed, clean out any dust, staples, paperclips, or other debris.

Removing, Cleaning, and Replacing Reverse Belts
To clean the reverse belts, remove them from both the inner and outer reverse belt assemblies.
Complete the following steps for each reverse belt assembly:

1. Press inward on the spring-loaded pulley until it locks into place.

2. 0Oncethe pulley is locked in place, enough slack is created so that you can easily remove the belt.
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3. Clean the belt with the dry brush provided.

4, Rotate the direction of the belt. Then, replace the belt and slide the spring-loaded pulley outward to
lock the belt in place. On each assembly, grasp the ends of the spring slides and pull; this causes the
belt to snap tight to its original position.

Replacing Reverse Belt Assembly
Once you have replaced the new or cleaned reverse belts, replace the reverse belt assembly by
completing the following steps:
1. Install the inner reverse belt assembly by sliding the brass bushing onto the left shaft.
2. Install the reverse belt spacer on the left shaft.

3. Install the outer reverse belt assembly.

Once the reverse belt assembly is in place, you can then replace the feed tires.
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Removing paper, dust, and debris

During normal operation of the ImageTrac scanner, it is common for small pieces of paper, dust, and
debris to become lodged inside the scanner.

o Use avacuum cleaner to remove any small pieces of paper, dust, paper clips, and staples that
remain on the track.

o Use alint-free cloth with a non-moisturizing soap to remove glue on the track that items such as
envelopes and mailers may have left behind. Standard antibacterial soap is recommended.

« Remove any tape left on the track; if the area remains sticky, use a lint-free cloth with a non-mois-
turizing soap to clean the area.

Ultrasonic De-Double maintenance

Note that extra care must be taken with ImageTrac scannners that have the Ultrasonic De-Double
Detector. Nothing should ever touch the emitter or receiver units. The ultrasonic signal of the emitter
has a self-cleaning effect, so no, or very little, maintenance is needed for the Ultrasonic De-Double

Detector.

If cleaning is required, use a vacuum to pull any particles away from the emitter unit being careful not to
touch the emitter unit with the end of the vacuum nozzle.

The LEDs on the Ultrasonic De-Double Detector indicate detection of air, a single document, or more
than one document.

o Yellow = detection of air
o Green = detection of a single document
o Red = detection of two documents

13 ©2011 Imaging Business Machines, LLC. All rights reserved.
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|Welcome

As an ImageTrac operator, you are responsible for preparing, loading, scanning, and unloading documents from the

scanner. To meet these responsibilities you must understand how to operate the ImageTrac scanner and how to interact
with Scan Client to scan batches of documents.

The information presented in this guide prepares you to operate the ImageTrac scanner safely and efficiently. It also
instructs you on how to use the Scan Client software tool. Also included are step-by-step instructions for performing scanner
maintenance tasks and a troubleshooting section that teaches you how to handle error messages encountered during
scanning.

In addition to learning how to scan new batches of work, this guide teaches you how to open batches that have previously
been scanned to append to, insert, or rescan documents in those batches.

Additional information

For more information about using this help system, see ibml help. To gain a better understanding of the terms associated
with the ImageTrac Scanning Platform, consult the glossary included in this guide. Direct any questions to ibm! Customer
Support. Documentation supports version 3.5.0

U.S. Help Desk International Help Desk
866-798-ibml (4265) +49-700-IMAGETRAC (462438722) or +49-7531-36171-0 (office)
support@ibml.com eusupport@ibml.com

© 2004 - 2015 Imaging Business Machines, LLC. All rights reserved.
ImageTrac and SoftTrac are the registered trademarks of Imaging Business Machines, LLC.

This material contains proprietary information and trade secrets of Imaging Business Machines, LLC, embodying substantial creative efforts and confidential
information, ideas and expressions, no part of which may be reproduced or transmitted in any form or by any means, electronic, mechanical, or otherwise,
including photocopying and recording, or in connection with any information storage or retrieval system without permission in writing from an officer of Imaging
Business Machines, LLC.
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libml help

In-product help

Each SoftTrac Capture Suite product comes with ibml's in-product help that provides access to all instructional content
available at the time the software ships. This help can be accessed in one of two ways within our applications:

1. Click the Help button in the upper right corner of an application screen.
2. When in an open application, press F1 on your keyboard. If you are in a particular dialog or screen when you press F1,
ibml's context-sensitive help opens directly to the help topic specific to that dialog or screen.

ibml's in-product help is written using a topic-based method. This method allows you to quickly and easily find the
information you are looking for and accomplish your tasks with our software tools.

There are three tabs within the left pane of the help screen that are useful to you when searching for information.

From the Contents tab, dick on a topic or task for which you want more information. Instructions for completing that task
or information about that topic appears in the viewer at right.

Click on the Search tab to search for certain words or phrases within the available help topics by typing the word or phrase
in the box provided.

Use the Index tab to browse alphabetically through key terms and phrases within an application. When you click on a term
or phrase, dick Display at the bottom of the help screen to display all topics in which this term or phrase appears.

Additional help

For a list of enhancements for this release, see \What's New in This Release.

Most documentation is also provided in PDF form. These PDFs are included with your software installation. All

PDF documentation concerning the hardware and software components of the ImageTrac Scanning Platform is available
from the ibml Customer Portal website at www.imagetracsupport.com. This website links you to further training materials
and dasses and allows you to report hardware or software issues to ibml Customer Support.
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|Safety Instructions

Read all safety instructions, warnings, and precautions thoroughly before operating the ImageTrac. Follow all operating and
other instructions carefully. Pay attention to the following symbols:

/N

The Electrical Hazard symbol indicates that there are dangerously high voltages present inside the enclosure of this
product. To reduce the risk of fire or electric shock, do not attempt to open the enclosure or access areas of the ImageTrac
where you are not instructed to do so. Refer servicing to qualified personnel only.

This is an example user caution statement in this documentation.

The User Caution symbol indicates a condition where damage to the equipment or injury to the operator/installer could
occur if operational procedures are not followed. To reduce the risk of damage or injury, follow all steps and procedures as
instructed.

The Danger! Laser Energy symbol indicates that this equipment contains Class II laser products. Before working on this
equipment, personnel must be laser safety qualified and use proper eye protection. Do not stare into the laser beam.

Operation Safety

As an operator, it is important that you follow these guidelines to maintain a proper environment for the ImageTrac and
ensure safe operation.

Operating Temperature

To reduce the risk of operator error or accident, the ImageTrac should be operated between 59° F (15° C) and
900° F (329 C). It is the responsibility of the purchaser to ensure that adequate environmental conditions are
maintained in the equipment operating area.

Lighting
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The supplier of this equipment does not provide local lighting as part of the product installation. It is the
responsibility of the purchaser to ensure adequate lighting is provided to reduce the risk of accidents or
operator eyestrain. For information about lighting conditions, consult local laws regarding human factors

engineering.

Body Strain/Accident

To reduce the risk of physical strain, avoid repetitive motions, uncomfortable postures, and take breaks as
recommended by local regulations.

Operating Errors

Errors in operation may cause hazards. To reduce this risk, do not attempt to operate the equipment if you
are impaired due to iliness, stress, or if you are under the influence of medication, alcohol, or other drugs.

Servicing

It isimportant that you do not attempt to service this unit unless you are specifically instructed and trained to do so. Also,
do not attempt to access areas of the scanner where dangerous voltages are present.

Should you come across any of the following conditions, contact qualified service personnel:

« the power supply cord is damaged
« liquid has been spilled into the ImageTrac

« the ImageTrac does not function normally, displays a negative and distinct change in performance, or has been dam-
aged in any way

Warnings

Operation

« Moving parts present a hazard to the user. Keep your fingers and other body parts clear from feed tires
and other moving parts.

« Do not use the Feeder Throat Adjustment to force the track to stop; doing so damages scanner
hardware and the integrity of scanned documents.

« The Emergency Stop should only be used in case of emergency and not as an alternative to Stop Feed

in Scan Client. After an Emergency Stop is performed, some documents left on the track may not have
been fully processed; it is recommended that documents be verified to ensure proper capture.

Maintenance
« Beaware, when the power switch is in the off position, AC power is still supplied to the Host PC.

« Do not use any canned/compressed air, cleaning fluids, or liquids on or near the sensors.
« Do not wash reverse belts with any type of liquid.
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the track. Some ImageTracs may have an Ink Jet Printer that prints information about documents during scanning, if
necessary.

After a batch of documents is scanned, it may go through a QA process in which someone manually examines the batch for
quality and completeness before allowing it to proceed further. Next, images can be archived or processed through another
software tool. Some customers may use ibml's Post Scan processing to transform data and images captured by the
ImageTracinto information that can be used by a host system.

ImageTrac components

Your ImageTrac scanner is comprised of a number of frames and modules that contain components important to the
operation of the scanner.

View the following photos to see where the most essential scanner components are located. A full description of the
components on the ImageTrac s provided following the photos.

ImageTrac Series 5 Scanner Frames and Options
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« Blinking Orange: Host PC has experienced a system error.

If the system status indicator is blinking orange, see the LCD readout panel on the front of the Host PC.

Emergency Stop Buttons

Your ImageTrac scanner is equipped with two Emergency Stop buttons; one is located on the Transport frame, and the
other is located on either the Decision frame or the Pocket frame. Triggering the Emergency Stop immediately shuts down
power to the 28- and 30-volt transport belts, stopping movement of the track.

« To activate, press either of the red Emergency Stop buttons.
« To reset, turn the red Emergency Stop button one-quarter turn to the right.

For important information about the Emergency Stop, see Warnings.

Automatic Feed Tray with Feeder Wedge

The Automatic Feed Tray with Feeder Wedge is located on the Feeder module and is used to feed prepped batches of
documents.

Picker

The Picker arm picks documents from the top of the stack of documents in the Automatic Feed Tray and transfers them into
the De-Double module. It is important that the Picker have enough pressure on the stack of documents to properly pick up
each piece of paper.

It may be necessary to disable the Picker arm in ParmSetup to accommodate extremely thin or fragile documents. It may
also be necessary to increase Picker speed in ParmSetup to resolve issues with uneven gaps between documents. If you
encounter either of these issues, contact your administrator for assistance adjusting software settings. See the following
topics related to the Picker:

Adjust Picker Tension

Adjust Picker Sensor Arm

Feeder Throat Adjustment

The Feeder Throat Adjustment is located below the De-Double module on the Feeder frame. This lever is used to adjust the
pressure between the feed tires and reverse belts. With the lever set to a lower number, less pressure is applied to
documents. Increasing the number increases the pressure. It may be necessary for you to adjust the throat pressure based
on the type of documents you are scanning; thicker documents may require more pressure, while thinner documents may
require less.
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Use Feeder Throat Adjustment

Note:

« Use the lowest possible setting unless continuous double feeds occur. If this occurs, increase the pressure setting by
one.

« Aswear increases on belts and tires, increased pressure may be needed.

« If double feeds still occur with the pressure set at maximum, clean and replace the feed tires and reverse belts. For
information about deaning the feed tires and reverse belts refer to the Maintenance section of this guide.

Operator Control Center

The Operator Control Center is comprised of the keyboard and mouse as well as the touch screen monitor.
Work Surface
The work surface houses the keyboard and mouse used to operate scanner applications on the Host PC.
Touch Screen Monitor

The touch screen monitor with its 180° range of motion is more accessible to operators, simplifying the
process of setting up and scanning documents and helping operators manage jobs more easily.

Track

The track is the space in which documents travel between the Feeder module and the destination pocket. Belts along the
track are used to move documents. Also located along the track are a series of sensors. These sensors track documents as
they travel on the scanner and are responsible for triggering errors should there be a problem during scanning.

Ink Jet Printers

Your ImageTrac scanner may be equipped with a Pre-Ink Jet Printer or Post-Ink Jet Printer or both. The Ink Jet Printer may
have a single print head or it may have multiple print heads. It is used to spray information (as determined by the customer)
on documents before (Pre-1JP) or after (Post-1JP) imaging. If your scanner is not equipped with a Post-Ink Jet

Printer module, it has a Decision module instead.

Barcode Reader

The Barcode Reader is located on the Registration module and is equipped to read a variety of barcode
symbologies. Documents with barcodes are often used as batch or transaction separators.

Patch Code Reader
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Some ImageTracs may be equipped with a Patch Code Reader responsible for reading patch code labels. The Patch Code
Reader is located on the Registration module.

MICR Reader

The MICR Reader is located on the Registration module and is responsible for reading the E13-B or the CMC-7 font.
Depending on your scanning needs, you may have a Top-Side MICR Reader or a Bottom-Side MICR Reader, or you may
have the Touchless Top-Side MICR Reader.

Cameras

The ImageTrac scanner is equipped with a front camera and a rear camera that capture images and relay them back to the
Host PC.

S-Turn Module

The LCD buttons on the front of the S-Turn are used for clearing jams. They both function in the same way and can be used
simultaneously:

e Pressand Hold: Track moves forward.
o Press Twice and Hold: Track moves in reverse.

Pocketing Configuration

The pockets are the final destination for documents. Your scanner may have any number or combination of pockets with full
sort capabilities that support a wide range of document sizes.
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« Red: error
« Yellow: ImageTrac busy
« Green: normal operation

To bring up the Image Server application, double-click the tray icon.

How do you close the SoftTrac Capture Suite Image Server?

1. Right-click on the Image Server system tray icon

2. Click exit

If we are using a Legacy SoftTrac version on the same computer as SoftTrac Capture Suite, how

do I close the Legacy Image Server?

1. Right-click on the Legacy Image Server system tray icon

|
|
|
|
|
|
|
I
| 2. Clickexit

i 3. Youmust also close the Legacy Server App.
i a. Right-click on the Legacy Server App
|

|

|

|

|

|

|

|

b. Click exit
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|Preparing documents for scanning

Before you can scan a batch of documents, you must prepare those documents properly to prevent possible damage to the
scanner and to ensure optimum output.

Guidelines for Preparing Documents

Gather all documents and separate them into groups, also called batches. Your administrator tells you how to form
batches for specific jobs.

Make sure that documents are normalized to the relative humidity level of the scanner room prior to their being
scanned. This is important if you are prepping documents that come from a separate storage location where humidity
differences between the storage location and the actual scanning location are an issue. It may be necessary to give the
documents a day or so to acclimate to the scanning environment before prepping them.

Inspect each document and remove all paper clips and staples.

Make sure that all documents are separated. Some documents may have been taped together using clear tape. Make
sure that the tape s flat, has no ragged edges, and is not hanging off of the document. Remove any excess tape. If
pieces of paper are stuck together, this creates double feeds that result in jams.

Watch out for cuts and tears in documents. If possible, carefully tape the document back together using clear tape.
Make sure the tape is flat, smooth, and contains no ragged edges.

Look for small folds or ragged edges and smooth them out.

Prepare envelopes according to your administrator's instructions. If you are asked to open envelopes, use a letter
opener.

Documents, such as envelopes and mailers, may contain glue, which could cause a problem during scanning. To pre-
vent this from happening, make sure that the glue is dry and not sticky.

Stack documents according to your administrator's instructions. How you stack documents is related to the direction
the batch is scanned. Generally, you stack documents with the upper left corners on top of each other.This is especially
important if you are stacking a mixed batch (long and short documents).

Turn all documents face-up. Make sure the text of the document is facing you. If it is a double-sided document, make
sure that page one is facing up.

Use a jogger to stack and align batches according to your administrator's instructions.

For more information about document preparation, consult the Document Preparation Guide provided by your ibml
Implementation Specialist.
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|Starting and shutting down the ImageTrac

Start the ImageTrac

Before starting the scanner, be sure that the track is clear of any obstructions or debris. To properly start the ImageTrac
scanner, follow these steps:

1. Turnon the Host PC.

2.

3. After Windows completes loading, make sure that Image Server is running properly.
4.

Log in to Windows.

Power on the scanner by flipping the operator switch to the On position.

Shut down the ImageTrac

It is critical that you follow these steps to properly shut down the ImageTrac scanner; failure to do so may result in
malfunction.

1.

Close all applications running on the Host PC.

2. Turn off power to the ImageTrac by flipping the operator switch to the Off position.

3.

With the ImageTrac off, follow the Windows shutdown procedure to turn off the Host PC.
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For information about scanning a new batch of documents, see Scanning a new batch of documents.

For information about opening an existing batch of documents to append, insert, or rescan documents in the batch or
review the batch, see Opening an existing batch of documents.

To exit Scan Client, dlick Exit.
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|Scan Client Overview

Click the links below to learn more about the different parts of the Scan Client user interface:
Ribbon bar
Feed buttons

Document tree

Image viewer

Messages

Document Data
Performance

Pocketing

Status bar

Ribbon bar

Theribbon bar is located above the document tree and represents various functions used when scanning documents. See
also, Feed buttons.
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‘Window

If multiple image windows are configured for the scan job, select the image window you want to see in the viewer by
dlicking this button. If you dlick this button and the image window number does not change, this indicates there are no
other image windows to view for the scan job you have selected.

Note: For images that have not been discarded, the images that are configured to be shown will be dis-
played; if there are no images configured to be shown (possibly because they were discarded), the first cap-
tured image for the configured camera will be displayed; and if there are no images for the configured

camera, no image will be displayed.

Permission to change camera and image window (permission: Edit Image Display Options) when scanning or opening a
batch must be granted by your administrator in User Admin.

The camera and image window view selected are saved per user, per scan job. This allows the operator to set the view
needed for scanning batches in a particular job without having to remember to set this up each time a new scanning session

is started.

Swap front and rear cameras

Click Swap Front and Rear Cameras or press Num Pad / on your keyboard to swap front and rear camera images and
data for the document selected.

FR

Swap F-R

This option is useful in cases where documents are scanned backwards. For example, when the front camera images are
those for the back side of the document, and the rear camera images are those for the front side of the document. When you
choose to swap cameras, not only are the images swapped, but the data associated with those images is also swapped.

Fit, rotate, and zoom in and out on images

Change how you see the images in the viewer using the fit, rotate, and zoom controls. These tools are enabled when
scanning has stopped or when you open a batch for review.

Fit, Rotate, and Zoom
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« Total Transactions: Total number of transactions in the batch.
« Total Documents: Total number of documents in the batch.
« Total Images: Total number of images for the batch.
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|Customization dialog box

Adding columns

Add a column by right-clicking a column header and selecting Column Chooser from the menu. In the Customization
dialog box that displays, click and drag the columns you want to add to the column header area. You can also select the
column in the Customization dialog box, right-click, and select Show This Column.

You can display the following columns in the Select Job dialog box:

Job Description
Job Group
JobID

Job Name
Parmfile

You can display the following columns in the Select Batch dialog box:

Batch Directory
Batch ID

Batch Name
Data Connection
Database Version
Date Created
Document Count
Job Description
Job ID

Job Name
Locked By
Locked On

Log Directory
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« Machine Used
o Operator Group
» Operator ID

o Operator Name
« Parmfile

o Parmfile Version
o Process Date

o Remarks

o Scan Client Version
e Scanner ID

o Scanner Version
» Status

o StatusID

Moving columns

Change the order of the columns in the dialog box by dlicking and dragging them to different locations in the header.

Removing columns

Remove a column by right-clicking the column header and selecting Remove This Column from the menu. You can also
drag and drop columns into the Customization dialog box to remove them.

- 36- ImageTrac and Scan Client User's Guide



Sorting columns

Each column has sorting capabilities. Right-click a column header and choose either Sort Ascending or Sort
Descending to change the sorting order for that particular column. You can also click the column header to change the
sorting order from ascending order (listing from lowest number to highest number) to descending order (listing from
highest number to lowest number).

Grouping Columns

By default, the jobs in the Select Job dialog box are listed by the group to which they belong. To remove this group, click
Job Group at the top of the dialog box and drag it to the column header area. Group by job ID, job name, or job
description by clicking a column header and dragging it to the top of the dialog box. If you drag more than one header, the
grouping is organized hierarchically.

By default, the batches in the Select Batch dialog box are grouped by job name. To remove this group, click Job Name at
the top of the dialog box and drag it to the column header area. Group by another option (see the preceding list of available
columns for the Select Batch dialog box) by clicking the column header and dragging it to the top of the dialog box. If you
drag more than one header, the grouping is organized hierarchically.

Creating Custom Filters
When you hover over a column header, a small filter icon displays in the upper right corner. Clicking this icon lets you create

a custom filter (Custom) for the column, turn off the filter (Blanks), or show all possible entries, including columns that have
blank entries (Non blanks).
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|Scan a new batch

There are three steps to follow when scanning a new batch of documents:

gl Note: Documents should be prepped properly prior to scanning.

.
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-

Your administrator will instruct you on what to do if this dialog box displays. Batch input
parameters may or may not be used in the job; therefore, this step may or may not be
required.

After the job has loaded, the feed buttons become active. Notice that the default scan mode is
ILAppending because documents will be added to the tree.

Load documents

-

After you have created a new batch, you are ready to load a prepped batch of documents into the
utomatic Feed Tray so that you can begin scanning. To do this, complete the following steps:

>

Caution: While loading and feeding documents, keep your hands clear of moving parts.

1. Pull the Automatic Feed Tray back and place the documents face-up in the direction in
which they should be scanned. The side of the documents nearest the back of the scanner
should be flush against the scanner's back edge. If scanning a batch of intermixed
documents, be sure that the right or left corners (depending on the direction the
documents are being scanned) are together.

2. Arrange the documents so that they are spread out horizontally and not bunched
together; this helps reduce issues with feeding that can result in skews and jams.

| The whole batch may not fit into the tray at one time, and you should be sure not to overload the tray as
i this could result in feeding issues. However, after you begin scanning, you can continue adding

| documents by lifting up the last document in the tray and sliding new documents into place. 1
S
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Begin Auto Feed

i After you have created a new batch and loaded documents into the Automatic Feed Tray, you can begin
i feeding and scanning those documents.

|
I

| To initiate feeding, select Auto Feed. The scanner initializes and the Picker begins picking documents
' from the top of the stack in the Automatic Feed Tray and transferring them into the De-Double module

|
|
|
|
|
|
|
|
|
|
|
I
: so that they can then move down the scanner track. |
|
|
| i
|
|
|
|
|
|
|
|
|
|
|

i As documents are imaged, the document tree is built, and the images captured are displayed in the

| image viewer. It is important to monitor the image viewer to check image quality. Ifimages consistently

I
appear dark in certain areas, this could indicate the need for maintenance.

I
|
I
| When the first document is scanned and creates the batch, the Camera and Image Window buttons
| above the image viewer become enabled, which indicates that you can now change the camera view and '
| image window you are seeing while scanning. The option to change camera and image window is only

i available when the logged in user has permission in User Admin to edit image display options.

You can select Stop Feed at any time during scanning to stop feeding documents.

|
|
|
|
|
|
| Autobatching

|

|

i Most jobs are set up for autobatching whereby new batches are automatically created when the scanner
| recognizes a batch header or other document type. In this case, you do not have to close batches

I individually as this is done for you automatically.
|

If you closed a batch and then reopen a batch using the Open Batch button, and then
attempt to feed a document that creates a new batch the message, "A new batch cannot be
created from a previously dosed batch. You can create a new batch by clicking the New
Batch button from the Getting Started screen." is displayed. Click OK to close the batch.
Create a new batch as instructed by the message.

|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
i
| For jobs that do not autobatch, dlick Close Batch when scanning is complete. The batch is closed and
i assigned a default status of Scan Complete. You can now unload the documents that were just scanned
i from the pockets at the end of the scanner and store them appropriately.

|

|

|

|

Starting a new batch from within a current batch/Manual autobatching

S - §

© 2015 Imaging Business Machines, LLC. All Rights Reserved. -41-



! In cases where you cannot autobatch because you do not have batch headers to separate each new
| batch, you can use the New Batch option located in the Scan Client application menu or the keyboard
|

I shortcut Ctrl + N to create a new batch of the same type without having to close the current batch and

|
return to the Scan Client Getting Started screen.

batch of the same type is automatically created, and the batch ID is incremented.

If the batch belongs to a job that has a batch input parameter associated with it, the batch input dialog is
displayed when the new batch is created. Both DocIDs and inkjet keywords are reset when this option is
u

|
|
|
|
|
|
|
|
|
|
|
This is considered manual autobatching. When this option is selected, the current batch is closed, a new |
|
|
|
|
|
|
|
|
i
sed. |
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i By default, the maximum number of batches that are loaded into the batch viewer is 2000.
i Any time you change filtering options, refresh the list, and attempt to retrieve a batch list

| that exceeds this maximum value, a message displays that prompts you to confirm loading
| all batches before this command is executed.

This default number of batches can be changed by dlicking Edit > Max Number of
Batches in the application menu and changing the max batches value in the dialog that
displays.
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3. When the batch opens in either online or offline mode, the last document in the tree is highlighted and
displayed in the image viewer. Scan Client is in Appending mode, as displayed at the top of the tree. In
Appending mode, you can append to or add documents to the batch.

You can insert documents in the batch as well, or you may rescan documents to replace them. When inserting or rescanning
documents, Scan Client goes into Inserting mode.

( )

Note: In User Admin, operators who have the "Open Batches From Any Scanner" permission enabled can
open any batch no matter what scanner it was created on. If operators only have the "Open Batches

Created by Current PC/Scanner" permission enabled, they can only open batches that were created on the
scanner they are currently logged into.
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|Append, Insert, or Rescan Documents

A common reason to open an existing batch of documents is to add or insert additional documents or to rescan documents
that were scanned incorrectly or that have unclear images.

Append documents

Insert documents by hand feeding

Insert documents manually

Rescan documents

Append documents

A common reason to open an existing batch of documents is to add additional documents.

You can append documents to the end of a batch or to the beginning of a batch.
Append documents to the end of a batch

To append documents to the end of a batch, complete the following steps:

1. From the tree, select the last document in the batch. Notice that Appending mode is now active and the
document you selected is displayed in the image viewer.

2. Depending on the number of documents you are adding to the batch and depending on whether or not the
job requires the use of the Inkjet Printer, either hand feed documents or place them in the Automatic Feed Tray
and select Auto Feed.

3. After the documents are scanned, check that they are listed in the tree correctly, and examine the quality of
the images in the image viewer.

Append documents to the beginning of a batch (batch does not contain transactions)

To append documents to the beginning of a batch, complete the following steps:

Note: If the batch you are appending documents to contains transactions, you cannot append documents
using the method described here. Instead, you must follow the instructions for inserting transactions and
documents in the tree.
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1. Navigate to the top of the tree and select the folder above the first document in the batch.
2. Hand feed the document.

3. The newly scanned document is added to the top of the tree and its image is displayed in the image viewer.
The documents following the newly added document are renumbered accordingly. Check that documents are
listed correctly in the tree and examine the quality of images in the image viewer.

Insert documents by hand feeding

A common reason to open an existing batch of documents is to insert additional documents. There are times when the
document tree may build incorrectly, and you may need to insert transactions or documents so that the tree accurately
reflects the number of transactions and documents in the batch and so that the batch is correctly indexed.

One method for inserting documents and transactions in a batch is by hand feeding. To insert documents using this
method, the "Insert Documents By Feeding" permission must be enabled in User Admin.

To insert a document using hand feed, complete the following steps:

1. Select the point in the tree where the document should be inserted. New documents are automatically
inserted below the document that is currently highlighted in the tree. Notice that Inserting mode is active.

2. Hand feed the new document. Notice that when the batch refreshes, the inserted document is highlighted,
the documents following the inserted document are renumbered, and the image of the document you inserted
is displayed in the image viewer.

If the document you are inserting is responsible for creating a new transaction, the transaction is created
automatically, and documents are re-ordered after the insertion point.

3. Check that the newly inserted document is listed in the tree correctly and examine the quality of the image in
the image viewer.

Note: You must insert documents one at a time; inserting multiple documents at one time results in an
error.

Insert documents manually

A common reason to open an existing batch of documents is to insert additional documents. There are times when the
document tree may build incorrectly, and you may need to insert transactions or documents so that the tree accurately
reflects the number of transactions and documents in the batch and so that the batch is correctly indexed.
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While some documents and transactions must be inserted by hand feeding, there may be other documents and transactions
that can be inserted manually from the tree. To use this method of insertion, you must have the "Insert Documents
Manually" and "Insert Transactions Manually" permissions enabled in the User Admin.

To insert documents or transactions manually, complete the following steps:

1. Right-click the point in the tree where the document or transaction should be inserted. New documents and
transactions are automatically inserted below the document that is currently selected in the tree.

2. From the menu, select Insert Item and select the document or transaction type you would like to insert.
The document and transaction types listed are based on those set up within the particular job being used.

gl Note: If the job you are inserting transactions or documents into uses the Ink Jet Printer, be aware that
inserting causes inkjet numbering to be out of sequence.

Rescan documents

When a document has been scanned incorrectly or an image is unclear, that document must be rescanned. Permission to
rescan documents is granted by your administrator in User Admin (permission name: Rescan Documents).

Generally, documents are flagged for rescanning during a quality assurance review of the batch.
To rescan a document, complete the following steps:

1. Select the document in the tree that you need to rescan. Scan Client automatically switches to Inserting
mode.

Note: The documents responsible for creating batches and transactions cannot be rescanned.
The Rescan button is unavailable when these document types are selected in the tree.

2. Select Rescan and hand feed the document. The rescanned document is highlighted in the tree and is
displayed in the image viewer.

Note: A document cannot be replaced by a transaction.

3. Check the rescanned document in the image viewer to be sure that it has been scanned correctly and that a
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quality image has been captured.

a Note: When rescanning a document, only the image is replaced; any properties or rules
associated with the document in Scan Job Setup do not run. Only image attributes are run.
Document information is not overwritten.
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IChange the current operator

There are scenarios where a different operator needs to log in to view a currently open batch. For example, if an operator
does not have the permission to delete an image but an incorrectly scanned image needs to be replaced, a manager-level
user with the permission to rescan documents may log in to Scan Client and do so by selecting Change Operator from the
application menu (keyboard shortcut Ctrl + Shift + O).

The operator who is logging in must have permission in the User Admin to view the current job to log on successfully.
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IClose a batch

Most jobs are set up for autobatching whereby new batches are automatically created when the scanner recognizes a batch
header or other document type. In this case, you do not have to close batches individually as this is done for you
automatically.

If you closed a batch and then reopen a batch using the Open Batch button, and then attempt to feed a
document that creates a new batch the message, "A new batch cannot be created from a previously closed
batch. You can create a new batch by clicking the New Batch button from the Getting Started screen." is

displayed. Click OK to close the batch. Create a new batch as instructed by the message.

For jobs that do not autobatch, dick Close Batch on the ribbon bar when scanning is complete. The batch is dosed and
assigned a default close batch status of Scan Complete. You can now unload the documents that were just scanned from the
pockets at the end of the scanner and store them appropriately.

When you close an existing batch for a job that has the "Ask if Batch is Complete on Close" option enabled, a dialog displays
asking you if the batch you just scanned is complete. If you select "Yes," the batch is closed and given a close batch status. If
you select "No," the batch is given a hold batch status. If the "Request Status for Batch Hold" option is enabled in the job as
well, a second dialog is displayed that prompts you to select a batch status (generally a hold batch status) and type in the
reason for placing the batch on hold. In this dialog, type any comments that you have concerning the batch and insert a
date and time stamp that identifies your remarks when another user opens the batch.

Batch status

The following are common batch statuses; however, you may have statuses customized specifically for your scanning
environment.

The default statuses listed below correspond with common batch states.

Batch Status Batch State

Scan New Batch Batch is new and ready to be scanned

Scan Complete Scanning is complete and batch is closed/accepted
Scan Open Batch is open and can be scanned into

Scan Hold Batch has been put on hold

Batch Error Batch has an error or batch has been rejected
Ready for QA Batch is ready for quality assurance testing
PostScan Complete |Post scan processing is complete

PostScan Error Post scan processing error occurred

PostScan Processing |Post scan processing is in progress
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IDelete items from a batch

Sometimes it may be necessary to delete transactions, documents, or images from a batch. To delete these items, the
permissions to delete documents, transactions, and images must be enabled in User Admin.

What to keep in mind:

« When atransaction is deleted, only that transaction is deleted and not the documents within that transaction.
« When adocument is deleted, all of its associated images are deleted.
« When an image is deleted, only that image is deleted; other images captured for that particular document are kept.

Delete transactions or documents from a batch

To delete transactions or documents from a batch, complete the following steps:

1. Select the transaction or document you want to delete from the tree. To delete multiple transactions or
documents, select the first item you want to delete and, holding the Shift key, scroll down through the tree
selecting additional transactions or documents.

2. Click Delete at the top of the document tree, or press the Delete key on your keyboard. Keyboard
shortcuts; Right click menu items

3. Amessage prompts you to confirm the deletion; press Yes or No to accept or reject deletion.

Delete images from a batch

To delete individual images from a batch, complete the following steps:

1. Double-click the document whose images you want to delete.

gl Note: The permission "View and Edit Document Data" must be enabled in User Admin before you
can delete images from a batch.

2. From the Document Data dialog box, dick Delete next to each document image that you want to
remove.

3. Close the dialog box to return to the main Scan Client screen.
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|Enable or disable IJP printing

Depending on Operator permissions, you have access to the Inkjet Enabled button on the ribbon bar to disable ink jet
printing (keyboard shortcut Ctrl + Shift + J). The operator can disable and enable the ink jet.

When the IJP is disabled the inkjet head goes to its home position.

The application will then confirm by displaying an message dialog to the operator that the ink jet is now disabled. The ink jet
will not print on scanned documents until it has been enabled.

[ Note: Even if ink jet printing is disabled, ink jet data still remains in the database.
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IFlag documents for rescan

You can flag documents in the tree when they need to be rescanned due to poor image quality.
Use the hotkey F7 to flag a document; select and de-select F7 to flag and un-flag the selected item(s) in the tree.

When navigating the tree for flagged documents, use the hotkey F8 to move from one flagged document in the tree to the
next.
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IHand feed documents

While operating the scanner, it may become necessary to hand feed documents in the case of a jam or skew or in the case of
appending or inserting documents in a batch.

The Registration module has four sensors located along its back edge. Generally, documents are hand fed from Sensor 1,
which is the first sensor on the left side of the module. A document is hand fed by either placing it over Sensor 1 and pressing
Hand Feed or by pressing Hand Feed and then placing it over Sensor 1.

Depending on the parameters your administrator has set, you may hand feed documents from Sensor 2 as well. If you can
hand feed from Sensors 1 and 2, note the following:

« When hand feeding from Sensor 1, you must first press Hand Feed and then place the document over the sensor.
« When hand feeding from Sensor 2, you can first press Hand Feed and then place the document over Sensor 2, or
place the document over Sensor 2 and then press Hand Feed.

Scan Client remains in hand feed mode until you press Stop Feed, Auto Feed, or Close Batch.
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IMove documents in the tree

You can move one or multiple items in the document tree. This option is useful when documents were scanned out of the
correct order.

Permission to move documents is granted by your administrator in User Admin (permission name: Move Documents).
To move transactions or documents in the document tree, complete the following steps:

1. Select the transaction or document that you want to move in the tree. To move multiple transactions or documents,
select the first item you want to move, hold down the Ctrl key, and select the next transaction or document. To select
transactions or documents in a range, use the Shift key.

2. Drag the selected items to a different location in the document tree.

3. Amessage prompts you to confirm the move; press Yes or No to accept or reject the move.

The items are moved to the new location, and the document or transactions are renumbered based on where they are
dropped. If you select multiple items, the first item is placed where you drop it, and the other items are added to the tree in
the order that they originally appeared, not the order they are selected. If you move only the transaction, the documents in
that transaction are moved to the previous transaction.

Note: In batches that have transactions, you cannot move documents to the area between the batch node
and transaction node.
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IMove inkjet print heads

To clean the inkjet print heads or replace inkjet printer cartridges, select Move Inkjet Printer Heads from Inkjetin the
application menu (keyboard shortcut Ctrl + Shift + M).

When you select this option, the pre-image inkjet head and/or post-image inkjet head moves out over the track, and a
disconnect command is issued to the scanner transport.

After you have cleaned the print heads (See Inkjet Maintenance) or replaced ink cartridges, click Move Inkjet Printer

Heads again from the application menu. At this time, a connect command is issued to the scanner transport to move the
inkjet printer(s) back to their home position(s) so that you can resume document feeding.
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Print Preview with image only
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Under the File menu, dick Page Setup to change paper size, orientation, and margin sizes prior to printing. You can
define a header and footer for the image by clicking Header and Footer in the toolbar. Within the header or footer, you could
insert page numbers, insert the user name of the logged in user who printed the image, and insert the date and time the
image was printed.

Within this dialog box, you can also zoom in and out on the image, change the background color of the image, or insert a
text or picture watermark to be displayed in the background of the image.
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IRename transactions and documents

When the wrong document is scanned because of a mistake in batch preparation, you can rename the item in the tree to
correct the issue. Permission to rename transactions or documents (permission names: Rename Documents, Rename
Transactions) must be granted by your administrator in User Admin.

Double-dick on the item in the tree and edit the document type in the Document Data dialog box. Permission to view the
Document Data dialog (permission name: View and Edit Document Data) must be granted to edit this information.

Note: Renaming transactions and documents is dependent on how doing so affects back-end processing.
In some cases, an operator may need to rescan the document; however, if the Ink Jet Printer is being used,
this could present an issue.
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IReview a scanned batch

After scanning is completed, you can quickly and easily review batch images in Scan Client using the auto-scroll feature.

With a document selected in the tree, hit the spacebar on your keyboard to begin automatically scrolling through the
documents one at a time.

Note: that the image manipulation keys are disabled during auto-scrolling.

« The document image shown in the image viewer is based on the camera and image window you have selected.
When reviewing a batch, you may want to select the Cycle mode so that you can see images captured from both
the front and rear cameras.

To stop auto-scrolling, hit the spacebar again.

You can also use the Page Up and Page Down keys to scroll backward or forward through the tree.

Alternatively, click the Stop button, then press C on the keyboard to scroll thru items identified as checks, or D to scroll
thru items identified as documents.

o Ascan job must be configured to identify checks in order to use this auto-scroll method.

Transaction thumbnail view

When a transaction is highlighted in the tree a thumbnail view will be displayed in the image viewer. Double-dick on a
thumbnail to select that document in the tree and view that document in the normal view.

« Ifcycleis selected as the camera option, both front and rear thumbnails are displayed.
« The camera and window image display buttons will determine what thumbnails are visible.
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ISearch for documents and document data

You can search for specific documents in the tree by document ID or document type. Or, you can search the tree for
document data, including I1JP data, barcode data, and MICR data.

Access the search feature by selecting Search from the application menu or by using the keyboard shortcut Ctrl + F.

In the Search for Documents dialog, click on the item you want to search by—document data, document type, or
document ID.

If you want to search for specific document data, type in the data you are looking for in the box provided. The application
searches for document data in all columns (Name, IJP Data, Barcode Data, Pocket, and MICR Data) even if the particular
columns are not currently shown in the tree.

If you select document ID, enter or select the specific ID number you are looking for in the box provided.

If you select document type, choose the document type to search for from the drop-down menu. The document types
listed here are those that are set up within the scan job.

After you have typed in your search criteria, click Find Next to begin the search from the top of the tree moving down.
Continue clicking Find Next or press F3 to continue searching for items throughout the batch that match the criteria you
entered.

Click Select All when you want to highlight all instances of the matched item in the tree.

Click Flag All to flag all instances of the matched item in the tree. Click Unflag All to remove flags from the matches item(s)
in the tree.
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Select the Filters check box to enable filtering in the document tree. Select Filter By to filter the tree by the item that
matches your search criteria. You can choose the Filter Out option to filter out an item from the tree.

To turn off filtering in the tree, clear the Filters check box.

Click Cancel to end the search and close the Search for Documents dialog.
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|Set batch status

If operators need to set the status of a batch to a status other than Scan Complete, they can select Edit > Set
Batch Status from the application menu (keyboard shortcut Ctrl + Shift+ T) to change the status. Batch status can be set
during scanning or before dosing a batch.

For example, if a quality assurance process is followed, an operator may need to change the batch status so that the batch
can be marked for rescanning. The default status when manually setting the batch status is Batch Error.

Note: The only batch statuses that are available to choose are those the current operator has permission to
view as set up in User Admin for the operator's user profile.
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|Set batch priority

If an operator needs to set the priority of a batch, they can select Edit > Set Batch Priority from the application menu to
change the priority. See also Right click menu items.

Batch priority can be set during scanning or before closing a batch. For example, if a batch is needed to be promoted
through a workflow, an operator can choose to change the batch priority. The priority is now set to this new level, and the
batch is the next handled through any process following in the workflow.

[ Note: Batch input still prompts for a priority upon batch close if configured.
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|Set log levels

When troubleshooting, it may be necessary to increase the logging levels for the VxWorks managers so that more data and
information is collected in the log file.

From the Scan Client application menu, select Support > Set log levels. You can also access this option using the
keyboard shortcut Ctrl + Shift + L.

The Log Levels dialog box displays and shows the current levels set for each manager of the ImageTrac VxWorks system.

Logging levels are based on a verbosity scale. Therefore, when you select a different logging level for any process manager,
certain numerically classified logging options are enabled for that manager. When you want a minimal amount of
information in the log file, enter zero (0). To have more information in the log file for a particular manager, enter a higher
number; the maximum value is 5.

Note: Unless ibml Customer Support requests higher verbosity levels, the default level of 1 is recom-
mended for troubleshooting purposes.
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\View batch log

The batch log opens in a text editor and shows a record of all activity that occurs during batch processing per the job's
instructions. This includes batch information, database errors, scanner errors, scanner information, document mapping
errors, scanner event information, interface information, document mapping information, pocket information, inkjet printer
information, database information, scanning events, and timer information.

This option is primarily used by ibml personnel to troubleshoot scanning issues.

To view the batch log, select Support > View batch log from the Scan Client application menu, or use the keyboard
shortcut Ctrl + L.
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IView and edit batch input

Some scanning jobs require operators to input information concerning the batch prior to or after scanning. This batch input
parameter is set up by the administrator in Scan Job Setup.

You can view and edit the batch input when you are scanning a new batch or when you have opened an existing batch by
selecting Edit > View/Edit Batch Input from the Scan Client application menu.

Open the batch input at any time during the scanning of a batch using the keyboard shortcut Ctrl +Shift + 1.

[ Note: Some batch input object text fields may be read-only.
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\View and edit document data

You have the option to view and edit the data captured for documents during scanning. Permission to view and edit
document information must be granted by your administrator in User Admin (permission name: View and Edit
Document Data).

To view the data specific to a particular document, double-click the document in the tree. You can also select the document
in the tree and press Enter on the keyboard.

In the Document Data dialog that displays, view and change document data as needed. Notice that you can view and/or
delete the images associated with the selected document from this dialog as well.

If you would like to view and edit data for other documents in the tree, use the navigation buttons located at the bottom of

the dialog (First Document, Last Document, Next Document, Previous Document) to move through the other
documents in the batch.
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General

Batch ID

Number assigned to uniquely identify each batch

Batch Directory

Path to the directory location where batch images are stored
Document ID

Document identification number

Document Type

The type of document as defined in Scan Job Setup. You can rename an item here by choosing a new level
name from the list of available names.

Level Number

Document level based on tree hierarchy, i.e. references if the document was a level 1 (transaction-based jobs)
or level 0

Document Status

The status of the current document as either flagged (value of 1) or not flagged (value of 0). Thisis also a
custom field that some back-end systems use to set a status for a document.

IsCheck

Value indicates whether document was recognized as a check (True) or not (False)
Matched

Value indicates whether the document matched a Document Size rule (True) or not (False)

Pocket

Pocket number where the document was sent
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Images

Inkjet

MICR Data

Logical Pocket

The logical pocket number the document was sent to
Width

The physical width of the document as measured in inches

Height

The physical height of the document as measured in inches
L

i Lists images associated with the document. From here, you can see the camera and image window the image
i was captured from as well as the width, height, DPI, file size, and image type data associated with each

: document image. When you open an image from the Document Data dialog box, the image displays in your
. system's defaultimage viewer. Select Delete to remove an image from the list.

______________________________________________________________________________ |
rr———Hm="H"F"F"'F"""™"""™""™>"""™""™"'"™""™""'"™""™""""""""""/"/"/"/"/"/'"/'"//rrrrrrrrrrrrrr - === - 1
| Lists the print line associated with the Pre-Image Inkjet and/or Post-Image Inkjet |
b -

|
| Lists any MICR data read by the MICR Reader. This area also shows the merged result from the MICR + ICR |

|
i read, if available, and indicates, using True or False, if the MICR read matched the value specified for the MICR |
| property/rule. i
L
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Hardware Barcode Reads

! Lists any data read by the hardware Barcode Reader. Barcode data is displayed in the order it was on the

| document with respect to the direction in which the document was scanned.

| Lists Image Barcode data captured and includes the camera and image window where data was captured as
i well as the symbology type and coordinates. Image Barcode data is displayed in the order it was on the

: document with respect to the direction in which the document was scanned. This area also indicates, using True:
. or False, if the Image Barcode read matched the value specified for the Image Barcode property/rule. l

ICR Reads
______________________________________________________________________________ ;
. Llsts any ICR data captured during scanning. |
______________________________________________________________________________ A
Doc Typing
r--——————— T T T /T /T T/ === T
! Lists any IDR data captured during scanning, including confidence, the camera and image window from which |
|
l the result was taken, and whether or not the result matched the value specified for the Document Type |
. Recognition property/rule. i
Logo Finder

! Lists any logo data identified during scanning, including the coordinates of the logo on the document (top, left,

| bottom, right) and the camera and image window from which the result was taken.
L
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How to recover from a skew

A document skew is a slanted or crooked document. A skew often results from a bent or curled document edge. Skews
usually occur after a document leaves the De-Double and before the document reaches the front camera; they are usually
detected by one of the Ink Jet Printer module's six sensors (usually sensors 1 and 2). If your scanner is not equipped with an
Ink Jet Printer, skews are detected by the six sensors on the Ink Jet Filler module.

When the scanner detects a skewed document, a "Document skew detected" error message is issued by Scan Client and the
scanner track is halted; this message tells you where on the track (module and sensor) the skew occurred.

To recover from the error, complete the following steps:

1. Using the information provided in the error message, locate the skewed document on the track.

2. Select OK on the error message in Scan Client.

3. Gather the documents left on the track, or select Flush Track in Scan Client to send the documents left on the track
to the flush pocket. Take note of any documents that were not properly scanned before the skew was detected. Take
the document that caused the skew error and smooth it out, if necessary.

4. Hand feed the documents that were not properly scanned, including the document that triggered the skew error.

5. When you finish hand feeding the documents, press Auto Feed to continue scanning into the batch.

How to recover from a jam

Jams can occur at any point on the track, but they most likely occur when a document gets stuck under the rear camera or in
a pocket. These particular areas on the scanner have belts that touch both sides of a document; therefore, when a document
with a tear or fold is pinched by these belts, a jam can occur. When a jam is detected, an error message is issued by Scan
Client, telling you where the jam is located and halting the scanner track.

If frequent jams occur in the same location, make sure that all sensors in that location are clean and clear of debris. Also,
make sure that documents are being prepared and fed properly.

Jam recovery consists of clearing the jam, clearing the track, locating the last scanned document, and hand feeding the
documents left on the track.

To perform jam recovery, use the following steps:

1. Given theinformation provided by the error message, locate and clear the jammed document. Clear the track of
remaining documents, making sure that you keep them in correct scanning order. You may clear the track by phys-
ically gathering documents or by selecting Flush Track in Scan Client. If you flush the track, all documents are sent to
the pocket designated as the flush pocket. Remove the documents from the flush pocket, making sure that you keep
them in correct scanning order.

2. Locate the last document scanned successfully before the jam error was issued. (This document should match the doc-
ument image currently in the image viewer.) If the document that caused the jam was not successfully scanned,
smooth out that document, if necessary, before feeding it again.

- 80- ImageTrac and Scan Client User's Guide



3. Hand feed the documents that followed the last successfully scanned document, which may include the document that

caused the jam.
After you are done hand feeding documents, select Auto Feed to continue scanning the remaining documentsin the

batch.
Using the LCD Buttons to Clear a Document from a Module

4,

Pocket Button

o Press the pocket button once to empty the pocket.
« Press the pocket button twice to empty all pockets.

S-Turn Module
The LCD buttons on the front of the S-Turn are used for clearing jams. They both function in the same way and can be used

simultaneously:

o Pressand Hold: Track moves forward.
« Press Twice and Hold: Track moves in reverse.
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explanation | Your administrator set up the job so that a specific barcode must be read by the Barcode Reader. Since
that barcode was not read, the track was halted.
solution Contact your administrator to correct this issue.

"You still have a batch open”

explanation

You have tried to exit Scan Client while a batch is open.

solution

Select No on the error message and then select Close Batch. Next, exit the program.

"A new batch cannot be created from a previously dosed batch. You can create a new batch by clicking the New Batch button
from the Getting Started screen."

explanation | You have opened a previously dosed batch and attempted to feed a document that creates a new batch.
solution Click Ok to close the batch, and then dick the New Batch button to create a new batch.

"Document skew detected"

explanation | TheImageTrachas detected a skew.

solution How to recover from a skew

"One document(s) have already been sprayed..."

explanation

A document has been sprayed by the IIP but has not been captured by the camera.

solution

Pick up any documents that were not captured and hand feed them.

"No destination DocID: Waiting for rear DocType results"

explanation | Thedocument is either late, or the ImageTrac was unable to assign a pocket destination to a document
because of a timing issue involving the DocType event responsible for assigning a pocket.
solution Pick up the document that caused the error message and attempt to hand feed it. Should the problem

persist, contact your system administrator.

© 2015 Imaging Business Machines, LLC. All Rights Reserved. -83-




= ibml

"No destination DocID: Waiting for rear ImageBar results"

explanation | Thedocument is either late, or the ImageTrac was unable to assign a pocket destination because of a
timing issue involving the ImageBar results responsible for assigning a pocket.
solution Pick up the document that caused the error message and attempt to hand feed it. Should the problem

persist, contact your system administrator.

"No destination DocID: Waiting for rear ICR results"

explanation | Thedocument is either late, or the ImageTrac was unable to assign a pocket destination because of a tim-
ing issue involving the ICR results responsible for assigning a pocket.

solution Pick up the document that caused the error message and attempt to hand feed it. Should the problem
persist, contact your system administrator.

"Fdr tmOut [type parm1]"

explanation | Feeder Module sensor did not detect any documents in the time defined in the software parameter file.

solution Attempt to load and feed documents again. If the problem persists, contact your system administrator.

"Corrupt Receive Buffer"

explanation | Corrupt Receive Buffer

solution Shut down and restart the ImageTrac system. If the problem persists, contact ibml Customer Support.

"Mod bd not resp (parm2/parm1)[status]"

explanation

[Name of Module] is no longer responding.

solution

Shut down and restart the ImageTrac system. If the problem persists, contact ibml Customer Support.

"No destination docID [parm1][status]"
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explanation | XXinformation is not received in time for the ImageTrac to make a pocketing decision. For example, in
cases where the Barcode Reader is enabled in the parameter file but the hardware is not working, you
receive this type of error.

solution Contact your system administrator to correct this issue.

"Invalid Xpt Config: Mismatch at addr parm1”

explanation

Invalid transport configuration: mismatch at addr parm 1.

solution

Shut down and restart the ImageTrac system. If the problem persists, contact ibml Customer Support.

"Illegal edge [name] sen [parm1] retriggered"

explanation | Anillegal edge was detected (usually triggered by an irregular-shaped or torn document). On the Front
Camera Module sensors were triggered more than once.
solution Hand feed the document that caused the error and then attempt to resume normal feeding. If the prob-

lem persists, contact your system administrator.

"StartFeed failed (cmdsemcount=parm1)"

explanation

Start feed failed.

solution

Try to start feeding again. If the error persists, shut down and restart the ImageTrac system. If the prob-
lem still persists, contact ibml Customer Support.

"Trigger test failure”

explanation | Trigger test failure [failure location]. Establishing communication between a serial device and peripheral
was unsuccessful.
solution Shut down and restart the ImageTrac system. If the problem persists, contact ibml Customer Support.

"Reg tmOut sen [parm1-next]"

explanation | Expected documents have not arrived at a Registration Module sensor in the time defined in the soft-
ware parameter file.
solution Try to load and feed documents again. If the problem persists, contact your system administrator.
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"Jam in ChkPkts"

explanation | Thereisajam in the check pocket.

solution How to recover from ajam

"Trigger overlap"

explanation | Thereisatrigger overlap [overlap location]. Sensors saw the leading edge of a document before seeing
the trailing edge of the previous document. Holes or tears in documents can cause this type of error.

solution Hand feed the document(s) responsible for this error. Next, attempt to resume normal scanning. If this

problem persists, contact your system administrator.

"Illegal DIO Cycle [NNNNN] senhist"

explanation

A document was not captured correctly by a camera.

solution

Rescan the document.

"Camera A trigger gap too short [%s]"

explanation

Documents are too close together at the front and rear cameras.

solution

Hand feed the document(s) responsible for this error. Next, attempt to resume normal scanning. If this
problem persists, contact your system administrator.

"Unexpected Document [name] sen [parm1]"

explanation | Document was not expected to cross over [module name] sensor [parm1] in the amount of time spe-
cified in the software parameter file.
solution Hand feed the document(s) responsible for this error. Next, attempt to resume normal scanning. If this

problem persists, contact your system administrator.

"Late Document [name] sen [parm1]"
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explanation | Document did not reach [name] sensor[parm1] on a module in a specified amount of time.

solution Hand feed the document(s) responsible for this error. Next, attempt to resume normal scanning. If this
problem persists, contact your system administrator.

"Feeder Throat open"

explanation | The Feeder Throat Adjustment is set to open.

solution You must cdlose the Feeder Throat (default setting is 1) before you can resume scanning.

"Batch Name Waiting"

explanation | Some jobs require barcode data to be used in the batch name. This message displays what data (hard-
ware barcode data) the batch name is waiting on.
solution Contact your administrator to correct this issue.

"Parmfile is not in the following patch [path]"

explanation

The software parameter file referenced by the job does not exist in the file path defined.

solution

Contact your administrator to correct this issue.

"An error was encountered that will require the application to dose. The database you have selected needs to be updated
with the installed SCS Config sqgl script before this version can be used"

explanation

You have tried to open an existing job that is in an out-of-date database.

solution

Contact your administrator to correct this issue. The installed Configuration SQL script must be run
against the selected database to update it before the database can be used.

"Autobatch Image Queue Status"

explanation | Sent while auto-batching and image queue is behind to ensure all images for a batch are written before
the batch status is changed.
solution Click to resume auto-feeding on the message on-screen.
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"Registration Ultrasonic Double Detect Recovery"

explanation | Adocument has been determined to be a double-feed by the ultrasonic detection hardware on the Regis-
tration Module.

solution If the document is not a real double-feed, you may click Resume on the message screen to continue
scanning. Otherwise, you may select Stop to halt the track and recover.

"The first document scanned must be a batch header. The following properties are used to identify batch headers:[]"

explanation

The job is looking to see a batch header, and the item was not scanned. Examples of properties that are
used to identify the batch headers include Hardware Barcode.

solution

Click Ok to accept the message and be sure the first document scanned is a batch header. Review the job
to verify the expected results.

"The first document scanned must be a transaction separator. The following properties are used to identify transaction

separators: []"

explanation

The job is looking to see a transaction separator, and the item was not scanned. Examples of properties
that are used to identify the transaction separators include Hardware Barcode.

solution

Click Ok to accept the message and be sure the first document scanned is a transaction separator.
Review the job to verify the expected results.

"The second document scanned must be a transaction separator. The following properties are used to identify transaction

separators: []"

explanation

The job is looking to see a transaction separator, and the item was not scanned. Examples of properties
that are used to identify the transaction separators include Hardware Barcode.

solution

Click Ok to accept the message and be sure the second document scanned is a transaction separator.
Review the job to verify the expected results.

"Doc xxxxx image CWWXXXXX write time s5ss"
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explanation | This happens when it takes longer than one second to create an image in the temporary image creation
location configured in the parameter file.
solution The temporary image creation location in the parameter file is defined under the Camera Settings sec-

tion for each camera and is labeled Image File Directory. The default image creation directory or
Image File Directory is

C:\Program Files\IBML\SoftTracCaptureSuite\images. Have the site administrator check this con-
figuration and resolve the latency.

“Data for DocID (######) was sent before Inkjet Printer was ready — Please try increasing the request timer value in the
software parmfile.”

explanation

The Request Timer is not set correctly.

solution

Increase the setting on the Request Timer in the software parameter file.

“Data for DoclID (######) was not received by Inkjet Printer in time — Please try decreasing the request timer value in the
software parmfile.”

explanation

The Request Timer is not set correctly.

solution

Decrease the setting on the Request Timer in the software parameter file.

“Invalid command line options. Unrecognized command line option [option name]”

explanation

Used an unrecognized command line option that resulted in the application exiting.

solution

Verify the command line option used in the shortcut. Update with a valid command line option. For
more information, see Getting Started.

“Invalid command line options. Could not find a data connection with the name [data connection name]”

explanation

Used an unrecognized data connection name when using the ConnName command line option.

solution

Verify the data connection type used in the command line option shortcut. Update with a valid com-
mand line option. The value for ConnName is the name of the database specified in the Data Con-
nections dialog box. For more information, see Getting Started.
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“Invalid command line options. Using the USERNAME and PASSWORD command line options also requires that either the
DBCON or CONNNAME command line option be provided.”

explanation The following rules apply when setting up a command line parameter shortcut or calling a command

line parameter:

« Always use the USERNAME and PASSWORD parameters together.

« Include either the DBCON or ConnName parameter with the USERNAME and PASSWORD para-
meters.

« When using the DBCON parameter, always specify the USERNAME and PASSWORD parameters.

solution Update the command line options using the guidelines. For more information, see Getting Started.

“ExecuteNonQuery requires an open and available Connection. The connection's current state is closed.”

explanation '(I'!I'Ie agplio)ation is unable to use or make a connection to the network in general or to the SQL server
atabase).

solution Normally, this is caused by a network cable or connection that has become unplugged from the com-

puter. If this is the case, make sure the network cable is connected to the computer or contact your
Administrator for help.

"This scanner is not set up in the Scanner-To-Job List for this job."

explanation | Thisscan job uses a scanner that has not been entered into the Scanner-To-Job List.

solution Set up the scanner in the Scanner-To-Job List in Scan Job Setup.

"XPT:: Error(34, 2, 0, IDP home check failed, try disconnecting )"

explanation | Afailure from the ink jet module that indicates an issue with the ink jet head moving back to or from its
home position.

solution Flush the track to see if adocument is keeping the ink jet head from moving. If not, contact your Admin-
istrator for help or call Support.
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"Could not find server 'ServerName\Sql Server InstanceName' in sys.servers. Verify that the correct server name was

specified.”

explanation | Renaming a computer that already hosts a SQL Server installation requires additional maintenance in
SQL Server to complete the renaming process.

solution Reference the following link for more information on what to do when renaming a computer that is host-

ing one or more instances of SQL Server: http://msdn.microsoft.com/en-us/library/ms143799.aspx

“Invalid value for keyword [keyword name] on DocID [document ID]. Value of [actual value] does not match expected value
of [expected value].”

explanation

[TransactionSequence] does not start with 1 or [TransactionSequence0] does not start with 0.

solution

Gather support data and email software support. Verify the document preparation and rescan the batch.

"Invalid value for keyword [keyword name] on DocID [document ID]. Value of [actual value] does not match expected value
of [expected value]."

explanation

[TransactionSequence] or [TransactionSequence0] does not increment from one transaction to
another.

solution

Gather support data and email software support. Verify the document preparation and rescan the batch.

"Daily counter in batch name does not match value in printline. Please select new batch and rescan batch header."

explanation

[DailyCounter] keywords do not match between batch name and ink jet printer.

solution

Gather support data and email software support. Verify the document preparation and rescan batch.

"Invalid value detected in printline for keyword [keyword name] on DocID [document ID]. Please rescan document."

explanation | Internal keywords (e.g., [ScannerId]) are blank or empty. This should never be the case.

solution Gather support data and email software support. Rescan the document. If that does not correct the
issue, rescan the batch.

“Operation Mode Not Licensed”
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explanation

The scanner is not licensed for the current speed of the parameter file in use.

solution

Contact ibml| Customer Support to correct this issue.

"Scanner is licensed to run at a maximum speed of N, current speed is N1."

explanation The scanner is not licensed for the current speed of the parameter file in use. N = maximum
licensed speed. N1 = speed at which the user is attempting to run.
solution Contact ibml| Customer Support to correct this issue.

"The last document (DocID) in pocket (Pocket Number) is incomplete. Please retrieve and rescan this document”

explanation

You encountered a track stoppage and the last document did not scan properly.

solution

Rescan the document.

"Access Denied - SoftTrac Capture Suite is already in use."

explanation

The SoftTrac Capture Suite console is already in use by another user logged into the scanner.

solution

The other user must log-out in order to allow access.

How to Improve Document Feeding

To feed documents successfully, you may need to adjust document alignment, adjust document Picker tension and
sensitivity, or change the Feeder Throat Adjustment to decrease or increase the amount of pressure applied to documents.

Adjust document alignment

Adjust Picker tension

Adjust Picker Sensor Arm

Use Feeder Throat Adjustment

Adjust document alignment

Located underneath the Feeder track and behind the Feeder module cover, the Document Alignment Adjustment Knob
moves the registration wall in and out.

- 92- ImageTrac and Scan Client User's Guide




By moving the Feeder’s adjustable registration wall in, long documents may be fed closer to the registration edge to assist in
correct document alignment on the Registration module. This adjustment is designed for documents of more than 11
inches in length that need Feeder adjustment for optimal registration.

By moving the Feeder’s adjustable registration wall out, small documents, such as checks, may be fed optimally, ensuring
that they ride on top of the third belt in the Feeder module. This decreases the probability of paper jams and tearing. This
adjustment is designed for documents less than 5 inches in width that need Feeder adjustment to assist transport across the

spaced belts.
Adjusting document alignment
Turn the Document Alignment Adjustment Knob, as shown below.

« Turn the knob left to push the Feeder's registration wall back for long documents.
« Turn the knob right to pull the Feeder's registration wall forward for small documents.

Adjust Picker Sensor Arm

Located to the left of the Picker and Picker Tension Knob, the Picker Sensor Arm Knob controls the number of documents
pushed into the Feeder by controlling the sensitivity of the Picker Arm Sensor and the angle at which documents are fed into
the Picker. Picker Sensor Arm adjustments may be made while the ImageTrac is powered on.

Adjusting the Picker Sensor Arm
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Move the black Picker Tension Knob, as shown below.

« Move the knob up to increase sensor sensitivity and allow fewer documents into the Feeder.
« Move the knob down to decrease sensitivity and allow more documents into the Feeder.

Note that double feeds occur less frequently when fewer documents enter the Feeder throat at one time.

Adjust Picker tension

The Picker Tension Spring controls the weight the Picker arm places on a batch of documents in the Automatic Feed Tray.
The correct level of tension is determined by the weight of the documents in the batch; if you are scanning thin documents,
you should decrease the Picker arm tension.

Adjusting Picker tension
Move the gray knob directly above the Picker, as shown below.

« Movethe knob up to decrease tension.
» Movethe knob down to increase pressure.

Items to note:
« Picker tension can be adjusted while the scanner is powered on.
« Setting the Picker arm tension too high may cause documents to bunch up or bow if the scan speed is set too fast.

« Setting the Picker arm tension too low may cause a delay in moving documents into the De-Double module.
« Ifthe Picker arm bounces while feeding paper, the Picker tension is set too low.
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Use Feeder Throat Adjustment

The Feeder Throat Adjustment lever is used to adjust the pressure between the feed tires and reverse belts. With the lever
set to a lower number, less pressure is applied to documents. Increasing the number increases the pressure.

It may be necessary for you to adjust the throat pressure based on the type of documents you are scanning; thicker
documents may require more pressure, while thinner documents may require less.

Items to note:
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« Use the lowest possible setting unless continuous double feeds occur. If this occurs, increase the pressure setting by
one.

« Aswear increases on belts and tires, increased pressure may be needed.

« Ifdouble feeds still occur with the pressure set at maximum, replace the feed tires and reverse belts.

Get ibml Customer Support data

When scanning issues arise, it may be necessary to send log file data to ibml Customer Support for troubleshooting.

From the Scan Client application menu, select Support > Get Support Data, or use the keyboard shortcut Ctrl + Shift +
D. Also, any time you receive an error message, you have the option to click Collect Support Data from the message
dialog itself.

This will display the Support Data Contents dialog, which allows you to select certain types of log file data and/or to
control the amount of log file information to be included and saved in a batch log zip file that can be quickly and easily sent to
ibml Customer Support.

« Batch Logging - When checked, batch logging (which includes the current and most recent batch log files) will be
reviewed, and only necessary information will be included in the zip file.

« ImageTrac Logging (ImageTrac Manager, DocNetics) - When checked, and if the Get Backups option is
not checked, this option includes just the current and most recent log files for ImageTrac Manager and DocNetics in
the zip file.

« Get Backups - This option is only enabled if the ImageTrac Logging (ImageTrac Manager, DocNet-
ics) option is checked. When checked, Get Backups includes backups for all log files in the zip file.

« System Event Logging - When checked, this includes the system event logs in the zip file.

« Screenshot - When checked, this includes the screen shots in the zip file.
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Note: These values will be stored globally by site and used as the defaults the next time this dialog is dis-
played.

Note: The ImageTrac Logging (ImageTrac Manager, DocNetics) and Get Backups
options are only enabled for ImageTrac Manager versions 5.45 or higher. If ScanClient detects an older
version of ImageTrac Manager, these checkboxes will be disabled. In that case, all ImageTrac logging will
be included.

- 4

What's always included in the zip file

The software parameter file (including the ink jet script and DocNetics files referenced by the software
parameter file), hardware parameter file, scan job file, PostScan Setup job file, Quality Control job file,
lookup files if used, stored procedures, ImageSvr XML file, Capture Suite ParmSetup back-up zip file, and
license files are always collected and packaged into one zip file.

The default zip file name is identified by Bat ch-ScannerID-JobName-Date-TimeStamp. The
zip file is password protected; the password is "ibm1."

The application logs all software versionsin aversion. txt file and incdludes the installation version
and the versions of all installed applications.

Host PC backup

Specific Host PCfiles and folders can be automatically backed up to a network path on an action such as a SoftTrac session or
ImageSvr connection. This ensures that there is always a current backup of the critical files on the Host PC, such as software

and hardware Parmfiles and configuration files, in case there is a drive failure and you do not have a backup.

Wireless keyboard indicators

If your scanner has a wireless keyboard, the Keyboard Indicator application is installed on your system. This application is a
simple tool used to indicate whether or not a key is on or off on the keyboard, which is especially useful for keyboards that do
not have indicators built in.

The indicators are shown in the Windows System Tray when the lock state is on for Caps Lock, Num Lock, and Scroll Lock.

C default-capslock.ico
N default-numlock.ico
S default-scrollock.ico
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IMaintenance

To maintain optimum throughput and protect the life of the scanner and its parts, it is essential to perform maintenance
tasks regularly, especially in environments under excessive production.

The maintenance tasks described here can be performed by operators, lead operators, and supervisors. Since duties and
roles differ between customer sites, customers should discuss maintenance tasks with an ibml Implementation Specialist to
help decide who should perform each task.

Familiarize yourself with the tasks in the Daily Maintenance Checklist and review the steps for performing each task. The Daily

Maintenance Checklist dialog displays each time you launch Scan Client if your administrator has enabled this option. This
dialog will not display if you are using a ScanDS product or off-line product.

Daily Maintenance Tasks

« Remove all paper, dust, and debris (staples, paper dips, rubber bands) using a vacuum cleaner or a dry, lint-free cloth.

o Clean the feed tires with soap and water and rotate the set to allow the tires to dry.

« Clean the reverse belts with a dry brush provided with the scanner and rotate the direction of the belts on the reverse
belt assembly.

« Clean sensors with a cotton swab or similar dry material. Do not use solvents or compressed air/canned air on the
sensors. Refer to the Troubleshooting section to see an image displaying the location and number of track sensors.

« Clean picker and de-double rollers with a damp cloth; remove moisture and wipe clean with a dry cloth. Do not use
soaps or solvents; only use water. Rollers must be dry prior to scanning.

Additional maintenance tasks should be performed as needed.

Removing paper, dust, and debris

During normal operation of the ImageTrac scanner, it is common for small pieces of paper, dust, and debris to become
lodged inside the scanner.
« Use a vacuum cleaner to remove any small pieces of paper, dust, paper clips, and staples that remain on the track.

« Use alint-free doth with a non-moisturizing soap to remove glue on the track that items such as envelopes and mailers
may have left behind. Standard antibacterial soap is recommended.

« Remove any tape left on the track; if the area remains sticky, use a lint-free dloth with a non-moisturizing soap to clean
the area.

Cleaning feed tires

The feed tires should be deaned daily after every 8-hour shift to remove dirt and grime. The feed tires should be cleaned with
soap and water and should then be allowed to air dry. Install a dean set of feed tires while the freshly washed set of tires air-
dries. Atoothbrush or lint-free cloth may be used for deep cleaning or scrubbing purposes.
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Feed tires should be discarded and replaced when they begin to wear badly or when document feeding becomes
inconsistent. Be sure that an ample supply of feed tires is kept at your site for replacement purposes.

The feed tire assembly is comprised of three primary parts:

idler

drive pulley

belt

To clean the feed tires you must first remove them using the following procedure described below. After the tires are
cleaned, consult the procedure for replacing the feed tire assembly.

© 2015 Imaging Business Machines, LLC. All Rights Reserved. -99-



Removing Feed Tires

To remove the feed tires, complete the following steps:

1. Set the Feeder Throat Adjustment to open.

2. Remove the front frame cover of the Feeder module by pulling it toward you.

3. Remove the stainless steel base plate by pulling it toward you.

|
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| 4. Lift up the De-Double cover; this exposes the De-Double assembly.
|

|

|

|

|

5. Remove the outer feed tire by sliding it toward you and off of the shaft.
L
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Replacing Feed Tires

After the feed tires have been removed and cleaned, they must be replaced using the following steps.
Before replacing the feed tires, be sure that the reverse belts have been cleaned and replaced.

1. Place the feed tire on the idler and drive pulley; the idler should be in your left hand and the drive
pulley in your right hand. The drive pulley shoulder should face you.

| 2. Slide the idler on the left shaft approximately a half-inch. Next, while stretching the feed tire, slide the
i drive pulley onto theright shaft. Work the idler and drive pulley down the shafts until you feel the drive
| pulley lock into place on the shaft indention.

3. Slide the large spacer on the left shaft and the short spacer on the right shaft.

4. Install the outer feed tire in the same manner as described in Step 1. However, for the outer feed tire
i you should have the idler in your right hand and the drive pulley in your left hand.
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Removing, Cleaning, and Replacing Reverse Belts

L
| To clean the reverse belts, remove them from both the inner and outer reverse belt assemblies.

|
| Complete the following steps for each reverse belt assembly:
|

1. Press inward on the spring-loaded pulley until it locks into place.

2. After the pulley is locked in place, enough slack is created so that you can easily remove the belt.

3. Clean the belt with the dry brush provided.

i 4. Rotate the direction of the belt. Next, replace the belt and slide the spring-loaded pulley outward to
I lock the belt in place. On each assembly, grasp the ends of the spring slides and pull; this causes the belt

i to snap tight to its original position.
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Replacing Reverse Belt Assembly

After you have replaced the new or deaned reverse belts, replace the reverse belt assembly by
completing the following steps:

1. Install the inner reverse belt assembly by sliding the brass bushing onto the left shaft.
2. Install the reverse belt spacer on the left shaft.

3. Install the outer reverse belt assembly.

After the reverse belt assembly is in place, replace the feed tires.

Additional maintenance tasks

Perform the following maintenance tasks as needed by designated personnel:

« Gently dust across the glass surface of the Barcode Reader lens using a dry, soft cloth. Be careful not to alter the pos-
ition of the reader.

« Gently dust and clean front and rear camera glass. Use Optical Lens Cleaning Wipes (ibml part #042-00125).
« Clean the MICR read heads with a small amount of alcohol and a cotton swab.

« Using a cotton TexWipe® moist with de-ionized or distilled water, wipe ink and other build-up off of the inkjet print
head and electrical interconnect pads.

« Clean stainless steel track surface components with an ibml-approved stainless steel cleaner (ibml part #003-00055)
and a lint-free cloth. (Do not spray cleaner directly on steel surfaces.)

Ultrasonic De-Double maintenance

Note that extra care must be taken with ImageTrac scanners that have the Ultrasonic De-Double Detector. Nothing should
ever touch the emitter or receiver units. The ultrasonic signal of the emitter has a self-cleaning effect, so no, or very little,
maintenance is needed for the Ultrasonic De-Double Detector.

If deaning is required, use a vacuum to pull any particles away from the emitter unit being careful not to touch the emitter
unit with the end of the vacuum nozzle.

The LEDs on the Ultrasonic De-Double Detector indicate detection of air, a single document, or more than one document.

« Yellow = detection of air
« Green = detection of a single document
« Red = detection of two documents
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1. From the Low Ink Level dialog box, cdlick Reset.

2. The Ink Status dialog box appears, displaying the cartridge's ink levels. To replace the ink jet cartridge, see the Move
inkjet print heads topic.

3. For each cartridge that you replaced, dick Reset #.

4. From the Confirm Reset dialog box, click Yes to reset the ink jet count for the specified cartridge.

5. After replacing and resetting each low level print cartridge, click OK to close the Ink Status window.
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|Keyboard shortcuts

The following table lists all the keyboard shortcuts that can be used within Scan Client:

Note: Pressing and releasing the Alt key by itself puts the ribbon bar in the key tip mode, which is indicated by
letters over the tab headers. Exit the key tip mode by pressing the Esc key before activating an ibml keyboard

shortcut.

Right click menu items

© 2015 Imaging Business Machines, LLC. All Rights Reserved. -111-



= ibml

Keyboard Shortcut Function
F1 Access help
Ctrl + Shift + D Get ibml Customer Support data and save as a zip file
Ctrl + Shift + O Change the operator
Ctrl +C Close the batch
Ctrl+N Create a new batch (manual autobatching)
Ctrl + Shift + T Set the batch status
Ctrl +L View the batch log
Ctrl + Shift + I View or edit the batch input
Ctrl + Shift + L Set the log levels
Ctrl+F Show the Search dialog
Enter Display the Document Data dialog for the selected item.
Ctrl +Y Copy the selected items
Ctrl+V Paste copied items
Del Delete the selected items
F7 Flag the selected items to scan again
F8 Move from one flagged document in a tree to the next.
Ctrl +P Print the currently selected image
Ctrl + Shift +J Enable/Disable IIP printing
Ctrl + Shift + K View inkjet cartridge levels
Ctrl + Shift + M Move ink jet printer heads
Ctrl + PLUS Expand all of the transactions in the tree

Note: Use the PLUS (+) sign on the numeric keypad.

Ctrl + MINUS

Note: Use the MINUS (-) sign on the numeric keypad.

Collapse all of the transactions in the tree

Ctrl + Page Down

Move to the next transaction in the tree

Ctrl + Page Up

Move to the previous transaction in the tree

Spacebar/Page Up/Page Down

Initiate/Disable autoscrolling

Open Batch Screen
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= jbmll

Keyboard Shortcut

Function

Ctrl + Shift + M

Edit maximum number of batches shown on Open Batch screen
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= ibml

IRight-click menu items

The following table lists all the menu items found when you right-click on the document tree that can be used within Scan

Client:

Keyboard shortcuts

Right-click menu item Function

Copy (Ctrl +Y) Copies the selected items.

Paste (Ctrl +V) Pastes copied items.

Delete (Del) Deletes the selected items.

Flag (F7) Flags the selected items for scanning again.
Edit items

Right-click menu item

Function

Edit > Document Data (Enter)

Displays the Document Data dialog for the selected
item.

Edit > Rename

Renames the item selected by choosing a different

document or transaction type from the list
provided.

Edit > Set Batch Priority

Sets the batch priority for the open batch.

Insert items

Right-click menu item

Function

Insert Item > Document

Insert a document by choosing a document type
from the list provided.

Insert Item > Transaction

Insert a transaction by choosing a document type
from the list provided.

Expand and Collapse items
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= jbmll

Right-click menu item

Function

Expand All (Ctrl + PLUS)
Note: Use the PLUS (+) sign on the numeric keypad.

Expand all of the transactions in the batch.

Collapse All (Ctrl + MINUS)

Note: Use the MINUS (-) sign on the numeric keypad.

Collapse all of the transactions in the batch.
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IFrequently Asked Questions

Q: In Scan Client, the feed buttons have keyboard shortcut, but the letter on the button that corresponds to its shortcut is
not always underlined. How do I turn on the underline characters?

A: Underline characters for keyboard shortcuts are a Windows standard, meaning that underline characters are
dependent on whether this option is enabled on your machine.

You can press the Alt key on your keyboard to make the underline characters appear, or you can edit the
Accessibility settings in Windows to make them visible all the time.

Go to Start > Settings> Control Panel > Display > Appearance > Effects. Clear the Hide
underlined characters for keyboard navigation until I press the Alt key check box if you want
underline characters to always be visible. Leave this check box selected if you only want underline characters to
be visible when you press the Alt key on your keyboard.
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Index

Adding Columns 35
Document Tree 25
Adjusting
Document Alignment 92
Feeder Speed Settings 31
Feeder Throat 95
ImageTrac Software Settings 10
Picker Sensor Arm 93
Picker Tension 94
Aligning Document 92
Appending Documents 47
Auto Feed 24
Starting 38
Autobatching 41
Autobatching Error Messages 87
Automatic Feed Tray, ImageTrac Components 10
Avoiding
Damage to the Scanner 17

Paper Jams and Tears 92
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Backup
Customer Support Data 96
Host PC 97
Barcode Reading Error 82
Batch Name Waiting Error Messages 87
Batches
Append Documents 47
Autobatching 41
Closing 52
Delete Documents 53
Manually Creating New 57
Open Error Messages 83
Open Existing 43
Opening 26
Preparing Documents for Scanning 17
Renaming Transactions and Documents 63
Rescanning Documents 49, 55
Reviewing 64
Ribbon Bar 22
Scanning New 38
Setting Priority 68

Setting Status 67
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Statuses 52

Viewing and Editing Document Data 73
Viewing and Editing Input 72

Viewing Logs 70

Belts, Cleaning 103

Camera
Error Messages 86
Image Viewer 26
ImageTrac Components 10
Maintenance Tasks 107
Cartridge
Inkjet Maintenance 108
Moving Inkjet Print Heads 59
Changing
Camera and Image Window 26
Column Size and Order 25
Document Data 73
Operator 51
Cleaning
Feed Tires 98
Inkjet Cartridge 108

Maintenance Tasks 98
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Reverse Belts 103
Closing

Batches 52

Batches Using Ribbon Bar 22

ImageTrac 18

Scan Client 21
Column Chooser 35
Command Line Error Messages 89
Common Batch Statuses 52
Components, ImageTrac 10
Connection Error Messages 89-90
Creating

Custom Filters 35

New Batches 38

New Batches Maunally 57
Current Operator, Changing 51
Custom Filters

Creating 35

Searching Documents and Document Data 65
Customer Support Data 96
Customization Dialog Box 35
Customizing

Columns 35
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Document Tree 25
Cutom Filters

Scanning New Batches 38

Daily Maintenance 98
Database Version Error Messages 87
De-Double Maintenance 107
Debris, Removing 98
Deleting
Documents 22
Documents, Images, and Transactions 53
Detecting Skewed Documents 80
Dialog Boxes
Customization 35
Document Data 73
DIO Cycle Error Messages 86
Display
Status Bar 33
Doc Types
Document Data 77
Error Messages 83
Document Data 30

Searching 65
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Viewing and Editing 73
Document Tree 25

Moving Documents 58
Documents

Adjust Document Alignment 92

Adjust Picker Sensor Arm 93

Adjust Picker Tension 94

Append 47

Append, Insert, and Rescan 47

Deleting 53

Feeder Throat Adjustment 95

Flag for Rescan 55

Hand Feeding 56

Image Viewer 26

Insert documents manually 48

Inserting by hand feeding 48

Moving in Tree 58

Opening Batches 43

Preparing to Scan 17

Recovering From a Skew 80

Renaming 63

Rescanning 49

Searching 65
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Skew 83
Viewing and Editing Data 73
Double-Feed Error Messages 88

Dust, Removing 98

Editing
Batch Input 72
Document Data 73
Emergency Stop, ImageTrac Components 10
Error Messages
Common 82
Messages Tab 29
Troubleshooting 78
Exiting
Batches 52

Scan Client 21

FAQ 116

Feed Buttons 24

Feed Tires, Cleaning 98

Feeder Module, Adjust Document Alignment 92
Feeder Throat Adjustment 95

Feeder Throat Error Messages 87
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Feeding

Documents by Hand 56

Error Messages 88
Filtering

Columns 35

Messages 29

Open Existing Batches 43
Fitting Image in Viewer 26
Flushing Track 24

Frames, ImageTrac Components 10

Getting Started 9
How Scanning Works 9
Image Server 15
ImageTrac 18
ImageTrac Components 10
Safety Instructions 7
Scan Client 19

Grouping Columns 35

GUI 22
Customization Dialog Box 35
Document Data 30

Document Tree 25
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Feed Buttons 24
Image Viewer 26
Messages Tab 29
Overview 22
Performance 31
Pocketing 32
Ribbon Bar 22

Status Bar 33

Hand Feeding
Append Documents 47
Documents 56
Feed Button 24
Inserting by Hand 48
Recovering From Jams 80
Rescanning Documents 49
Hardware Barcode, Document Data 77
Help 6
Host PC Access, ImageTrac Components 10

Host PC Backup 97

ICR Reads, Document Data 77

ICR Results Error Messages 84
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1P 54
Document Data 76
Error Messages 83
Maintenance 108
Moving Inkjet Print Heads 59
Resetting the Inkjet Cartridge 109
Viewing Inkjet Cartridge Levels 71
Illegal Edge Error Messages 85
Image Barcode Reader, Document Data 77
Image Server 15
Image Viewer 26
Printing Images 60
ImageBar Error Messages 84
Images
Deleting 53
Document Data 76
Printing 60
ImageTrac
Adjust Picker Sensor Arm 93
Adjust Picker Tension 94
Components 10
Document Alignment Adjustment 92

Feeder Throat Adjustment 95
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Getting Started 9
How Scanning Works 9
Safety Instructions 7
Starting and Shutting Down 18
Troubleshooting 78
Improve Document Feeding 92
Adjust Document Alignment 92
Adjust Picker Sensor Arm 93
Adjust Picker Tension 94
Use Feeder Throat Adjustment 95
Information Messages 29
Inkjet
Document Data 76
Enabling or Disabling 54
Enabling or Disabling From the Ribbon Bar 22
Error Messages 83
Maintenance 108
Moving Print Heads 59
Resetting the Cartridge 109
Inserting
Documents 47
Documents Manually 48

Feeding Documents by Hand 48
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Installing, Inkjet Cartridge 108

Invalid Transport Configuration 85

Jams
Avoiding 92
Error Messages 86
Recovering 80

Troubleshooting 78

Keyboard Indicators 97
Keyboard Shortcuts 111
Underline Characters 116
Knobs
Adjust Document Alignment 92

Picker Tension 93

Late Document Error Messages 86
Loading Documents 38
Log File
Customer Support 96
Setting Levels 69
Log, Viewing Batch 70

Logo Finder, Document Data 77
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Maintenance 98
Additional Tasks 107
Cleaning Feed Tires 98
Cleaning Reverse Belts 103
Inkjet 108
Removing Paper, Dust, Debris 98
Safety Instructions 7
Ultrasonic De-Double 107
Managing
Batch Priority 68
Columns 35
Document Data 73
Document Tree 25
Images 26
Operators 51
Order of Documents 58
Manual AutoBatching 41
Manual Batches 57
Manual Feed 24
Manually Inserting Documents 48

Maximum Number of Batches 45
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Messages 29
Common Errors 82
Troubleshooting 78
MICR, Document Data 76
Modules, ImageTrac Components 10
Moving
Adjust Picker Sensor Arm 93
Adjust Picker Tension 94
Columns 35
Document Alignment Adjustment Knob 92
Documentsin Tree 58
Feeder Throat Adjustment Lever 95

Inkjet Print Heads 59

Navigation
Document Tree 25
Feed Buttons 24
Image Viewer 26
Ribbon Bar 22

New Batches
Error Messages 83
Manually Creating 57

Preparing Documents for Scanning 17
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Scanning 38

Open Batch Error Messages 83
Opening
Existing Batch 43
Scan Client 19
Operation Safety 7
Operator Control Center, ImageTrac Components 10
Operator, Changing 51
Optional Maintenance Tasks 98

Overview 22

Paper Jams
Avoiding 92
Recovering 80
Paper, Removing 98
Parmfile Error Messages 84-85, 87
Performance 31
Picker Sensor Arm, Adjusting 93
Pocket Levels 32
Pocketing 32
ImageTrac Components 10

Pre-Image Reader 76
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Precautions, Safety Instructions 7
Preparing Documents for Scanning 17
Preventing

Damage to the Scanner 17

Paper Jams and Tears 92
Print Heads, Moving 59
Printing

Enable or Disable IIP 54

Images 60

ImageTrac Components 10

Priority, Setting for Batch 68

Readers, ImageTrac Components 10
Recovering
From Jams 80
From Skews 80
Regular Maintenance 98
Removing
Columns 35
Columns from the Document Tree 25
Documents 22
Feed Tires 98

Paper, Dust, Debris 98
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Reverse Belts 103
Renaming

Right-Click Menu Item 114

Transactions and Documents 63
Replacing

Feed Tires 98

Reverse Belts 103
Rescanning

Append, Insert, or Rescan Documents 47

Documents 49

FEed Button 24

Flag Documents for 55

Open Existing Batches 43
Resetting the Inkjet Cartridge 109
Reverse Belts

Cleaning 103

Cleaning Feed Tires 98
Reviewing

Batches 43

Maintenance Tasks 98

Scanned Batches 64
Reviewing Batches 43

Ribbon Bar 22
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Right-Click Menu Items 114

Rotating Images 26

Safety Instructions 7

Saving Images 26

Scan Client
Common Error Messages 82
Document Data 30
Document Tree 25
Feed Buttons 24
Flag Documents for Rescan 55
Gather ibml Customer Support Data 96
Image Viewer 26
Messages 29
Moving Documents in Tree 58
Performance 31
Pocketing 32
Ribbon Bar 22
Set Log Levels 69
Starting 19
Status Bar 33
Troubleshooting 78

User Interface 22
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Viewing and Editing Batch Input 72
Scanned Batches, Reviewing 64
Scanners

Additional Maintenance Tasks 107

Getting Started 9

Image Server 15

ImageTrac Components 10

Inkjet Maintenance 108

Maintenance Tasks 98

Removing Paper, Dust, Debris 98

Starting, Shutting Down 18

Ultrasonic De-Double Maintenance 107

Workings of 9
Scanning

New Batches 38

Preparing Documents 17

Viewing and Editing Batch Input 72
Searching for Documents and Document Data 65
Select Batch Dialog Box 35
Select Job Dialog Box 35
Servicing, Safety Instructions 7
Setting

Batch Priority 68
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Batch Status 67
Maximum Number of Batches 45
Shortcuts
Keyboard 111
Right-Click Menu Items 114
Underline Characters 116
Shutting Down
ImageTrac 18
Scan Client 21
Single Feed 24
Skew
Common Error Messages 83
Recovering 80
Troubleshooting 78
Sorting Columns 35
StartFeed Failed Error Messages 85
Starting
ImageTrac 18
Scan Client 19
Status Bar 33
Statuses for Batches 52
Stop

Feed Button 24
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ImageTrac Components 10
Support 96

Swapping Front and Rear Cameras 26

Tasks
Additional Maintenance 107
Maintenance 98
Tears, Avoiding 92
Tension, Adjusting Picker 94
Track
Common Error Messages 82
Flushing 24
ImageTrac Components 10
Recovering From Jams 80
Transactions
Deleting 53
Renaming 63
Viewing Thumbnails 64
Trigger Error Messages 85-86
Troubleshooting 78
Common Error Messages 82
Customer Support Data 96

Dog-Ear Alert Override 79
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Host PC Backup 97
Improve Document Feeding 92
Adjust Document Alignment 92
Adjust Picker Sensor Arm 93
Adjust Picker Tension 94
Use Feeder Throat Adjustment 95
Jam Recovery 80
Maintenance 98
Resetting the Inkjet Cartridge 109
Setting Log Levels 69
Skew Recovery 80
Turning Off
ImageTrac 18
Scan Client 21
Turning On
ImageTrac 18

Scan Client 19

Ultrasonic De-Double Maintenance 107
Underline Characters, Keyboard Shortcuts 116
Unexpected Document Error Messages 86
User Interface 22

Customization Dialog Box 35
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Document Data 30
Document Tree 25
Feed Buttons 24
Image Viewer 26
Messages Tab 29
Overview 22
Performance 31
Pocketing 32
Ribbon Bar 22

Status Bar 33

Viewing
Batch Input 72
Batch Log 70
Document Data 73
Transaction Thumbnail 64

VxWorks Managers 69

Warning Messages 29
Safety Instructions 7
Welcome 5

Wireless Keyboard Indicators 97
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Zooming Image 26
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Feed Tires
All Models

IBML Consumable Part and Scanning Accessories Catalog

Usage rates depend upon the abrasive qualities in documents being scanned, motor speed settings,
amount of pressure being applied, operator, daily maintenance, and environment.

Part Number and Comments Iltem Usage Rate Price
Description
ltems depicted are sold individually. Order in mul-
tiples of two. Approximately
800,000 to 1 million | $13.00
Use with gray reverse belts. Recommended for use documents
with paper weights of 20 lb. (75 g/m2] or greater.
016-00009
Feed Tire, Black
Items depicted are sold individually. Order in mul-
tiples of two.
Approximately
Used with yellow reverse belts. Recommended for 800,000 to 1 million | $19.00
use with TAT airline tickets, (thin documents with the | documents
red carbon backs), and other fragile types of docu-
016-00037 ments.
Feed Tire, Gray
ltems depicted are sold individually. Order in mul-
tiples of two.
. . ) Approximately
Feed tire has the same properties as 016-00070. 800.000 to 1 million | $27.00
Generally used with the gray reverse belts; only more documents
016-00077 fragile documents will require the yellow reverse
Feed Tire, Dark Tan belts.
Items depicted are sold individually. Order in mul-
tiples of two.
The Gray Beveled feed tires are used with the yellow
reverse belts.
Approximately
Use with documents that have properties similar to 800,000 to 1 million |$23.00
rice paper. documents
016-00085 This Beveled feed tire is made of the same material as
Feed Tire, Gray Beveled the Gray feed tire, 016-00037, with the edges beveled
to lessen the friction placed on the document as it is
pulled through the feeder
©2014 Imaging Business Machines, LLC. All rights reserved. Page: 3




IBML Consumable Part and Scanning Accessories Catalog

ltems depicted are sold individually. Order in mul-
tiples of two.

The Dark Tan Beveled feed tires are used with the yel-
low reverse belts.

Approximately

Use with fragile documents that are not as fragile as | 800,000 to 1 million [ $29.00
rice paper. documents
016-00090
Feed Tire This Beveled feed tire is made of the same material
Dark Tan Bev‘eled as the Dark Tan feed tire, 016-00077, with the edges
beveled to lessen the friction placed on the document
as it is pulled through the feeder.
Reverse Belts
All Models
Part Number and Comments Iltem Usage Rate Price
Description
Replaced 016-00032
. o . ) Approximately
IFems depicted are sold individually. Order in mul 500,000 to 1 million | $32.00
tiples of two.
documents
016-00093 Works well with the majority of document types.
Reverse Belt, Gray Foam
ltems depicted are sold individually. Order in mul- .
tiples of two Approximately
' 800,000 to 1 million | $35.00
. . documents
016-00022 Works well with fragile document types.
Reverse Belt,
Yellow Foam
This is the IBML recommended brush used to clean
the Reverse Belts (only) during the Operator daily
. $27.00
maintenance.
127-00067
Phasing out, replaced by the 016-00093
. o . Approximately
IFems depicted are sold individually. Order in mul- 500,000 to 1 million | $32.00
tiples of two.
documents
016-00032 Works well with the majority of document types.

Reverse Belt, Gray Foam
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Lamps

Scanner Models ImageTrac, 1.5, & ImageTrac |l

IBML Consumable Part and Scanning Accessories Catalog

Part Number and Comments Item Usage Rate Price
Description
This item replaces 030-00004
1000 Hours $85.00
3 per camera,
030-00045 items depicted are sold individually
Lamp, Halogen
Scanner Models ImageTrac lll & IV
Part Number and Comments Item Usage Rate Price
Description
2 per camera
items depicted are sold individually 2000 Hours $288.00
030-00032

Lamp, Excimer

©2014 Imaging Business Machines, LLC. All rights reserved.
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IBML Consumable Part and Scanning Accessories Catalog

Ink
Scanner Models

ImageTrac Il, Ill, 1V, 5 Series, and Series 6000 Ink Cartridges*
Part Number and Comments [tem Usage Rate Price

Description
The shelf life for the HP cartridges is on average 14- | Approximately 2.5 $38.00
18 months if stored at proper temperatures. million characters. ' '

041-00054

HP Fast Dry,

Black Cartridge

The shelf life for the HP cartridges is on average 14- | Approximately 2.5 $47.00
18 months if stored at proper temperatures. million characters. ' '

041-00065

HP Red Cartridge

The shelf life for this cartridge is on average 14-18 Approximately 2.5 $57.00
months if stored at proper temperatures. million characters. ' '

042-00112

IBML Fluorescent Red car-
tridge

The shelf life for the HP cartridges is on average 14- | Approximately 2.5 $38.00
18 months if stored at proper temperatures. million characters. ' '

041-00063

HP Versatile, Black Car-
tridge
1 Based on a typical mix of characters from the 10 point New Times Roman set. Ink usage will also vary based on

the amount of ink jet homing, spitting and cartage cleaning. Printing bar codes will use more ink than the normal 10 point
mixed character set. Actual usage may vary.
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IBML Consumable Part and Scanning Accessories Catalog

Miscellaneous Items

All Models
Canned Air
Part Number and Comments Item Usage Rate Price
Description
NOT available to our international customers - consid- $16.00
ered a hazardous material prohibited on air shipments. ’
003-00038
Canned Air
Stainless Steel Cleaner
Part Number and Comments Item Usage Rate Price
Description
NOT available to our international customers - consid- $14.00
ered a hazardous material prohibited on air shipments '
003-00055
Stainless Steel Cleaner
Batteries
Sold as one unit (one battery) $1.15
008-00079 e Usein wireless keyboard and mouse. '
Batteries, AAA
Sold as one unit (one battery) 51,25
008-00080 e Use in wireless keyboard and mouse. '
Batteries, AA
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IBML Consumable Part and Scanning Accessories Catalog

Lint Free Wipes

Part Number and Comments Iltem Usage Rate Price
Description
Sold per bag of 300
e Use to clean dried ink from the ink cartridge print $51.00
head.
042-00071
Wipe Cloth Inkjet
Sold per box of 100
e Use to clean dried ink from the ink cartridge print $112.00
head.
042-00001
Wipe Card, Inkjet
Sold per bag of 100
(Optical Lens Wipe, 100% Polyester, 9" x 97)
e Use to clean ImageTrac camera optics. $53.00
e NOT to be used on Ink Jet ’
e Use wipe dry; do NOT use any type of liquid on
042-00125 camera lens.
Optical Lens Wipe
Cotton Swabs
Part Number and Comments Item Usage Rate Price
Description
Sold per bag of 100 (5 3/8” wood handle) $5.00
042-00123
Cotton Swabs
Anti-Static Mat
Part Number and Comments Item Usage Rate Price
Description
3" x 127, 3.8” thick foam, vinyl with grounding cord $583.00
021-00031
Anti-Static Mat
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IBML Consumable Part and Scanning Accessories Catalog

Rubber Gloves

Part Number and Comments [tem Usage Rate Price
Description
1 box (100 gloves per dispenser box by weight] $19.00
042-00021
Rubber Gloves
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IBML Consumable Part and Scanning Accessories Catalog

Scanner Model ImageTracDS 1150

Part Number and Comments Item Usage Rate Price
Description
ltems depicted are sold individually. Approximately 1 year 657,75
Order in multiples of two. or 1 million sheets ’
HT-3277635-1
Pick Roller
ltems depicted are sold individually. Approximately 1 year $57.75
Order in multiples of two. or 1 million sheets ’
HT-3231933-2
Separator Roller
Items depicted are sold individually. Approximately 1 year 541,25
Order in multiples of two. or 500,000 sheets ’
HT-3248603-1
Reverse roller
Ribbon Cassette Approximately 644.00
ltems depicted are sold individually. 300,000 characters ’
HT-3220541-7 (Black)
HT-3220541-8 (Red)
Ribbon Cassette, for Imprinting (Tank] Approximately 2 mil- $66.00
ltems depicted are sold individually. lion characters ’
HT-3270994-1 (Black)
HT-3270994-2 (Red)
ltems depicted are sold individually. Approximately 900 $115.50
Order in multiples of two. hours '
HT-5537087-8
Fluorescent Lamp
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Scanner Model ImageTracDS 1085

HT-5530267-2
Red Ink

Part Number and Comments Item Usage Rate Price
Description
ltems depicted are sold individually. Approximately 1 year 657,75
Order in multiples of two. or 1 million sheets ’
HT-3277635-1
Pick Roller
ltems depicted are sold individually. Approximately 1 year $57.75
Order in multiples of two. or 1 million sheets ’
HT-3231933-2
Separator Roller
Items depicted are sold individually. Approximately 1 year $33.00
Order in multiples of two. or 300,000 sheets ’
HT-3277946-1
Reverse roller
ltems are sold as a kit and includes two each of the fol-
lowing (total of 6 rollers):
HTF;iﬁiZSZi?'A HT-3277946-1 (Reverse roller) See above $264.00
HT-3231933-2 (Separator Roller)
HT-3277635-1 (Pick Roller]
Approximately
3.5 million characters
Items depicted are sold individually. or $30.00
6 months after
opening
HT-5530267-1
Black Ink
Approximately
3.5 million characters
Items depicted are sold individually. or $30.00
6 months after
opening
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IBML Consumable Part and Scanning Accessories Catalog

Prices are subject to change without prior
notice from ibmi
To order, please call 205-956-4071 or fax to
205-956-5309 or send an email to
orders@ibml.com.

Imaging Business Machines, LLC.

Consumable Parts and
Scanning Accessories Catalog

© Imaging Business Machines, LLC.
2750 Crestwood Blvd ¢ Birmingham, AL 35210
Phone 205.439.7100 ¢ Fax 205.956.5309
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ATF National Tracing Center Process Record Destruction / Disposition Log

Document Number Version Owner
FOR ~Record Destruction / Disposition 3 IRB - Industry Records Branch

Name: Date: Scanner ID/Sequence:

NTC/OBRC FFLC FELC Imports NFA

Start Batch End Batch FFL Number FFL Name Box ID Box __of

of
of
of
of
of
of
of

T | 5 £ 7 of
Comments: I - ) - j

b - - 4

L R R T I s R R R R kT T T e T L T T L e b b b b kR R bbbt toaiadabadado 2

NTC/OBRC Records Processing: Date Destroyed:

O Marked by (Contractor): O Destruction Approved (ATF/NTC): O Records destroyed (Contractor):

O Verified by (Contractor): O Destruction Verified (Contractor): (3 Verified by (Contractor):

AR EREEEEA A AR A A A A T TR R AT AR AT A AR R AR A AR A AR T EREL R AR R AR A R R A AR AR TR AR AR RRRAA AR A AR A I AR I AR RRRAARRRAAARARAIAARAA AR TR X T R A Tk h Tk ke rd
EELC / FELC Records Processing: Date Destroyed:

0 Marked by (Contractor): O Destruction approved via eMail (ATF/FFLC/FELC): 0 Records destroyed (Contractor):

O Verified by (Contractor): [ Destruction Verified (Contractor): O Verified by (Contractor):

EREEEEEEEAAAAAARRREE T AR AE LR TR R AR RRR LR R PR hddddk Rk dkddeih ki dkbddddkhdbdddhhhrkrddhdddddddddibbhbddhhdbbddbtdbhbhhkhthkrkkddrikrddddrdbdhdhhdbthkhkhiikiktthhdd
NEA/Jmports Records Processing: Date Returned:

O Marked by {Contractor): O Records returned (ATF/NFA/Imports):
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File Name Version BOC Owner

FOR-Error Tracking 1 904030 Tracing Operations and Records Management Branch
Imaging/1QC Operator: Date:
FFL#: Box ID: Box Sequence: of

Error Found During: [ Scanning [J IQC

Prepped by: Date:
QC’ed by: Date:
Imaged by: Date:

Choose from the following error types: missing; unreadable; overlap; scanner seq; batch rotation; ZCAM not cropped; Doc Prep
(folded corner, batch description, incorrect FFL, other incorrect coversheet info, or attachments)

Batch #: Frame #: Page #in OBRIS:

Description of Error:

Batch #: Frame #: Page # in OBRIS:

Description of Error:

Batch #: Frame #: Page # in OBRIS:

Description of Error:

Batch #: Frame #: Page # in OBRIS: _

Description of Error:

Batch #: Frame #: Page # in OBRIS:

Description of Error:

Batch #: Frame #: Page # in OBRIS:

Description of Error:

Batch #: Frame #: Page #in OBRIS:

Description of Error:

Batch #: Frame #: Page # in OBRIS:

Description of Error:

Review issues with employee. Employees and Supervisor should initial that they have discussed the issues.

Prepped By Initials: Imaged By Initials: Supervisor Initials:

Printed version is only valid at ime of printing. Electronic version in Document Storage is the master.
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WI-Media Conversion_v11 904030 11 Tracing Operations and Records Management Branch (TORM)

Process Overview

This document outlines the work instructions for the receipt and processing of electronic records,
which are received from Federal Firearms Licensees (FFLs) that have gone out-of-business (or
from active FFLs whose records are more than 20 years old). Electronic firearm records may be
received from: firearms manufacturers, importers, wholesalers, and retail dealers.

The Gun Control Act of 1968 (GCA) and its regulations require Federal Firearms Licensees to
submit their required records to the National Tracing Center (NTC) upon discontinuance of
business. The GCA further limits the amount of time that active firearms license holders are
required to maintain records to 20 years (with the exception of manufacturers and importers).
Records of manufacture and importation are permanent records and are therefore required to be
maintained indefinitely (or until such time that the FFL discontinues business). ATF Ruling
2013-5 authorizes federal firearms license holders to utilize ‘computerized” A&D records in lieu
of the requirements specified in the Code of Federal Regulations.

Media Conversion occurs when the FFL sends their computerized records to the NTC on some
type of electronic media storage device such a USB, CD, DVD, diskette, floppy disk, etc.
Electronic media data 1s submitted to the NTC in various file formats, such as: spreadsheet,
PDF, Access 2000 database, text file, as well as proprietary software formats. The information
contained on the electronic media device must be extracted and loaded into a standardized file
format that can be uploaded into the Out of Business Records Imaging System (OBRIS).

Process Chart

Media Conversion Process Chart available at ISO Documentation Storage - Temporary Holding

Terminology

ATF POC — NTC Program Manager
Electronic Media Data — any type of information contained in an ASCII file format such as
Excel, Access, text, etc.
o PDF files will be accepted on a case-by-case basis
o May also include older, proprietary, or less commonly used formats.
e Electronic Media Storage Device — portable storage device such as USB, CD, DVD, diskette,
floppy disk, etc.
e Imaging Administrator - ESA4 Administrator
e Media Conversion Analyst (MCA) — individual designated as first level of contact with
electronic media, supports various aspects of the media conversion process
e Media Conversion Network (MCN) — stand-alone network used to access electronic media
submitted by FFL holder containing firearm transaction related records

Printed version: Only valid at moment of printing - Electronic version on ISO Documentation Storage - Temporary Holding is the master
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WI-Media Conversion_v11 904030 11 Tracing Operations and Records Management Branch (TORM)

e Media Conversion Specialist — individual designated to design, process and troubleshoot
conversion of electronic media

e Media Conversion Team — individuals from multiple groups involved in the media
conversion process.

Process

1. Receiving
a. Electronic Media (Original)
1. Receiver signs receiving checklist releasing responsibility from mailroom.
11. Media is labeled with FFL number if not already done.
1. Pass receiving checklist, target sheet and electronic media storage device to receiving
SUpPErvisor.

b. Supervisor signs receiving checklist and passes to the Media Conversion Analyst (MCA)
along with target sheet and electronic media device.
1. Supervisor will update media tracking log to reflect transfer to Media Conversion
Team.

2. Review of Media
a. Media Conversion Analyst (MCA) receives electronic media storage device in its original
format.
1. Updates media tracking log.
b. Attempts to verify accessibility of media storage device using a secure stand-alone
network environment, Media Conversion Network (MCN):
1. Media storage device will open — review file format.
1) If media device will not open, do we have paper records that can be sorted in a
traceable order and do those paper records cover the appropriate time period?
a) If not, dealer will need to be contacted by ATF POC to determine if an
alternate electronic media format (Excel, PDF or text file) can be provided.
2) If media device will not open but paper records are available for the time period,
communication to the FFL holder will be at the discretion of ATF.
1. Attempt to access media data files
1) Media data files are in a format that is suitable for conversion.
a) Update media tracking log.
1) Prepare media data files for conversion.
b) If media data files are not in a file format suitable for conversion, do we have
paper records that can be sorted in a traceable order and do those paper
records cover the appropriate time period?

Printed version: Only valid at moment of printing - Electronic version on ISO Documentation Storage - Temporary Holding is the master
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1) If not, dealer will need to be contacted by ATF POC to determine if an
alternate electronic media format (Excel, PDF or text file) can be
provided.

¢) If media data files are not in a file format suitable for conversion but paper
records are available for the time period, communication to the FFL holder
will be at the discretion of ATF.

c. Dates on media data files
1. MCA will examine the data provided and record the date range for which records

were provided so that the OBRC process can be completed including the assignment
of an OBR file number.
1) Notify designated contacts

d. Requests for dealer contact should be sent to ATF POC.

1. Dealer contact should not be made for paper records until such time that all electronic
media has been reviewed, and vice versa, so a limited number of calls have to be
made.

e. Anytime during the media conversion process, if a trace request is received by the OBR
tracing group, a request will be forwarded to the MCA for completion from original
media

3. Conversion of Media

a. Electronic Media Storage Device and Data Files are acceptable — device is accessible and
data files are in a format that requires no special processing
1. If media device and data file formats ARE acceptable, MCA will copy original data

from media source to a secure stand-alone network environment (Media Conversion
Network) to facilitate the conversion process.

1. Processing of File formats

1) Excel (.xls) Conversion
a) Records are sorted based on type of licensee (manufacturer,
wholesale/importer, retail, etc.).

1) For Manufacturer, the records are sorted by serial number.

11) For Wholesale/Importer/Retail, the records are sorted by acquisition date.

b) Save the new Excel file to the Media Conversion Network under the
licensee’s name.
¢) MCA passes original media for conversion to Media Conversion Specialist
(MCS)
1) Updates the media tracking log
2) Text (.txt) Conversion

Printed version: Only valid at moment of printing - Electronic version on ISO Documentation Storage - Temporary Holding is the master
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1) Update tracking log

a) If the original file is received in text (.txt) format, it will converted into an
Excel spreadsheet (file).

1) Open document and determine how data items are separated (commas,
spaces, tabs, fixed width, etc.) to determine how to delimit the information

in Excel.

11) At the Excel home screen, click on data then select from text.
111) Select the corresponding .txt file from the media location.
1v) Select “Import” and then select delimited or fixed width.
(1) Delimited will be used if A&D has special characters.
(a) Mark the boxes with the special characters that are shown on your
text document.
v) Fixed width will be used if A&D is aligned in columns.
(1) Move the lines to correspond with the columns of data.
(1) To create a break line, click at the desired location.
(1) To delete a break line, double click on the line.
(1) To move a break line, click and drag it to the desired spot.
(1) Make sure all columns are marked as text; if not the leading ‘zeros’
could be eliminated from the serial numbers.

(1) Select finish.

vi) From the “Import” data box, make sure the start cell is =$A$1 then click

ok.

b) Save the new Excel file to the Media Conversion Network under the

licensee’s name.

¢) MCA passes original media for conversion to MCS
1) Updates the media tracking log

111. MCS receives original media and retrieves converted file from Media Conversion
Network

a) If media will not immediately be reviewed, it should be stored in a secured
location. As well, the original media should be returned to secured location at

end of shift.

2) Converted media data file is retrieved from Media Conversion Network.

a) Data is reviewed to determine file type and/or data source application.
b) Various (applicable) software utilities are utilized to convert the data to the

Comma Separated Variable (CSV) format.

Printed version: Only valid at moment of printing - Electronic version on ISO Documentation Storage - Temporary Holding is the master
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c) Data is loaded into an isolated eMEDIA SQL Server Database in standard
format using the closed local network.

d) Perform data transformation and cleanup:
1) Set data to all caps.

11) Remove un-printable (non-ASCI) characters.
111) Convert names to OBR codes (i.e. change rifle to R).
1v) Verify and transform data columns and dates if necessary.
v) Separate address field into street address, city, state, and zip code.

e) Determine indexing codes to use from OBR system (separate query of OBR
tables) such as roll, frame. MFG, etc.

f) Run processing program to produce files necessary for loading into OBR and
IMAGING system:
1) weapons.csv for load into OBR table.
11) batches.csv meta data file for data load.
111) doc_xxxxxxxx.ddf meta data file used to load IMAGES (one too many

based on source file size).
1v) tiff xxxxxxxx.csv spreadsheets used to create TIFF image files for
IMAGING load.

g) Record number of files and number of weapons processed in eMEDIA log

file.
3) Original media is passed to MCA for secure storage and converted file is made
available on Media Conversion Network.
a) Updates tracking log
b. Unacceptable Media Device / Data File Formats — requires specialized attention before
conversion.

1. If media device and / or data file formats ARE NOT acceptable, MCA will pass
original media to MCS who will attempt to copy original data from media device /
data file to a secure stand-alone network environment (Media Conversion Network)
to facilitate the conversion process.

1) If media data is able to be converted from media/file format, steps for Conversion
of Media — Acceptable Media will be followed.

11. If media device / data file format ARE NOT able to be converted, contact ATF POC
for further direction.

a) Return original media to secured location.
b) Update tracking log
4. Quality Control of Converted Media

Printed version: Only valid at moment of printing - Electronic version on ISO Documentation Storage - Temporary Holding is the master
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a. Media is returned from the MCS to MCA.
1. Quality Control is performed on the media:
1) Proper Order (i.e. serial number or acquisition date order).
2) Columns are removed/hide that are not necessary for tracing purposes.

11. Formatting of the data is performed under Page Layout, Extend Tab, Page Tab:

1) Adjust page layout to landscape as needed.
2) Adjust paper size to legal or 11X17 as needed.
3) Adjust scaling depending on the amount of columns (verify via print preview).

1. Formatting of header/footer:

1) Create header — licensee name and FFL number.
2) Create footer — select drop down and select page 1 of .
a) Make sure scale with document and align with page margins are checked.

1v. Return to Page Layout, Sheet Tab, Expand Sheet Options
1) Print Titles-Complete Rows to repeat at top in this format - $1:$1, select ok.

v. Once the steps noted above are complete, go to View and click on Page Break
Preview.

1) Double click and make the columns the appropriate width.

2) Drag the ‘blue line’ to the right to ensure it covers all of the A&D records.

3) Go to Data Tab and select/click on subtotal ensuring all columns are highlighted.

4) At the top of page find Each Change In: Click on Doc Num. The Use Function is
always Sum. Where Add Subtotal is indicated, click on Doc Num.

5) Ensure the boxes for Replace Current Subtotals and Page Break Between Groups
are checked and select ok.

vi. Verify the page breaks are in the proper location (i.e. all of the tiff 1 should be on the
same page; all of the tiff 2 should be on the same page, etc.) and record the tiff names
for later use (step 10).

vii. Hide roll, frame, tiff, and document number columns (the columns are not required
for the tracing process).

viii.  Return to Page Layout Tab, expand sheet options and click on print preview.
Select the drop down box for printer, find Adobe PDF and print. Select the licensee’s
folder and hit save.

iX. In the licensee’s folder, create a folder named tiff. Pull the PDF back up and find File
at the top. Go to Save As and select the tiff folder. Where the licensee’s name comes
up add .tiff at the end and save.

Printed version: Only valid at moment of printing - Electronic version on ISO Documentation Storage - Temporary Holding is the master
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X. Open XNVIEW and find the licensee’s folder on the Media Conversion Network. Go

X1.

to the tiff images and open that folder. Click on the top tiff number ad hit Control A

to highlight all tiffs. Go to Tools and Batch Rename.

1) Name Template: Type in the EXACT tiff name that was recorded earlier in the
process (see step 6 — 1.e. tiff was named 189-00-1, type in 189-00-#. The # sign
will change the ending numbers to run in order and the start number always need
to be changed to the starting number of the tiffs.

Once all tiffs have been renamed, close XNVIEW.

1) Place in folder until ready to copy to formatted media storage device for upload
mto OBRIS by Imaging Administrator.

2) Update tracking log

5. Converted Media Data / Images Delivered to OBRIS

a.

b.

Converted media data will be delivered to OBRIS utilizing a secure workstation setup for
this purpose in the ATF Martinsburg Data Center by the Imaging Admuinistrator.
Imaging Administrator/OBRIS receives converted data/images via approved media

storage device

1.

Updates tracking log

Using interim transfer method, copy output files from the media storage device to the

shared data folder for processing:

1.

Load into OBR tables/OpenText Image Repository.

Converted Media Transfer

1.

11.
111.

1v.

V1.

Vil.

Batches of image files that serve as RBE input are copied to the media storage device
labeled E: (OBRRBE Server (NTCPOBRR) and data files that serve as SQL*Loader
mput are copied to the secure workstation. The general process for copying of that
data 1s as follows:

Connect the media storage device to the workstation in the Martinsburg computer
room.

Segregate Data Files from Image Batches

Using Windows Explorer, browse to the media storage device and to the directory
that contains all the data files which will all have a “.txt” extension.

Copy Image Batches to OBR RBE Server

From Windows Explorer, browse on the \NTCPOBRR server to the OBRBackfile
share.

Copy all <Batch> folders from the electronic media storage device to OBRBackfile
share.

1) This process may take a while, proceed to next step in the process.

Printed version: Only valid at moment of printing - Electronic version on ISO Documentation Storage - Temporary Holding is the master
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e. Run the Batch/weapon cmd files
1. To load all the batch data into the OBR database, run the batch command file.
1. To load all the weapon data into the OBR database, run the weapon command file.

1) At the Prompt, Enter the Oracle user 1d and Password

2) If any errors, a .BAD file will be produced, and the eMedia program will
terminate.

a) All data files will be moved to the BADS directory to indicate they were not
processed and will need to be resubmitted.

3) If no errors are encountered processing these OBR_BATCHES records, the
program attempts to process each OBR. WEAPON TRANSACTIONS file

4) Examine Output from e-Media in the Logs Directory

f. Correction of Errors
1. Examine the logs produced by SQL*Loader, especially in the BADS directory.

1) If any errors are due to unavailability of the database or due to operator error such
as entering an incorrect Oracle password, consider moving the affected .txt files
from the BADS directory back to the original input directory for reprocessing and
rerunning e-Media when the database 1s available or the correct password 1s
known.

2) If errors are due to incorrect data, these errors must be corrected and resubmitted
to OBR Imaging.

g. Handling of Errors
1. Errors that are not data-related should be corrected immediately, if possible, so
processing can continue. The handling of data-related errors depends on the table
affected by the error.
11. Batches.txt (OBR_BATCHES Table) Errors

1) Errors encountered in processing a Batches.txt file are likely to be data-related,
and will be critical to the system.

2) Itis VERY IMPORTANT that no further processing of images or data be done.
Any such processing is likely to generate foreign key constraint violations in the
database, since both the OBR_ IMAGE DOCUMENTS table and
OBR_WEAPON_ TRANSACTION table contain a foreign key pointing to an
expected record in OBR_BATCHES.

3) Delete all image file batches previously copied to the OBR RBE server for the
affected data.

4) If some of the lines in the original batches.txt file were successfully processed,
eMedia should only resubmit those batches that were not processed; 1.e., only

Printed version: Only valid at moment of printing - Electronic version on ISO Documentation Storage - Temporary Holding is the master
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resubmit those lines that were copied to the batches.bad file. They should also
resubmit all weapon transaction data files for the affected batches, since these
would not have been processed previously.

5) Any correction or deletion of records previously entered into the
OBR_BATCHES table may be made using the Batch Maintenance capability
within the OBR Web interface.

111. weapon.txt (OBR_ WEAPON TRANSACTIONS Table) Errors
1) Any data errors encountered in processing these weapon.txt data files will be non-

critical. For example, if the original .txt file contains lines for 8000 weapon
transactions and 5 records cause errors and are copied to the .bad file, the 7995
records will have been successfully added to the database. Only the 5 errors need
be corrected and resubmitted.

2) Any correction or deletion of records previously entered into the
OBR_WEAPON TRANSACTION table may be made using the Weapon
Transaction Maintenance capability within the OBR Web interface.

1v. Run Batches through OpenText EX Rapid Batch Entry (RBE)

h. Convert and load TIFF images into PEPS database.

1. All image batch files from the electronic media storage device to NTCPOBRR is
complete AND all data files have been processed successfully through Media
Conversion, start to submit the image batches to RBE.

1. It 1s critical that the batches of image files should not be processed through RBE until
after the database files have been successfully copied. As noted earlier, it is very
important to NOT process any batches through RBE if there were any data errors
encountered in processing the corresponding batches.txt files.

111. Proceed to process every submitted batch through RBE for batches for which there
were no errors reported.

1v. Verify that data was loaded correctly into OBR and IMAGE system.

6. Validate Converted Media Data / Images Delivered to OBRIS
a. Upon notification that the media data / image files have been loaded into OBRIS, the

MCA will

1. Login to OBRIS
1) Hold cursor over searches.

2) Select FFL search.

3) Enter FFL number.

4) Primary sort.

5) Select roll.

Printed version: Only valid at moment of printing - Electronic version on ISO Documentation Storage - Temporary Holding is the master
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11.

111.

6) Secondary sort.

7) Select frame.

8) Select search.

Confirm the correct licensee has been updated/delivered to OBRIS.

Confirm batches have been uploaded and check to make sure batches have a bullseye

7. Quality Control of Converted Media Data / Images
a. Perform Quality Control (QC) of random serial numbers by:

a.

1.

11.

1ii.
1v.

V1.

Verifying correct information is displayed when serial number and FFL query is

performed in OBRIS

Checking to make sure batches open correctly when the bullseye is selected

Spot checking images and verify the roll/batch numbers.

Comparing count of converted source data to OBRIS data to validate delivery

1) May be automated - confirms number of entries from original is the same number
delivered to OBRIS

Comparing data from original media to OBRIS information to insure all data fields

needed for the trace process were carried forward

Comparing batch content to batch descriptions

If quality control is less than satisfactory according to the Acceptable Quality Level

(AQL), consult Media Conversion team for assistance in correcting all issues.

1.

Media Conversion team should analyze any issues reported and send report via email
of issue and potential resolution before proceeding

Update Quality Control log and Media Tracking log once an acceptable QC rate 1s
confirmed
d. Return original media to secure location until approved for destruction

8. Destruction and Deletion of Original Media and Converted Data

Original media and converted data files will be maintained in a secure location or on the
secure stand-alone network environment (Media Conversion Network) for a period of 30
days.

1.

11.

111.

Data Deletion

1) Approved Quality Control has been performed and documented

2) Delete data from media storage device according to ATF POC.

3) Delete data from Media Conversation Network according to ATF POC
Original Media Destruction

1) Approved Quality Control has been performed and documented

2) Original media will be physically destroyed according to ATF POC
Complete Destruction of Data paperwork for Contractor POC and ATF POC.
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U.S. DEPARTMENT OF JUSTICE
Bureau of Alcohol, Tabacco, Firearms and Explosives

SUBJECT: FIREARMS ENFORCEMENT PROGRAM

Order

ATF O 3310.4C
DATE: 03/19/2013
OP{ RECERTIFICATIGN
DATE: 03/19/2018
OPi: 701100



TO:

ATF O 3310.4C
03/19/2013

FOREWORD

All Law Enforcement Personnel

PURPOSE. This order provides guidelines for the implementation of the Bureau of
Alcohol, Tobacco, Firearms and Explosives (ATFs) Firearms Enforcement Program
under the Gun Control Act of 1968, as amended (GCA), and the National Firearms Act,
as amended (NFA).

CANCELLATION. ATF O 3310.4B, Firearms Enforcement Program, dated February 8,
1989, is canceled.

DISCUSSION. This order has been extensively revised to:

a. Updale and consolidate the current firearms enforcement policies and
strategies.
b. Incorporate policy from the Assistant Directors (Field Operations and

Office of Strategic Intelligence and Information) April 30, 2012, Warning
Notice of Straw Purchasing memorandum; the Acting Director's November
3, 2011, Firearm Transfers memorandum; Assistant Director (Field
Operations) September 12, 2011, ata and Firearms
Trafficking Investigations memora j t Director (Field
Operations) June 25, 2009, National Firearms Trafficking Enforcernent
Implementation Plan memorandum; and Assistant Director (Field
Operations) January 30, 2008, Reminder of Gun Show Policy and
Practices memorandum.

C. Provide updated information on the resources, reports and programs
available through the National Tracing Center (NTC).
REFERENCES.

a. Department of Justice Order No. 985-85, Delegation of Authority to
Authorize Television Surveillance, dated August 6, 1982,

b. Firearms Technology Branch (FTB) Bulletin 2009-376 — NIBIN/IBIS Test Firing
Safety Precautions.

C. ATF B 3310.10, Stolen Firearms Program.
d. ATF B 3315.1, Ballistic Information Submissions For NiBIN Entry.

e. ATF O 1100.168A, Delegation Order — Delegation of Authorities Within the
Bureau of Alcohol, Tobacco, Firearms and Explosives.

f. ATF O 1340.5, Records Managerment Program.
g. ATF O 3210.1B, Operational Planning.
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ATF © 3210.7C, Investigative Pricrities, Procedures, and Techniques.
ATF O 3220.1A, Searches and Examinations.

ATF O 3250.1B, Undercover Operations.

ATF O 3251.1, Expenditures of Funds for Investigative Purposes.
ATF O 3400.1C, Property Taken Into Bureau Custody.

ATF O 3700.1, Foreign Operations Guidelines.

ATF O 5000.18, Office of Enforcement Programs and Services — Mission and
Organization.

ATF © 5320.1A, National Firearms Act Branch — Mission, Responsibilities
and Procedures.

ATF P 3312.13, ATF Firearms Tracing Guide (March 2012).
ATF P 3317.1, ATF Firearms Trafficking Investigation Guide (November 2009).

ATF P 5300.4, Federal Firearms Regulations Reference Guide (September
2005).

ATF P 5300.15, Federal Firearms Licensee Quick Reference and Best
Practices Guide (August 2010).

ACRONYMS. A List of Acronyms used in this order is outlined in Exhibit 7.
RETENTION REQUIREMENTS. Documents outlined in this order must be retained in

accordance with ATF's records management program.
FORMS AND INFORMATION DOCUMENTS AVAILABILITY. Ali forms i tion

documents outlined in this order are availabie on the ATF Web Portal o

QUESTIONS. Any questions regarding this order should be directed to the Chief,
Firearms Operations Division at 202-648-8630.

-~
S f:$ . /r-f\
Assistant Director
(Field Operations)
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EXHIBITS

NOTICE TO MAINTAIN CUSTODY OF PROPERTY FOR A PENDING ATF
INVESTIGATION

NOTICE TO MAINTAIN CUSTODY OF PROPERTY FOR A PENDING STATE
PROSECUTION

NOTICE TO DISPOSE OF PROPERTY IN ACCORDANCE WITH AGENCY POLICY

WARNING NOTICE OF UNLICENSED FIREARMS DEALING N VIOLATION OF
FEDERAL LAW

ATF FORM 7, APPLICATION FOR FEDERAL FIREARMS LICENSE
WARNING NOTICE OF STRAW PURCHASING
LIST OF ACRONYMS
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CHAPTER A, FIREARMS ENFORCEMENT POLICY

1. POLICY.

a.

i is the policy of the Bureau of Alcohol, Tobacco, Firearms and
Explosives to enforce the Gun Control Act of 1968, as amended and to
reguiate the firearms industry in a professional manner consistent with the
Congressional intent stated in the preamble of the act:

"The Congress hereby declares that the purpose of
this title is to provide support to Federal, State, and
local law enforcement officials in their fight against
crime and violence, and it is not the purpose of this
title to place any undue or unnecessary Federal
restrictions or burdens on faw-abiding citizens with
respect to the acquisition, possession, or use of
firearms appropriate to the purpose of hunting,
trapshocting, target shooting, personal protection, or
any other lawful activity, and that this title is not
intended to discourage or eliminate the private
ownership or use of firearms by law-abiding citizens
for lawful purposes, or provide for the imposition by
Federal reqgulations of any procedures or
requirements other than those reasonably
necessary to implement and effectuate the
provisions of this title.”

This policy is equally applicable to industry operations investigators
carrying out the reguiatory and compliance aspects of the legislation and
to special agents enforcing the criminal statutes and supporting other
Federal, State, and local law enforcement agencies.

In order 1o ensure the effective and equitable enforcement of firearms
laws and reguiation of the firearms industry in a manner consistent with
the aforementioned preamble, ATF has developed specific policy in the
following areas:

{1} Regulation through licensing, inspection, and education.
(2) Enforcement of Federai firearms laws.

(3) Cooperation with and support to Federal, State, and local
agencies (including firearms tracing).

{4) Firearms seizure policy.

2, REGULATORY POLICY.

a.

The purpose of regulation is to ensure that Federal firearms license (FFL)
applicants meet ail requirements for obtaining a ficense; that ali licensees
are aware of their privileges and responsibitities for conducting business
which include maintaining the necessary records for firearms tracing and
other law enforcement purposes in accordance with the GCA; and that all
licensed dealers are in compliance with the record keeping and conduct
of business reqguirements.

It is therefore ATF's firearms regulatory policy that;
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Onsite qualification inspections are conducted for all original
applicants.

Licenses are issued to all qualified applicants within the statutory
time frame, 60 days from the receipt of an accurate and complete
application.

Applicants and licensees are advised of their privileges and
responsibilities as firearms licensees to include their conduct of
business and record keeping requirements.

A program of licensee education by inspection, seminars, and
distribution of printed and electronic material is administered to
advise, inform, and clarify Federal firearms laws and regulations,
and to reinforce the concept that compliance with the act is an
integral part of the nationwide violent crime reduction effort.

If a licensee is found to have violated Federal firearms law or
regulations, ATF will work with the licensee in an effort to bring the
licensee into compliance, unless the licensee has committed
willful violations of the GCA sufficient to warrant license
revocation, denial of a license or criminal investigation. Methods
of bringing the licensee into compliance may include licensee
education, compliance plans, reports of violations, warning letters,
and warning conferences. For further guidance on administrative
actions refer to the Federal Firearms Administrative Action Policy
and Procedures ATF O 5370.1A.

Any evidence of criminal involvement by applicants, licensees,
and/or their patrons is referred for criminal investigation.

It is not the policy of ATF to artificially control or otherwise limit the
number of complying dealers.

3. ENFORCEMENT POLICY.

a.

ATF's authority for firearms enforcement is derived from the Federal
firearms statutes. The purpose of the legislation is to prevent crime and
violence, to halt illegal international and interstate trafficking of firearms,
to keep firearms from the hands of criminals and prohibited persons, and
to assist State and local law enforcement officials with their law
enforcement efforts.

It is therefore the ATF firearms enforcement policy to:

(1)

()

Enforce the applicable Federal firearms statutes in a professional
manner consistent with the intent of Congress as expressed in the
preamble to the GCA.

Target enforcement so as to have the greatest potential to reduce
the violent criminal misuse of firearms and to disrupt illegal
firearms activity, including:

(a) Armed members of criminal groups and gangs identified as
being actively involved in violent criminal activities.

(b) Armed violent offenders.
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(c) Firearms traffickers who are a significant source of
firearms to the criminal element.

(d) International Trafficking in Arms {ITAR), which inciudes the
iicit movement of firearms into and out of the United
States (U.S.).

{e) lllegal acquisition of firearms by prohibited persons.

(3) Cooperate with other Federal, State, and locai enforcement
agencies in firearms enforcement, provided the request for
assistance is consistent with the cooperation policy outlined
below.

Law enforcement activities should focus on those violations that have a
negative impact on public safety and not on mere technical violations of
law where there is no apparent criminal intent. Priority should be given to
those enforcement activities with the greatest potential to reduce the
violent criminal misuse of firearms.

FEDERAL, STATE, AND LOCAL COOPERATION POLICY. Itis ATF policy on

cooperation with other agencies to:

d.

Provide technical support to all jurisdictions on a timely basis, with
particular emphasis on gun tracing.

Utilize the unique ATF authority in firearms enforcement to partner with
Federal, State, and local authorities, inciuding the U.S. Attorney, in the
fight against violent crime and organized crime.

Cooperate with other Federal agencies and other countries in the fight to
suppress illegal international and interstate trafficking of firearms to the
extent that ATF has jurisdictional authority.

Make ATF's services and capabilities available to other jurisdictions in
their efforts to accomplish their assigned responsibilities where
appropriate and when consistent with overall ATF policy. If requests for
ATF cooperation and assistance are in conflict with ATF policy or
priorities (such as the division’s domain assessment) and the issue
cannot be resolved at the local level, the question should be referred to
ATF Headquarters.

FIREARMS SEIZURE POLICY.

a.

in the execution of its firearms enforcement responsibilities, ATF has
occasion to seize firearms as evidence and for forfeiture. Title 18 U.S.C.
chapter 44 section 824(d), establishes certain conditions and elements
that must be satisfied when ammunition or firearms are seized for
forfeiture. These elements vary according to the offense and include
firearms involved, used, or intended to be used in violations that are
committed knowingly or willfully. (Refer to ATF G 3400.1C, Property
Taken Into Bureau Custody, for information on seized property.)

It is therefore the ATF firearms seizure policy to:

{1} Handie and maintain all seized firearms in such a manner as to
ensure the preservation of their original condition prior to seizure.
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Seize only those firearms and/or that quantity of ammunition
particularly identified as involved in or used in viglation of a
criminal offense. The seizure of firearms based upon an intent that
they may be used in an offense shall be made only where the
offense is among those specified by section 924(d}(3) and where
such intent is demonstrated by ciear and convincing evidence.

(a) Licensed Firearms Dealers. Only those firearms needed as
evidence that clearly can be shown to be involved in or
used in any knowing or willfut viotation of the GCA; any
stolen or contraband firearms (to include NFA firearms); or
any firearms carried, used, or intended to be used {o
commit violent and/or drug trafficking crimes are to be
seized. Industry operations shall be notified of the
circumstances involved in all investigations of licensed
dealers in accordance with chapter B, paragraph 30 (c).

(b) Unlicensed Firearms Dealers. Only those firearms
specificaily offered for sale by the unilicensed dealers that
clearly can be shown to be involved in or used in any
knowing or willful violation of the GCA, any stolen or
contraband firearms (to include NFA firearms); or firearms
carried, used, or intended to be used to commit violent
and/or drug trafficking crimes are to be seized.

{c) Prohibited Persons. All firearms that have moved in or
affected interstate or international commerce found in the
possession or control of a prohibited person under the act
are subject to seizure. However, in cases such as National
Instant Criminal Background Check System (NICS)
delayed denials, special agents are to exercise discretion
in determining whether to seize a firearm. Lack of criminal
intent, the nature of a previous conviction, and the length
of time since the last conviction should be considered. if
determined apprapriate and subject to verification,
individuals will be aliowed to divest themselves of firearms,
such as by transferring them to a non-prohibited third
person or arranging for the firearms to be sold on his/her
behalf by a Federally licensed firearms dealer. Under no
circumstances may such firearms be transferred to a
person who is employed by the prohibited person in
violation of 18 U.5.C. section 822(h}.

Note: Exceptions fo the abave seizure policy must have the prigr
approva! of the Chief, Firearms Operations Division.

Initiate proceedings for judicial or administrative forfeiture of
firearms and ammunition within the statutory timeframes set forth
in ATF O 3400.1C, Property Taken into Bureau Custody.

Adopt seizures from requesting outside agencies pursuant to 18
U.S.C. section 924(d}. The seizure shali not be adopted if more
than 75 days have elapsed from when the agency took the
firearms into custody.
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Firearms and ammunition taken into Bureau custody from
individuals or dealers who are acquitted or where charges are
dismissed other than upon motion of the Government are not
subject to forfeiture unless there are grounds for forfeiture other
than those that are the basis of the criminal charge. These
firearms and ammunition must be returned to the
owner/possessor or his/her delegate if the owner/possessoris a
prohibited person.

Firearms and ammunition taken into Bureau custody from
individuals who are prohibited solely because they are subjectto a
gualifying domestic violence restraining order may not be forfeited,
and must be returned to the owner/possessor once the restraining
order lapses or is terminated by the court.

Note: For detailed procedures relating to the decliaration of
forfeiture with respect to administratively advertised firearms, see
ATF O 3400.1C, Property Taken into Bureau Custody.

in the execution of ATF's enforcement responsibilities with regard to 26
U.S.C. chapter 53 section 5842, ATF may seize any firearm involved in
violation of the provisions of the chapter. However, in the absence of
criminal intent, other available alternatives should be followed:

(1)

Allow for the modification of the firearm to remove it from the NFA
classification when such maodification is done with prior approval of
ATF, but at the individual's expense. Machineguns are exciuded
from this provision.

Donation of the firearm to a Federal government agency,
museum, or historical society for display purposes, provided the
museum or historical society is an instrumentality of the Federal
government. This is also done at the expense of that agency or
museum.

Note: Refusai to comply with one of the options listed above results in the
seizure of the firearm by ATF.

FIREARMS ENFORCEMENT STRATEGY. The objective of the ATF Firearms

Enforcement Strategy is to reduce violent firearm crime. The strategy strikes a
balance between imprisoning violent offenders and denying criminals access to
firearms, as the two efforts complement each other. intelligence gieaned from
investigations and arrests of armed violent criminals will direct firearms trafficking
resources, while success in firearms trafficking enforcement reduces the
availability of firearms to violent criminals.

d.

ATF's strategy is intelligence-driven, utilizing crime gun recovery and
trace data in concert with other law enforcement and industry operations
investigative intelligence to focus on those offenders who criminally
misuse firearms during the commission of their crimes; and traffickers
who supply those offenders.

Law enforcement activities under ATF's strategy are reflected in three
major firearms enforcement areas: :
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Armed Violent Offenders (Including Criminal Groups and
Gangs and Firearms Criminal Possession and Use). ATF
investigates those individuals and criminal organizations that
are identified as being actively engaged in the violent
criminal misuse of firearms. ATF has unique statutory
authority and investigative expertise under 18 U.8.C.
sections 922(g), 924(c) and 924(e).

Firearms Trafficking. Firearms trafficking investigations address
the criminal diversion of firearms out of lawful commerce and into
the hands of vicient offenders and prohibited persons. ATF has
unique statutory authority, investigative expertise, and information
systems that are not duplicative of any other agency. Firearms
trafficking investigations are inherently of Federal interest due to
the interstate/international nature, and there is a benefit to the
public that occurs when illegal sources of firearms to the criminal
element are eliminated.

international Traffic in Arms (ITAR). ITAR is an international
extension of ATF's firearms trafficking enforcement efforts that
addresses the illegal international movement of firearms. Special
emphasis is placed on terrorists, transnational gangs, and drug
trafficking organizations. Refer to ATF O 3700.1, Foreign
Operations Guidelines, for policy regarding ITAR.

DOMAIN ASSESSMENTS. As a key component of ATF's business process

model, each field division produces an annual domain assessment which
involves the comprehensive coliection and analysis of intelligence to identify the
field divisions’ unigue significant violent crime environments and to develop
strategies to combat the threats. This process is the means by which the division
communicates to ATF Headquarters how it is going to implement the strategies
described above in the execution of ATF’s mission.

LEGAL AUTHORITY.

a.

Laws and Requlations. The Firearms Enforcement Strategy is based

upon the foliowing laws and regulations:

(1)

Title 18 U.S.C. Chapter 44, the Gun Control Act of 1968, as
amended; 27 CFR Part 478, Commerce in Firearms and
Ammunition.

Title 26 U.S.C. Chapter 53, National Firearms Act, as
amended; 27 CFR Part 479, Machineguns, Destructive
Devices, and Certain Other Firearms.

Title 49 U.8.C. Chapter 1, Transportation.

Title 22 U.S.C. Section 2778, Arms Export Control Act;
27 CFR Part 447, Importation of Firearms, Ammunition and
implements of War.

Miscellanegus Laws. The following iaws are just some of the other

Federai criminal statutes applicable to the Firearms Enforcement
Program:
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{1) Title 18 U.8.C. Section 1001, False or Frauduient
Statements.

(2) Title 26 U.8.C. Section 7207, Fraudulent Documents.
{3) Title 18 U.S.C. Section 1956, Money Laundering.

4) Title 18 U.S.C. Section 371, Conspiracy.

{5) Title 18.U.S.C. Section 2, Aiding and Abetting.

PUBLIC ADVISORY PRACTICE AND DETERMINATIONS.

d.

State and iocat law enforcement agencies and the general public with
basic questions are to be encouraged to seek guidance at a local ATF
office.

Representatives of the firearms industry with policy questions are to be
referred for advice and guidance to the Firearms Industry Programs
Branch.

Questions relating to the Firearms Enforcement Strategy are to be
resolved, if possible, at the division level on the basis of the applicable
laws and regulations and the established policies and procedures of the
Bureau.

If in some material aspect any problem presented in a given criminal
case is unique or the proper application of laws, regulations, policies, or
procedures is doubtful, the matter should be referred through
administrative channels to the Assistant Director (Field Operations) for
guidance. When such a referral is made, compiete information to
formulate a decision is required.

A decision by the Director that reflects the position of the Bureau, with
respect to a given situation that establishes the basis for administrative
handling of similar matters, is usually made the subject of an ATF ruling
and is duly published. Published rulings, while in force, must be
considered as precedents for determining proper administrative action in
all similar situations.

Determinations of curios and relics under the provisions of the GCA
related to firearms which derive a substantial portion of their monetary
value from the fact that they are novel, rare, bizarre, or because of their
association with some historical figure, period or event, are to be made
by ATF, pursuant to 27 CFR section 478.26. ATF employees should
refer to the current ATF delegation order (ATF O 1100.168A) to
determine with whom authority currently resides.

Determinations of destructive devices related to devices that are not
likely to be used as a weapon are also made by ATF, pursuant to 18
U.S.C. section 921(a}(4), 26 U.5.C. 5845(f), and 27 CFR sections

478.27 and 479.24. ATF employees should refer to the current ATF
delegation order to determine with whom authority currently resides.

Determinations of whether an NFA firearm or device, which although
originally designed as a weapon, is by reason of the date of its
manufacture, vaiue, design, and other characteristics primarily a
collector's item and is not likely to be used as a weapon, are made by
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ATF, pursuant to 26 U.S.C. section 5845(a) and 27 CFR section 479.25.
These determinations do not affect the status of the firearm or device
under the GCA. ATF employees should refer to the current ATF
detegation order to determine with whom authority currently resides.

Determinations of whether a firearm, a firearm barrel, or ammunition is
importable for sporting purposes, testing, or experimentation or for use
by an exempt entity are made by ATF. ATF employees should refer to
the current ATF delegation order to determine with whom authority
currently resides.

Experts are available at the FTB for the identification and classification of
firearms. These experts are available for consultation. Special agents
can make use of these experts during criminat investigations if a
satisfactory determination cannot be made at a local or division office
level. Experts giving testimony on such in criminal investigations referred
for prosecution MUST possess and be able to furnish the necessary
credentials. All official ATF classifications are made by the FTB.

10. ATF ISSUED SERIAL NUMBERS.

a,

When any firearm frame or receiver with an altered, obliterated or
removed importer's or manufacturer’s serial number is brought to the
attention of ATF, it will be inspected to determine if the firearm originally
had a serial number, but that number has been altered, obliterated, or
removed. Some firearms manufactured prior to 1968 were legally
manufactured without serial numbers and are currently not required to
have them. (See 26 CFR 177.50.)

When evidence exists that an importer's or manufacturer's serial number
has been altered, obliterated, or removed from a firearm in violation of
Title 18 U.S.C. 922(k), the firearm should be submitted to an ATF
laboratory or other acceptable {aborat ination. The local ATF

field office will op | case i d appropriate checks
will be made (e.g.emﬁace, Treasury Enforcement
Communications CS), NCIC).

When further investigation establishes no prosecutable violation of
Federal law, the special agent shall determine if there is a State or local
prohibition against possession of an unserialized firearm. If there is a
prohibition, the matter shall be discussed with the proper authorities and
formally referred to State or local authorities if they intend to take action.

If no action is taken by State or local authorities, the special agent will
investigate the acquisition and possession of the firearm by the owner to
determine if the owner intended to violate any Federal firearms laws. Iif
the investigation does not reveal any criminal intent by the owner to
violate the law, the special agent shall:

(1) Advise the owner of any applicabie State or local law.

(2) Advise the owner that it is a violation of 18 U.S.C. section 922(k)
to knowingly transport, ship, or receive, in interstate or foreign
commerce, any firearm which has had the importer’s or
manufacturer’s serial number removed, obliterated, or altered, or
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to possess or receive any firearm which has had the serial number
removed, obliterated, or altered and has, at any time, been
shipped or transported in interstate or foreign commerce.

{3) With the concurrence of the special agent's immediate
supervisor, recommend that the owner have the original
importer's or manufacturer’s serial number, if known or
determinable, re-stamped on the firearm along with
an ATF serial number issued by the field division at the owner’s
expense.

{4) If the original importer’s or manufacturer's serial number cannot
be determined, the special agent should require that an ATF serial
number be stamped on the firearm. A serial number is not
required if the firearm was originally manufactured without a serial
number,

{5) if an ATF serial number is to be assigned, the special agent wili
request on an ATF F 3120.2, Report of Investigation (RO1), that
the special agent in charge (SAC) assign an ATF serial number to
the firearm by written authorization, specifically identifying the
firearm in the request. The ATF serial number should never be
stamped over the original number. The ATF serial number must
be stamped on the frame or receiver and must meet the size and
depth requirements stipulated in 27 CFR section 478.92 and 27
CFR section 479.102.

(6) After the owner has completed stamping of the ATF serial number
on the firearm, the special agent will verify the information by
inspecting the firearm. The results of this inspection will be
reported to the SAC on an ROl (ATF F 3120.2). In the case of a
previously registered NFA firearm, a copy of the RO {(ATF F
3120.2) will be forwarded to the NFA Branch, ATF Headquarters.

(7) Advise the owner of the firearm that if he/she refuses to have a
serial number stamped on the firearm, the firearm is contraband
and is subject to seizure and forfeiture by the U.S. Government
under 18 U.S.C. Chapter 44. If the owner continues to refuse to
have a serial number stamped on the firearm, the firearm should
be seized and forfeiture proceedings initiated.

When the owner of the firearm with a removed, obliterated, or altered
serial number remains in possession of a firearm in order to have a serial
number restamped on the firearm, the SAC shall provide the owner of the
firearm with written authorization to receive and possess that firearm in
order to arrange for a serial number to be restamped.

No serial number will be stamped on a firearm that is:
(1) Intended for use as evidence.
(2) To be destroyed.

Each unmarked firearm required to bear a seriai number under Federal
law must be stamped or restamped with a seriai number when:
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(1) The firearm is retained for evidentiary use but is no longer needed
for that purpose and remains in ATF custody for official use.

(2) The firearm is to be transferred to another agency for official use.

(3) The firearm is retained for official use by a seizing agency other
than the ATF.

h. The SAC is authorized to assign ATF serial numbers. The serial number
shail be composed of the organizational segment co

sequential number, e.g. W
division office fite containing the ATF-issued
the division to any firearm is to be securely

maintained at the division office with limited access. Serial numbers
assigned by ATF should immediately be entered into TECS.

i. There are some ATF serial numbers that were issued by the regions.
Records of those serial numbers issued have been relocated to the
National Tracing Center (NTC). In the event a trace of a weapon with an
ATF serial number is initiated and the serial number does not correspond
with a number issued as outlined above, the trace shall be referred to the
NTC for a search of the regional files.

TEST FIRING. Special agents need not expel a projectile to test fire the
operability of a firearm. An inertia builet puller can be used to remove the
projectile and powder and a test fire of the primer will suffice. (Note: Caution
should be taken when using this technigue in an office or vault setting.) When a
live round is used to test fire a recovered firearm an agent should make efforts to
coordinate the operability test fire with the collection of shell casings for the
National integrated Ballistic Information Network (NIBIN). Test firing for NIBIN is
mandatory for ail firearms taken into Bureau custody that are suitable for NIBIN
entry (i.e., semi-automatic pistols and semi-automatic rifles, but not revolvers or
single shot or bolt action rifles, nor weapons known to have never been fired).
Test firing for NIBIN requires the firing of an unaltered, complete, live round.

a. When criminal prosecution of a firearms viclation is anticipated, the
firearms involved shall be test fired to establish their capability of
expelling a projectile by means of an explosive action. There are
exceptions to this policy. If the case agent believes or has reason to
believe that the firearm has been altered, converted, or is unsafe to fire,
or that the test firing will so damage the firearm or destroy its value as
evidence, the firearm shall not be test fired. in the case of a large seizure
of firearms, every firearm need not be test fired. A representative or
random sampling is sufficient. Firearms not test fired are to be examined
to determine their capability of expelling a projectile by means of an
explosive.

b. Special agents often seize, purchase, or otherwise acquire items alleged

to be silencers. True silencers are classified as firearms. To refute
possible defense contentions that they are not silencers, suspected
silencers must be forwarded to the Bureau's FTB for classification. For
safety reasons and to prevent the degradation or destruction of evidence,
DO NOT test fire suspected silencers in the field.
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C. Special agents often seize, purchase, or otherwise acquire items alleged
to be machineguns. True machineguns are classified as firearms. To
refute possible defense contentions that they are not machineguns,
suspected machineguns must be forwarded to the Bureau's FTB for test
firing. For safety reasons and to prevent the degradation or destruction of
evidence, DO NOT test fire suspected machineguns in the field.

d. Test firing shall be accomplished with ammunition containing a known
propellant. Commercially purchased or forfeited ammunition may be used
for test fires, provided that it is in good condition and is not hand loaded

ammunition. individual rounds to be used in the test fire should be

examinad fnr fow greasion, or damage prior to use. in the past, some

as found to be booby trapped by containing a

a propellant. Special agents shall be alert to

the possibility that the same could be true of other ammunition.

e. Test firing and examination shall be accomplished under controlled
conditions by an individual familiar with that weapon who will be available,
if required, to testify concerning the condition and capability of the firearm.
Prior to test firing a firearm the weapon should be carefully inspected for
barrel obstructions and evidence of damage that would preclude test fire
of the firearm. Special agents should also review FTB Bulletin 2009-376 —
NIBIN/IBIS Test Firing Safety Precautions.

f. The results of the test firing and/or examination shall be included in the
case report.
g. Special agents should be aware that test firing firearms and silencers may

render any later laboratory tests invalid.
12 - 20 RESERVED
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CHAPTER B. THE GUN CONTROL ACT OF 1968 (AS AMENDED)

21. PURPOSES OF THE STATUTE. The main purposes of the GCA are fo deny the
acquisition of firearms by prohibited persons, regulate the firearms industry, to
support Federal, State, and local law enforcement, and to conduct investigations
into those who violate the GCA.

22. STATUTORY AUTHORITY. The GCA is codified as 18 U.S.C. Chapter 44
sections 921 through 931, and is implemented in 27 CFR part 478. Title 27 CFR
sections 478.23 and 478.121(b) provide that special agents and industry
operations investigators can enter the premises of licensed firearms
manufacturers, importers, and dealers for the purpose of examining documents
and records required to be kept by the licensee.

23. OFFENSES RELATING TO THE GUN CONTROL ACT, AS AMENDED. ATF
Publication 5300.4, Federat Firearms Regulations Reference Guide (September
2005) contains Title 18 U.S.C., Chapter 44, The Gun Control Act of 1968 (as
amended). The criminal offenses and penalties can be found in sections 922,
924, 929 and 930. In addition, ATF Publication 3317.1, ATF Firearms Trafficking
investigation Guide (November 2009), contains a listing of Federal statutes in
section IX.

24. FEDERAL FIREARMS LICENSEES (FFLs).

a. In passing the GCA, Congress declared that the purpose of the act was to
provide support to Federal, State, and Iocal law enforcement officials in
their fight against crime and violence while not placing undue Federal
restrictions or burdens on [aw-abiding citizens with respect to the
acquisition, possession, or use of firearms for lawful activity.

b. Most persons licensed to engage in the firearms business are pursuing
their interests for lawful purposes. Itis ATF's policy fo initiate criminai
investigations of licensees only when there is reason to believe that they
are engaged in criminal activity such as dealing in stolen/contraband
firearms or ammunition, knowingly supplying firearms to criminals,
prohibited persons or violent offenders, or engaged in such willful and
flagrant violations that it can be reasonably assumed that the firearms will
find their way into the hands of criminals, violent offenders, or prohibited
persons.

{1) The GCA provides misdemeanor penalties for licensees who
make false statements or representations with respect to
information required in their records {18 U.S.C. sections 922(m)
and 924(a)(3)(A)). The successful use of misdemeanor charges
enhances licensee denials or revocations. In cases of flagrant and
willful violations of recordkeeping requirements that can be shown
to pose a genuine threat to the pubtic safety, the licensee should
be recommended for felony prosecution for aiding and abetting
false statements under 18 U.S.C. section 922(b){5); 18 U.S.C.
section 2 in furtherance of a violation of 18 U.S.C. section
924(a)(1){A); False Statements (18 U.S.C. section 1001} and/or
Conspiracy (18 U.S.C. section 371).

{2) When evidence supporting prosecution does not meet established
prosecutorial thresholds or the violations are minor or technicai in
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nature, the information shall be referred, through the SAC, to the
appropriate Director of Industry Operations {DIO) for
administrative action.

(3) When ATF is notified or becomes aware that an FFL who has
terminated his/her business or failed to renew his/her license has
not forwarded his/her records to the National Tracing Center, Out-
of-Business Records Center in Martinsburg, WV, industry
operations should make all reasonable attempts to acquire the
records. If the FFL refuses to surrender his/her records, industry
operations should notify criminal enforcement. Enforcement efforts
should be made and coordinated with industry operations to
obtain the FFL records and forward them to the NTC, Out-of-
Business Records Center. Tact and discretion shouid be used in
all contacts with the FFL in these situations.

Most licensees cooperate with ATF in exercising lawful inspection access
to their premises. When a licensee refuses voluntary inspection and
requires a warrant, the special agent shall obtain a REASONABLE
CAUSE WARRANT in conformance with paragraph 29 of this chapter.
Special agents are precluded from using force to gain entrance under a
REASONABLE CAUSE WARRANT.

WARRANTLESS INSPECTIONS OR EXAMINATIONS. This paragraph sets forth

policy and procedures for inspecting the books and records of an FFL. The GCA
places certain restrictions on ATF's ability to inspect or examine the inventory
and records of a licensee, whether at the licensed premises or recognized gun
shows or events. A warrant is required io conduct an inspection or examination
EXCEPT under the following conditions:

a.

Inspection to ensure compliance with the recordkeeping requirement.
This inspection may be conducted without prior notice, but ATF is limited
to only ONE INSPECTION FOR ANY 12-MONTH PERIOD DURING
BUSINESS HOURS. Special agents may not use this annual
administrative inspection authority to secure evidence against the
licensee in support of a pending criminal investigation. When there is an
open criminal investigation against the licensee, a probable cause or
reasonable cause warrant must be obtained. Nonetheless, if a special
agent has information regarding a licensee that does not merit a criminal
investigation, the special agent should make a referral to industry
operations using ATF F 5000.21, Referral of Information.

Examination during business hours in the course of a criminal
investigation of a person other than the licensee. For example, an
informant alleges that a convicted felon bought severai handguns in the
fall of last year. An examination of XYZ's records is undertaken to
determine if the felon purchased a firearm there.

Examination during business hours in the course of a firearms trace.
For example, during a firearms trace in a sensitive investigation, a special
agent decides to obtain the trace information in person.

TREATMENT OF ATF F 4473, FIREARMS TRANSACTION RECORD, FOR

INVESTIGATIVE PURPOSES. During investigations under the GCA, the special
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agent often finds that, in order to prove a prohibited person unlawfully acquired a
firearm or committed other violations, the licensed firearms dealer from whom the

f!rearm was purchased must be contacted mtervuewed and

his/her re
(b) (7)(E)

(b) (7)(E) his chapter outlines the procedures to be employed by

the special agent for placing into custody, transmitting for examination,

safeguarding, and returning such documents.
27.  VOLUNTARY RELINQUISHMENT OF ATF F 4473 BY LICENSED DEALER.

a.

When the special agent encounters an ATF F 4473 that contains material
evidence of a violation, the agent is to secure the document and any
substantiating statements from the licensed dealer in order to prove the
elements of the violation. Most licensed firearms dealers cooperate with
special agents in actions of this type. Upon obtaining voluntary
refinquishment of the document from the dealer, the special agent shall:

(1) Execute ATF F 3400.23, Receipt for Property and Other ltems,
and fully describe the documents. ATF F 3400.23 is to be placed
in the licensed dealer’s files in the sequential order of the ATF F
4473 that is being removed. Photocopies of the ATF F 4473 are to
be forwarded tc the dealer. These copies are to be designated as
such and dated and initialed by the case agent.

(b) (7)(E)

(3) Treat the document as "seized for evidence” and follow the
custodial procedure prescribed in ATF O 3400.1C, Property Taken
into Bureau Custody.

If the document is needed for evidentiary purposes, it shall be submitted,
as prescribed, to an appropriate laboratory for the analysis needed. A
precise record of the chain of custody will be maintained.

Upon the retum of ATF F 4473 from the laboratory, the document shall be
returned to the licensed dealer and replaced in the dealer's normatl
business records, pending any legal proceedings where the dealer might
be required to produce the document. The document shall be
photocopied prior to its return and the copy placed in the field office
investigative file. However, if the special agent has reason to believe that
the document would be better protected as evidence in the custody of the
Bureau, the special agent is to retain custody and follow the instructions
in ATF O 3400.1C, Property Taken into Bureau Custody.

At the conclusion of ali iegal actions and the appeal period, the special
agent responsible for the retention of the document shall return ATF F
4473 to the licensed dealer from whom it was obtained by executing the
ATF EF 3400.31, Release and Receipt of Property.
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e. Title 27 CFR section 478.129(b) provides that the dealer must maintain
ATF F 4473s in his/her files for a period of 20 years. Therefore, it is
mandatory that the special agent return ATF F 4473 to the licensed
dealer when it is no longer needed for examination or evidence. The
return of the document must be done in accordance with ATF O 3400.1C,
Property Taken Into Bureau Custody.

SEIZURE OF ATF F 4473 FROM AN UNCOOPERATIVE DEALER.

a. = When a possible violation is discovered and the licensed dealer is
unwilling to voluntarily relinquish ATF F 4473, the special agent shall
consider obtaining a search warrant in order to seize ATF F 4473 as
evidence. In such cases, the special agent shall:

(1) Document the refusal of the licensed dealer to relinquish the
record for examination.

(2) Prepare the affidavit and obtain a search warrant for the
document.

(3) Search for and seize the document and return a photocopy to the
dealer. The document should be entered inmﬁﬂs "seized for
evidence." (See ATF O 3220.1A, Searches and Examinations.)

4) Maintain a record of the chain of custody.

b. The SAC may, at his/her discretion, authorize the case agent to continue

the mvestlgatton wnthout provrdm copies of the seized ATF F 4473s to
i (b) (7)(E)

(b) (7)(E)

C. Upon obtaining SAC authorization, the case agent shall notify the SAC,
NTC, that his/her field office has retained the firearms transaction
records. This notification shall be made in writing within 3 days.

d. The seizing field office may be required to assist in the trace of firearms if
the situation arises.

e. When the document is no longer needed as evidence, the return of the
document must be in accordance with ATF O 3400.1C, Property Taken
Into Bureau Custody.

REASONABLE CAUSE WARRANT. Circumstances may be encountered in
which reasonable cause exists to believe that there is evidence of violations of
the GCA on the premises of a licensee. In these circumstances a
REASONABLE CAUSE WARRANT may be obtained pursuantto 18 U.S.C.
section 923(g)(1)(A) from a Federal judge or magistrate authorizing entry (without
the use of force) into the premises of a licensee during business hours, for the
purpose of inspecting or examining any records required to be kept by the
licensee and any firearms or ammunition stored on the premises (to include
places of storage). The REASONABLE CAUSE WARRANT is obtained when the
special agent has less than probable cause, but more than mere suspicion.
When probable cause does exist that the licensee is involved in criminal activity,
a PROBABLE CAUSE WARRANT under Rule 41 of the Federal Rules of
Criminal Procedure should be obtained.
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Prior to obtaining a REASONABLE CAUSE WARRANT for a licensee's
premises, approval must be obtained from the SAC. A written request for
authorization is to be submitted by the resident agent in charge/group
supervisor (RAC/GS) to the SAC containing the following information:

(1) Compilete identification of the licensee.

(a) Name and trade name,

(b) Address.

(c) Federal license number.

{d) Business hours.
(2) Facts supporting the need for the warrant.
(3) Judicial district where the warrant will be obtained.
(4) Projected time and date the warrant will be executed.
(5) Investigation number.
(6) - Anticipated problems.

if the SAC concurs with the request, following execution of the warrant,
the special agent shall complete a Report of Investigation (ROl (ATF F
3120.2), and place the words "LICENSEE REASONABLE CAUSE
WARRANT" under the "Description of Activity" section of the reporl. A
copy of the warrant is to accompany this report. The report shall include
the foliowing information.

(1) ltems 1 and 3 as listed in paragraph 29a.

(2) Date and time warrant authorized by Assistant U.S. Attorney
(AUSA) (identify the AUSA).

(3) Date and time of authorization by U.S. magistrate or U.S. district
court judge {identify the magistrate or judge).

) Date and time of execution of warrant.

) Date and time of exit from licensed premises.

{6) Evidence taken into Bureau custody from licensed premises.
)

Participating special agents, industry operations investigators, and
other law enforcement officers.

(8) Licensee/employees present during execution of warrant.
(9) Incidents/problems encountered.

{10)  Miscellaneous information of relevance that cannot be listed on
the ROI {(ATF F 3120.2) should be listed in an accompanying
memorandum.

Special agents are precluded from using force to gain entrance under a
REASONABLE CAUSE WARRANT. When a ficensee refuses ATF
access to records and inventory, the special agent shall advise the
licensee that willful failure to allow the lawful examination of their records
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constitutes grounds for revocation of license. The special agent shall also
advise the licensee of the following statutes:

(1 Title 18 U.S.C. Section 1509, Obstruction of court orders
(misdemeanor).

{2) Title 18 U.S.C. Section 111, Obstruction of a Federal agent
(felony).

(3) Title 18 U.S.C. Sections 923(g)(1)(B) and 924(a){(1)(D}, Willful
failure to allow inspection and examination of records and
inventory (felony).

d. When the licensee continues to refuse admittance to the business
premises, the special agent is precluded from using force to gain
entrance under a reasonable cause warrant. However, the special agent
may arrest the licensee based on one of the aforementioned violations,
initiate contempt proceedings for failure to compiy with the warrant,
and/or refer the matter to industry operations for initiation of revocation of
license proceedings. Each of these options should be discussed with the
RAC/GS, division counsel, and the U.S. Attorney's office prior to the
execution of the warrant. If the arrest of the licensee is determined to be
an appropriate option, the possibility of arrest must be approved by the
SAC prior to the execution of a reasonable cause warrant.

e. in the case of a significant incident occurring during execution of the
warrant, it is incumbent upon the special agent, through the RAC/GS,; to
verbally apprise the SAC of the incident. The special agent shall
thoroughly document the incident as listed in item 9 of paragraph 29b.

f. If information is developed indicating that the licensee is involved in
criminal activity, the procedure for obtaining licensee investigation
authorization shail be followed.

INITIATING A LICENSEE INVESTIGATION — AUTHORIZATION. An
investigation of a licensee may be initiated when there is reason to suspect that
the licensee is engaged in criminal activity. The purpose of the investigation is to
verify such information and determine if criminal prosecution shouid be pursued.
A written request seeking authority to pursue a licensee investigation must be
submitted and approved by the SAC before any significant investigative activity
OCCUrs.

a. A memorandum reguesting authorization must be prepared and shall
contain the following information:

ub! Complete identification of the licensee, including his/her Federal
license number.

(2) Concise statement of the alleged violations,

{3) Source of the information, as well as any background information
known concerning the reliability of the source.

{4) Any other pertinent information that may appear in TECS or in the
ficensee’s files, such as allegations of previous violations of laws
or regulations.
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(5) The words "FIREARMS LICENSEE INVESTIGATION" will be
placed at the top of the requesting memorandum.

{6) If time does not permit a written request, a telephonic request to
the SAC, followed by a written request (memorandum), is
permitted.

When the SAC determines that the request does not justify an
investigation, the SAC shall return it to the field office for clarification.

When justified, authorization for a firearms licensee investigation shall be
given by the SAC, which is evidenced by his/her endorsement at the
bottom of the request. The SAC then forwards a copy of the
memorandum to the DIO, as weli as the Chief, Federal Firearms
Licensing Center, and Chief, NTC. The transmittal of this memo to the
Chief, Federal Firearms Licensing Center shall contain an advisory to
enter special attention flags for "FFL Investigation” and "Do Not Contact.”

Note that the NTC will continue to contact the licensee for trace
information. if this will jeopardize the investigation, notify the Chief, NTC
via ATF F 3312,6, NTC Do Not Contact Dealer Request. An explanation
that the FFL is the subject of a criminal investigation should be noted in
the comments section.

As indicated earlier, the SAC may telephonically authorize an
investigation before receiving a written request.

LICENSEE INVESTIGATION — REPORTING.

a.

When conducting a licensee investigation, the assigned special agent
shall prepare a ROI (ATF F 3120.2) within 5 days of any reportabie
investigative activity. The words "FIREARMS LICENSEE
INVESTIGATION" will be placed at the top of the narrative section of the
report of investigation. Further, if no reportable investigative activity
occurs within a 30-day period, the assigned special agent shail provide
input to the RAC for status notes to be placed in the management log.

Quarterly status notes are required to be piaced in the management iog
for investigations for which an ATF F 3200.14, Recommendation for
Prosecution report, has been prepared and submitted, or for
investigations that have been adjudicated and are under appeal.

The SAC shall ensure timely reporting via a Significant incident Report of
any significant/sensitive enforcement activity (e.g., making arrests,
executing warrants) or any significant judicial activity.

LICENSEE INVESTIGATION — CLOSING.

a.

The assigned special agent may recommend closing an investigation any
time a determination is made that the alfegations against the licensee
cannot be substantiated. As with any investigation, the RAC/GS is the
approving official for the closing of the investigation.

When violations of law by the licensee are substantiated, the assigned
special agent may recommend:
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{1) Misdemeanor or felony prosecution, via criminal case report
requiring approval by the RAC or SAC if signing authority has not
been delegated.

(2) Referral for administrative action to industry operations via ATF F
5000.21, Referral of Information, which requires approval of the
SAC and recommendation to the DIO.

C. Upon learning of the FFL's final conviction or the closing of the
investigation, the SAC will notify the Chief, Federal Firearms Licensing
Center, and the Chief, NTC via email advising that the FFL has been
convicted and/or the investigation has been closed. In addition to the
name of the FFL and case number, the email will also include the
licensee's FFL number.

d. The SAC shall also ensure that the DIO is aware of the closed status of
the licensee investigation.

33. INTERSTATE NEXUS. An interstate movement or nexus of firearms is a
necessary element of proof of a violation under most portions of the GCA.

a. Prosecutions in GCA cases have successfully proven the commeice
element through the use of out-of-business records of Federal firearms
licensees maintained by ATF in conformance with legal requirements (27
CFR section 478.127). The cases of United States v. Johnson, 722 F2d
407 (8th Cir. 1983) and United States v. Veytia-Bravo, 603 F2d 1187 (5th
Cir. 1979) found that the out-of-business records were admissible as
evidence.

b. The business records of a licensed manufacturer, importer, or dealer that
are authenticated by the testimony of a records custodian or other
ualified witness can be used to prove the commerce element.

A firearms trace resuit is not sufficient to prove interstate nexus.

The testimony of an expert from the FTB or a special agent qualified as
an expert on where firearms are manufactured (interstate nexus expert)
can also be used to prove this element.

e. In certain situations the defendant's transportation of a firearm across
State lines may satisfy the interstate nexus requirement.

34. CHARGES FOR UNLAWFUL POSSESSION OR TRANSFER OF
MACHINEGUNS MADE AFTER MAY 18, 1986. The Department of Justice
(DOJ) has notaﬁed ATF that all cases :nvolvung the unlawful possession or

(b) (7)(E)
(b) (7)(E)

35 -40 RESERVED

Page 25




ATF 0 3310.4C
03/19/2013

CHAPTER C. NATIONAL FIREARMS ACT (NFA)

41.

42,

NATIONAL FIREARMS ACT AND RELATED STATUTES. The purpose of the
NFA is to provide sirict controls over so-called "gangster-type” weapons. Theose
weapons are defined under 26 U.S.C. sections 5845(a), (b), (c), (d), (&), and (f).
it is based on the Federal taxing power. The NFA levies a special occupational
tax (SOT) on all persons engaged in business as an importer, dealer, or
manufacturer of these weapons. It also imposes a tax on the "making™” and
"transferring” of such firearms. These controls are implemented by the
registration requirements for these firearms:

a. Statutory Authority. Titie 26 U.S.C. Chapter 53 and 27 CFR part 479.
Prosecutorial discretion is delegated by 26 U.S.C. section 5557(a) which
authorizes special agents to investigate violations and recommend
prosecution when it appears warranted.

b. Investigative Priorities. In order to implement and carry out the intent of
the law, priority for investigation of alleged violations involving NFA
firearms shall be assigned as specified in ATF O 3210.7C, investigative
Priorities, Procedures and Techniques.

C. Seizure of Firearms. A firearm involved in any violation of the NFA or the
regulations issued thereunder is subject to seizure and forfeiture under 26
U.S.C. section 5872 and 18 U.S.C. section 924(d). (See chapter A,
Firearms Enforcement Policy.)

d. Seizure of Vehicles. Any vessel, vehicle, or aircraft used to transport,
carry, convey, conceal, or possess any firearm that is in violation of any
NFA provision, or the regulations issued thereunder is subject to seizure
and forfeiture under 49 U.S.C. section 781(a).

REGISTRATICON OF NATIONAL FIREARMS ACT FIREARMS. Information
related to NFA registration requirements, amnesty and post-amnesty registration
of NFA weapons, disposition of unregistered firearms as well as requests for
maodification of NFA weapons can be found in ATF O 5320.1A, National Firearms
Act Branch — Mission, Duties and Procedures.

a. Occasionally, a special agent can determine through an investigation tha

guisition or possession of a firearm bears no prosecutorial merit.

(b) (7)(E)

he special agent is to note the attorney's name and
ained the declination and make an entry in the

management log.

b. Occasionally, cases that lack prosecutorial appeal involve a firearm
proven to be of historical significance or suitable for official use.

(1) The person in possession of the firearm may request permission
from ATF to donate the firearm to a Government- owned museum
or historical society. Such firearms may be registered to
government entities in accordance with 27 CFR section 479.104.

(2) ATF recognizes ONLY those historical societies and museums
that are an instrument of a Federal, State, or political subdivision.
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A NON-GOVERNMENTAL museum or historical society does not
fail within this classification.

(3) Procedures and required documentation relating to the donation of
firearms to a Federal, State, or political subdivision thereof, such
as a Federal, State, or county museum or an official police
organization, are found in ATF O 5320.1A, National Firearms Act
Branch - Mission, Duties and Procedures.

43. REMOVAL OF AWEAPON FROM THE "FIREARMS" NFA CATEGORY.

a. Under 26 U.S.C. section 5845(a), the Director is authorized to remove

certam firearms from the NFA that are found to be primarily collector's
(h\ (7\(E\

OINIE

Note: Neither a machinegun nor a silencer can be modified to be
removed from the NFA. The receiver of the machinegun must be
destroyed. Since all the components of a silencer meet the definition of a
silencer, all the parts must be destroyed. Destruction information for
machineguns can be found in ATF Rulings 2003-1 through 2003-4.,

b. When a person desires to modify an NFA weapon, he/she shall be
instructed to submit the request and describe in detail the proposed
medification and the reason why to the Chief, FTB. The Chief, FTB will
contact the SAC having jurisdiction who is to follow the betow procedures.

C. Unregistered firearms to be modified and removed from the purview of
the NFA are to be "seized for evidence” in conformance with ATF O
3400.1C, Property Taken Into Bureau Custody. The firearms are not to be
teft in the custody of the possessor in the interim period, nor are they to
be returned to the owner until after modification procedures are approved
and modification has been completed. Ali arrangements and payment for
the modification of the firearms are the sole responsibility of the owner.
These arrangements shall be made within a reasonable period of time.
The designated licensee with whom the owner arranged the madification
procedure must obtain the firearm from ATF and, after the modification is
completed, the firearm shall be returned to ATF for inspection by the ATF
special agent charged with the custody of the firearm. if the modification
is completed to the satisfaction of the ATF special agent, the firearm may
be returned to the owner and a receipt obtained.

d. Complete and accurate documentation justifying removal of such firearms
in the case of non-wiliful violations, must be obtained. Care and discretion
shall be used in selecting those non-willful cases in which removal
authorization may be warranted.

e. When the facts and circumstances warrant, a firearm may be removed
from the "firearms" classification under the NFA. The Firearms
Technology Branch andfor the NFA Branch should be contacted by the
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case agent for proper procedures/requirements. Division counsel should
also be consulfed prior to any actions being taken.

EVIDENCE OF REGISTRATION.

a.

A person who possesses an NFA firearm that is registered as required
MUST be able to produce evidence of the registration upon request by a
special agent or to an industry operations investigator during a
compliance inspection.

When a possessor of an NFA firearm claims it is registered to him/her but
cannot produce official registration, the firearm shall be retained and a
request for a record search made to determine the status of the involved
firearm.

A registered NFA firearm with an incorrect serial number or description
must be brought to the attention of the NFA Branch for research and
resolution.

NATIONAL FIREARMS REGISTRATION AND TRANSFER RECORD.

a.

The statute authorizes and requires that a central record be set up and
maintained for registrations of firearms not in the possession or control of
the United States. This centrai record is located in and maintained by the
NFA Branch, Firearms and Explosives Services Division, Office of
Enforcement-Programs and Services.

The record contains the official data regarding {awful registrations and
transfers of NFA firearms to persons or entities. An official certification
from this record or an official certification in the absence of a record is
admissible in the U.S. courts for evidentiary purposes under Fed. R. Crim.
P. 27 and Fed. R. Civ. P. 44. The introduction into evidence of such
certification does not require the personal appearance of a custodian of
the NFA Registration and Transfer Record. For certifications of non-
registration of NFA firearms, see ATF O 5320.1A, National Firearms Act
Branch — Mission, Responsibilities and Procedures.

The record is set up with the capability of determining if a described
firearm is registered or if any firearm is registered to a specifically named .
party. A complete, accurate description of the firearm and/or the correct
spelling of the name of the party is critical to an accurate determination of
registration status.

NATIONAL FIREARMS REGISTRATEON AND TRANSFER RECORD

SEARCHES AND NFA CERTIFICATION REQUESTS.

a.

General.

M Upon request, NFA personnel will search records for ATF field
personnel, who must provide, at a minimum, the name and/or
trade name of the individual or company that holds the registration
or serial number of the firearm.

(2) To initiate record searches, field personnel may calf the NFA
Branch, 304-616-4490, or send a request to the NFA Branch, 244
Needy Road, Martinsburg, WV 25405. Requestors must also
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provide a completed ATF F 5320.22, NFA Records Search, which
can be sent by mail to the above address, emailed to the NFA
Lockup Mailbox, or by fax to 304-616-4499.

Field personnel must indicate if their request should be expedited.

The NFA Branch will provide each requestor with a verbal
response, along with a completed copy of ATF F 5320.22, NFA
Records Search, containing the resuits of the search.

The copy of the records search is sufficient for a case report.

(For registration status certification for use before a Federal court,
see paragraph 47.)

NFA Records Searches. Detailed instructions regarding searches of the
NFA database, National Firearms Registration and Transfer Record
(NFRTR) read only access, and other queries fo the system can be found
in paragraph 14 of ATF O 5320.1A, National Firearms Act Branch —
Mission, Responsibilities and Procedures.

Record Searches Outside Duty Hours.

(1)

(2)

Routine Priority. The NFA Branch maintains a telephone recording

system that enables authorized searchers to make routine record
search requests after normal duty hours. Employees can call 304-
616-4490, and leave voice mail requests and the necessary
information. NFA Branch personnet will conduct the search and
provide the results during the next business day.

Immediate Response. If employees need an immediate response,
they must contact the ATF Joint Suppert Operations Center
(JSOC), 202-648-7777. JSOC personnel have access to the NFA
database and can perform inquiries 24 hours, 7 days a week.

CERTIFICATIONS. As the custodian of the NFRTR, the NFA Branch provides

certifications pertaining to the registration status of a person or an NFA firearm for use in
Federal court. At least two weeks prior to a court date, employees should request a
certification from the NFA Branch. Prior to issuing the certification, the NFA Branch will
provide preliminary results of the search via the ATF F 5320.22 (NFA Records Search).
Additional information can be found in paragraph 15 of ATF O 5320.1A, National
Firearms Act Branch — Mission, Responsibilities and Procedures.

DISCLOSURE OF iINFORMATION.

a.

The provisions of 26 U.S.C. section 6103 severely restrict the disclosure of
NFRTR information because NFA registration information is classified as tax
return information.

Disclosure of NFRTR information may be made under limited circumstances.
Guidance for the release under these circumstances is found in ATF O
1100.168A, Delegation Order ~ Delegation of Authorities Within the Bureau of
Alcohol, Tobacco, Firearms and Explosives.
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Coordination with the Office of Chief Counsel should be undertaken whenever
there is any doubt whatsoever about the propriety of a potential disclosure of tax
information.

REFERRAL OF NFA CASES TO STATE/LOCAL AGENCIES.
a.

NFA cases may be referred to State and local authorities for prosecution

b. in those States where registration of the firearm with ATF is an affirmative
defense to a possession violation under State law, special agents should confer
with division counsel at the outset of the investigation for legal guidance in

iqating this |

(o) (7)(E)

The Internal Revenue Code (IRC), 26 U.S.C. section 6103 prohibits Federal
employees from digclosi 0 info ‘ ept i imi

(b

NATIONAL FIREARMS ACT INVESTIGATIONS REPORTING REQUIREMENTS. If a
person or firm targeted in an NFA investigation is suspected by the case agent of
i by (NE)

a. The GS/RAC wilt notify the SAC. The SAC shall notify the NFA Branch

b. The notification shall be addressed to the Chief, Firearms and
Explosives Services Division, ATTN: Chief, NFA Branch.

c. The notification will provide enough identifying and background data that the NFA
Branch can determine the identity and license status of each person or firm
involved.

The GS/RAC shall notify the NFA Branch when there is no longer a need o

EXCEPTIONS. e National Firearms Act Is generally inapplicable to Puerto Rico. This
is based upon 48 U.S.C. section 734, which provides that the statutory iaws of the
United States have the same force and effect in Puerto Rico as in the United States,
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except for the Internal Revenue Laws and 26 U.S.C. section 7701(a}(9), which includes
only the Sfates and the District of Columbia in the term "United States.” However, 26
U.S.C. section 5844, which limits the importation of weapons into the United States or
territories thereof, and section 5853, which concerns transfer taxes and exemptions,
does apply in Puerto Rico.

POLICY CONCERNING REGISTERED NFA FIREARMS WHICH ARE

NOT PROPERLY IDENTIFIED. ATF has encountered situations in which a registered
NFA weapon in a person's possession does not match the description in the firearm’s
registration document.

a. Special agents who encounter an NFA firearm that does not match the
description on the registration document , as contained in the NFRTR, should
seize the firearm and the documents relating to the firearm under provisions of
26 U.S.C. section 5872 and institute forfeiture procedures as prescribed in ATF
O 3400.1C, Property Taken Into Bureau Custody.

b. However, the special agent must conduct a thorough investigation of the
circumstances surrounding the individua!'s acq uisition or possession of the

(b) (1)(E)

C. industry operations investigators who encounter NFA firearms that do not match
the description contained on the registration documents should photograph the
firearm if practical, immediately refer the information to law enforcement via
telephone, and follow up this action by completing ATF F 5000.21, Referral of
Information.

d. When special agents or industry operations investigators encounter NFA firearms
with such a discrepancy, they should aiso contact the Chief, NFA Branch, to
report the discrepancy. This notification will enable the NFA Branch to timely
suspend the processing of any pending transfer applications for the firearms in
question until the matter has been resolved.

53 - 60 RESERVED
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CHAPTER D. ARMED VIOLENT OFFENDERS (INCLUDING CRIMINAL GROUPS
AND GANGS, AND FIREARMS CRIMINAL POSSESSION AND USE)

61. OBJECTIVES. The objectives of this strategy are to reduce armed violent crime
and utilize the criminal intelligence generated through the arrests of numerous
armed criminals and prohibited persons by identifying, investigating, and
recommending for prosecution in Federal or State courts those individuals who
unlawfully use or carry firearms. Priority is given to armed individuals actively
involved in violent criminal activity and/or drug trafficking (18 U.S.C. section
924(c)), armed career criminals (18 U.S.C. section 924(e)) and prohibited
persons in possession of firearms (18 U.8.C. section 922(g)).

62. TITLE 18 U.S.C. SECTION 924(c) INVESTIGATIONS.

a. Overall Guidelines for 18 U).S.C. section 924(c}. ATF's primary
interest is the identification, investigation, and prosecution of
criminally active organizations or violent individuals who use/carry
firearms during and in relation to crimes of violence or drug
trafficking crimes. It is important that every investigation into
violations of 18 U.S.C. section 224(c) has a clear nexus to firearms
from the outset of the case. Jurisdiction for the drug trafficking crime or
drug trafficking conspiracy rests with the appropriate Federal agency
(e.g., Drug Enforcement Administration (DEA) or Homeland Security
[nvestigations HSI)). As part of this effort, special agents should:

() Develop a coordinated effort with Federal, State, or local law
enforcement agencies for the purpose of identifying suspect
individuals or organizations and developing informants,

(2) [dentify the source of supply for the firearms recovered during
investigations of criminal organizations and violent offenders.

(3) Investigate and recommend for prosecution those individuals
found to be illegally trafficking firearms to drug traffickers and/or
violent criminals.

(4) Refer afl narcotics trafficking information received or developed
where no firearms are involved to DEA, HSI, or State or local law
enforcement agencies, as appropriate. Refer to ATF © 3210.7C,
investigative Priorities, Procedures, and Techniques, for specific
informational reporting requirements.

b. Definitions for purposes of 18 U.S.C. section 924(c).

(1) Firearm - Any weapon (including a starter gun) which will or is
designed to or may readily be converted to expel a projectile by
the action of an explosive, the frame or receiver of any such
weapon, any firearm muffler or firearm silencer, or any destructive
device. Such term does not include an antique firearm.

(2) Drug Trafficking Crime - Any distribution, manufacture, or
importation of any controfled substance that constitutes a felony
violation under the Controlled Substances Act (21 U.S.C. 801 et.
seq.), the Controlled Substances Impoert and Export Act (21 U.S.C.
951 et. seq.), or the Maritime Drug Law Enforcement Act (46
U.S.C. App. 1901 et. seq. and 18 U.S.C. section 924(c)(2)).
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{(3) Distribute - Delivering, other than by administering or dispensing a
controlled substance, as defined in 21 U.S.C. section 802(11).

4) Manufacture - (21 U.S.C. section 802) The production,
preparation, propagation, compounding, or processing of a drug or
other substance either directly or indirectly by extracting from
substances of natural origin, by independent means of chemical
synthesis, or by a combination of extraction and chemical
synthesis, and includes any packaging or repackaging of the
substance or labeling or refabeling of its container. This term does
not include the preparation, compounding, packaging, or labeling
of a drug or other substance in conformity with applicable State or
focal law by a practitioner as incident to histher administration, or
dispensing of such drug or substance in the course of his/her
professional practice. The term "manufacturer" means a person
who manufactures a drug or other substance (21 U.S.C. section
802(15)).

(5) importation - With respect to any article, any bringing in or
introduction of such article into any area, whether or not such
bringing in or introduction constitutes an importation within the
meaning of the tariff laws of the United States, as defined in 21
U.S.C. section 951(a)(1).

(6) Controlled Substance - A drug or other substance or immediate
precursor that is included in schedules |, i, i, IV, and V of 21
U.S.C. section 802,

(7N Schedules of Controlled Substances - Refer to 21 CFR 1308.11
et. seq. for list of controlled substances.

(8) Violent Crime - Any Federal crime of violence.
(9) Statutes relating tc Federal Drug Trafficking Violations.

(a) Title 21 U.S.C. Sections 841 et. seq., Uniawful
manufacture and distribution of controlied substances.

(b) Title 21 U.S.C. Sections 951 et.seq., Unlawful
importation and shipment of controlied substances.

Title 18 U.S.C. Section 924(c) Investigations Relating to Drug Trafficking
Crimes.

(1) Drug Trafficking Crimes. For the purpose of this section of law,
"drug trafficking crimes" means any felony violation that is
prosecutable in a Federal court involving the distribution,
manufacture, or importation of any controlied substances.
Possession of drugs with the intent to illegally distribute,
manufacture, or import and attempts or conspiracies to illicitly
distribute, manufacture, or import drugs are also included. ATF's
enforcement efforts are most frequently directed to the
DISTRIBUTION or possession with the intent to DISTRIBUTE
controlled substances as defined in 21 U.S.C. section 802. (See
Schedule of Controlled Substances, 21 CFR section 31308.11 et.

seq.)
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(2) Investigation Targets. Where appropriate special agents shall

identify and investigate narcotics dealers or organizations using or
carrying firearms

(3) Speciat Agent Procedures. Special agents and their supervisors
shall keep abreast of ali significant case law that may affect the
methods used to prove violations of 18 U.S.C. section 924(c) in
their judicial districts and nationwide. Upon receipt of informatlon
that meg

nerein IS iAYI = I

(b) (7)(E

(4) Supervisor/Management Control at Field Level.

(@) The supervisor is responssble for the SDECIal agent‘
adherence tg the standard o - N
e () (7)(E)
(b) (7)(E)

when the mvestlgation is of a single defendant rather than
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agent who shall maintain custody of the evidence until it is
(D) (7)E)

(b) (7)(E)
(e) Subsequent to completion of an undercover purchase or
execution of a search warrant that results in the retention
of narcotics, the evidence shall be returned to the field
office, where it shall be field tested and processed as soon

as possible. Transmittal to a laboratory for analysis and
identification should be accomplished if warranted.

6 The case agent is responsible for ensuring the security of
the narcotics is constantly maintained. Narcotics evidence
shall not be left unattended for any period of time while in
the custody and control of the special agent.

Disposal of Narcotics Evidence.

(a) Emphasis must be placed on the disposing of narcotics as
soon as they are no longer needed as evidence. The
determination to dispose of narcotics evidence may be
made administratively when evidence has been
purchased. The prosecutor may determine that the
evidence may be disposed of by concluding that the case
is not prosecutable or that adjudication is complete and the
time for filing an appeal has elapsed.

(b) In those cases in which an appeal has been filed, the case
agent will contact the prosecutor every 80 days to
ascertain whether the appeliate court has ruled on the

case. The circumstances of the contact should be noted on
the case management log irm

{c) Upon final adjudication, approval to destroy purchased
narcotics will be requested from the RAC. After approval
has been received, controlled substances shall be
destroyed by burning in a suitable incinerator, complying
with State and local environmental requirements. Certain
drug processing chemicals and byproduct chemicals

require special disposal methods, Contact shouild be made
with the local DEA or Environmental Protection Agency
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(EPA) office to determine proper disposal methods. The
destruction of all narcotics evidence shouid be witnessed
by two special agents. (Refer to ATF O 3400.1C, Property
Taken Into Bureau Custody, for additional information
pertaining to the release and disposition of property.)

Coordination of Narcotics Information Referrals.

(1) Arrests made pursuant to viofations of 18 U.S.C. section 824(c)
inevitably produce information regarding drug sources. Receipt of
information concerning ONLY narcotics violations shail be referred
to DEA, HSI, Federal Bureau of Investigations (FB!), or State/local
agencies. Information received concerning a source of narcotics
supply that utilizes firearms necessitates ATF establishing close
coordination with these agencies. This coordination allows the
agency with 21 U.S.C. authority to determine the entire scope of
an illegal drug trafficking organization.

(2) Upon receipt of information concerning narcotics violations, the
special agent will inform the RAC/GS. The special agent shall
notify DEA or the appropriate agency in accordance with ATF O
3270.10C paragraphs 21, 22, and 23, and document the referral in
the management {og.

. (b) (7)(E)
g referred was derived from &

(b') (.75(“E_)“ i the agency may reque

(lbm)“??.jﬂ(rE) WA (1) (7)(F)

(b) (7)(E) oordination is to be established to ensure ATF
INvo vement if firearms violations are subsequently identified
during the other department’s narcotics investigation.

(3)

4) Upon receipt of information involving the “drug connection™ of an
ATF suspect alleged to use/carry firearms, the special agent shall
notify DEA or the appropriate agency and allow for the
establishment of a joint investigation.

Title 18 U.S.C. Section 924(c) Investigations Related to Crimes of
Violence.

(1) For purposes of this section of law, a crime of violence is any
felony violation of Federal faw that has as an element, the use,
attempted use, or threatened use of physical force against the
person or property of another, or that involves a substantial risk
that physical force against the person or property of another may
be used in the course of committing the offense.

(2) Cceordination must be established with other agencies that are
also responsible for enforcement efforts relating to Federat crimes
of violence. This will ensure the proper notification to ATF
whenever a firearm is used during or in relation to a crime of
violence when a violation of 18 U.S.C. section 824(c) and/or other
firearms or explosives violations can be charged.
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(3) Examples of Federal Crimes of Violence.

(a)

(b}
(©)
(d)
(e)
(f)

(9)

(h)

()

Title 18 U.S.C. Section 111, Assaulting, resisting, or
impeding certain officers or employees.

Title 18 U.S.C. Section 112, Protection of foreign officials.
Title 18 U.S.C. Section 844(f), Arson.

Title 18 U.S.C. Section 1201, Kidnapping.

Title 18 U.S.C. Section 1203(a), Hostage taking.

Title 18 U.S.C. Section 1951, Hobbs Act.

Title 18 U.S.C. Section 2112, Robbery of personal property
of the United States.

Title 18 U.S.C. Section 2113, Bank robbery and incidental
crimes.

Title 18 U.S.C. Section 2115, Post office break in.

Title 18 U.S.C. Section 2117, Breaking or entering carrier
facilities. (May be useful in investigating interstate theft
cases.)

Title 18 U.S.C. Section 2118, Robberies and burglaries
involving controlled substances.

Title 18 U.S.C. Section 2119, Carjacking.

(4)

D) (7)(E

Investigative Targets. Title 18 U.S.C. section 924(c)

investigations retating to crimes of violence should primarily focus
on violent criminals who commit armed robberies, home
invasions, and other armed violent crime when there is a federal
interest, where the offenses have taken place in muitiple
jurisdictions or where no applicable state law exists.

63. TITLE 18 U.S.C. SECTION 924(e) INVESTIGATIONS.

a. A defendant with three prior convictions for violent felonies, (e.g.,
burglary, arson, extortion, or crimes involving conduct that presents a
serious potential risk of physical injury to another), and/or serious drug
trafficking offense, or both, who receives or possesses a firearm is eligible
for enhanced sentencing under this section. The predicate offenses must
be committed on separate occasions. See 18 U.S.C. section 924(e) for
elements of the offense and the definitions of qualifying convictions.

b. A person must be convicted under 18 U.S.C. section 922(g)(1) in order
for the enhanced sentencing provisions of 924(e) to be applicable.

(o) (7)(E)
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(b) (7)(E)

DUAL PROSECUTION. On some occasions defendants may have been

prosecuted under a State or local jurisdiction for the same set of facts or similar
violations prior to any Federal indictment. Often there is greater impact {o pursue
a Federal prosecution as well. The DOJ has a dual prosecution (or "petite")
policy requiring the U.S. Attorney's office to apply for a petit waiver under such
circumstances. The case agent should advise and coordinate with the U.S.
Attorney’s office and make them aware of the potential need for such waiver as
soon as possible.

ACCEPTANCE OF ADOPTED CASES (FEDERAL-STATE ASSISTANCE

CASES).

a. For purposes of this chapier. there are three types of investigation:

(1)

(2)

Proactive — Any case opened by ATF, or jointly with any other
agency, where the investigation focuses in whole or in part on
active and ongoing violations of law.

Reactive — Any case opened by ATF or any other agency where
the incident or suspected violation being investigated has already
occurred.

NOTE: A reactive case may be re-designated as a proactive case
if the investigation is developed to focus on new or additional
violations or where new criminal activity by the suspect becomes
part of the focus of the investigation.

Adoptive - Any case where an arrest by a State or local agency
has already occurred and ATF accepts that case for processing
into the Federal system and presentation to the US Attorney’s
Office. Adoptive cases involve no more than coilecting police
reports and court documents, interviewing defendants, tracing and
test-firing firearms; and determining interstate nexus.

(a) An adoptive case may be re-designated as a reactive case
if the case agent develops additional defendants, new
witnesses, and new evidence; identifies new violations; or
employs additional investigative techniques such as search
warrants, investigative grand jury, agent cashier, electronic
surveillance, undercover, evidence purchases, third party
interviews, and re-exarnination of the actual crime scene or
arrest location.

{(b) Any agent can work on a proactive or reactive
investigation; however, there are limitations on who can
work an adoptive case. This policy is not a prohibition on

adoptive cases but rather a process to ensure that

adoptive case

(b) (7)(E)
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(b) (7)(E)

((b) (7)(E

(RS

The local agency is requesting assistance due to lack
of applicable felony laws at the State level {e.g., no
State laws regarding sawed-off shotguns or
machineguns, no State laws about various categories
of prohibited persons}) and the case will be accepted by
the U.S. Attorney’s Office.

Procedural Guidelines for the Acceptance of an Adopted Case by a
Special Agent.

(1) Special agents are not to consider the acceptance of a criminal
case when they have knowledge or reason to believe that the
defendant's constitutional rights have been violated by the
Federal, State, or local officers in their procurement of the
evidence invoived.

(2) Upon receiving a request to accept a firearms case from a State
or local agency, special agents are to obtain complete information
relative to the facts and circumstances involved but are not to
make any commitment of formal acceptance until the prefiminary
findings reported by the local officers are evaluated and verified.
In addition, the special agent must be assured that the case being
referred does, in fact, involve a Federal violation and that
evidence to prove each element of the violation is availabie.

(3) Any vehicle or other property seizures related to adopted cases
should be seized in accordance with ATF O 3400.1C, Property
Taken into Bureau Custody. Special agents are reminded that
there are specific time frames that apply to the initiation of the
administrative forfeiture of firearms and ammunition. {(Refer to ATF
O 3400.1C, Property Taken Into Bureau Custody, for information
on seized property.)

4) In accepting cases, special agents are not to seize any firearms
for Federai forfeiture that the seizing agency desires to keep for
official use. in such cases the investigating speciai agent will
coordinate with the U.S. Attorney's office for concurrence and will
confirm that the seizing agency is forfeiting the firearm pursuant to
their authority.

(5) When evidence in a referred case is retained by an outside
agency and that evidence may be needed in Federal court, the
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special agent must notify that agency in writing to hold the
evidence. Upon compietion of ail judicial proceedings, the special
agent will notify that agency in writing that they may dispose of the
evidence. Exhibit 1 is an example of a Notice to Maintain Custody
of Property for a Pending ATF investigation; Exhibit 2 is an
exampte of a Notice to Maintain Custody of Property for a Pending
State Prosecution; Exhibit 3 is an example of a Notice to Dispose
of Property in Accordance with Agency Policy.

Ensure firearms from ail adopted cases are traced and are test
fired and that the shell casings and projectiles are subjected to
NiBIN evidence handling procedures found in ATF O 3400.1C,
Property Taken Into Bureau Custody and ATF B 3315.1 Ballistic
Information Submissions For NIBIN Entry. Special agents should
also review FTB Bulletin 2009-376 — NIBIN/IBIS Test Firing Safety
Precautions.

All defendants should be fully debriefed when legally possibly.
Emphasis should be placed on the source of the defendant's
firearms and illegal firearms trafficking sources in the community.
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CHAPTER E. FIREARMS TRAFFICKING

71.

72.

73.

BACKGROUND. Firearms-related violence is one of this Nation's primary
concerns. ATF, in response to this problem and because illegal firearms
trafficking investigations often exceed the jurisdictional boundaries, expertise,
and resources of other State, local, and Federal agencies, empioys a
comprehensive national firearms trafficking effort. This effort is designed to
reduce the violent criminal misuse of firearms by reducing the illegal supply of
firearms available to violent criminals, gang offenders, and juveniles. I
complements ATF's long standing efforts to reduce armed violent crime through
direct investigation and prosecution of armed violent criminals. Striking a balance
between the two approaches will best serve both efforts. Analyzing patterns in
the trace results of firearms recovered during the arrests of armed violent
criminals and criminal organizations will identify the illegal firearms trafficking
channels that would otherwise continue to supply firearms to criminals.

QBJECTIVES. The objectives of the firearms trafficking strategy are to reduce
armed violent crime rates by identifying, investigating, and prosecuting those
illegal firearms traffickers who make firearms available to violent offenders and
prohibited persons and by interdiction efforts to prevent illegal firearms transfers.
This is accomplished through the use of the Bureau's unique assets (e.g.,
eTrace, the NTC, firearms licensing, NIBIN, firearms import information,
inspection information, and the National Firearms Registration and Transfer
Record) to focus efforts and limited resources in areas where the maximum
impact can be achieved. This order defines policy parameters. For information
on interdiction techniques as well as a wide array of investigative technigues that
can be employed in firearms trafficking investigations consuit section 111 of ATF
Publication 3317.1, ATF Firearms Trafficking Investigation Guide (November
2009).

DEFINITIONS.

a. The term “firearms trafficking” does not appear in the Gun Control Act of
1968 (as amended). For the purpose of enforcement policy
implementation ATF has defined firearms trafficking as the criminal
diversion of firearms out of lawful commerce and into the hands of
prohibited persons and viclent offenders, for the primary purpose of profit,
prestige (within the criminal community), or power.

b. The term "source" refers to the place where the trafficker diverted the
firearm(s) from legitimate commerce/activity for criminal purposes.

C. The term "market" refers to the intended destination of illegally trafficked
firearms for delivery to criminals or others for use in illegal activity.

d. The term "intrastate” refers to illicit trafficking in which the source
(diversion by traffickers} and market (actual or intended possessors) are
within the same State.

e. The term "interstate” refers to iflicit trafficking in which the source and
market are in different States.

f. The term "international” refers to ilkicit trafficking in which the source and
: market are in different countries,
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Note: A thorough vocabulary of terms and definitions relating fo firearms
trafficking can be found in ATF Publication 3317.1, ATF Firearms Trafficking
Investigation Guide (November 2009).

JURISDICTION.

a.

The GCA is the Federai legisiation directed toward firearms-related
violence and illegal firearms trafficking. In the preamble of the GCA,
Congress clearly states that this Nation’s policy Is "to provide support to
Federal, State, and local law enforcement officials in their fight against
crime and violence." ATF derives its jurisdiction for the investigation of
illegal firearms trafficking from the GCA and its various statutory
enhancements and amendments that have been enacted through the
passage of a number of crime bills, such as the Violent Crime Control and
Law Enforcement Act of 1994. Statutes particularly useful in the
investigation of illegal firearms trafficking violations include, but are not
fimited to, 18 U.5.C. sections 822 and 924. Additionally, 18 U.S.C. section
2 (aiding and abetting), 371 (conspiracy), 1715 (unlicensed person
shipping concealable firearms through the U.S. mail), 1001 (false
statements and entries, e.q., false entries in dealer records or false
statements to special agents or industry operations investigators), and
2117 (breaking and entering at a carrier facility) are also useful in ilegal
firearms trafficking investigations. For a detailed description of the various
statutes and their elements of proof, see section 1X of ATF Publication
3317.1, ATF Firearms Trafficking Investigation Guide (November 2009).

The National Firearms Act, 26 U.5.C. Chapter 53, also provides several
statutes that are usefui in iliegal firearms trafficking cases involving the
unlawful transfer/trafficking of NFA weapons.

Many State and local bodies of government have enacted ordinances and
statutes with civil and criminal provisions designed to limit access to
firearms by juveniles, prohibited persons, and potential illegal firearms
traffickers. Frequently, however, the presence of strong State or {ocal
ordinances and statutes will result in creating an illegal secondary market
fed by ilfegal firearms traffickers who will unlawfully bring firearms to that
area from a market area for unlawfui resale/transfer.

GENERAL INVESTIGATIVE PROCEDURES, DUTIES. AND

RESPONSIBILITIES.

a.

Special Agent In Charge {SAC} Responsibilities.

(1) Each SAC should, at his/her discretion, meet with his/her
respective U.S. Attorneys and reaffirm the importance of ATF's
illegal firearms trafficking efforts, ensure their support and
participation, and keep them apprised of new developments
regarding trafficking trends and patterns within the field division.
(This duty may be delegated to an assistant special agent in
charge (ASAC), RAC, or G/S.) SACs are encouraged to bring a
representative from their division counsel to this meeting. All
SACs should encourage their respective U.S. Attorneys to require
that before a defendant is allowed to enter a guilty plea in any
firearms violation case, the defendant must be debriefed by an
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ATF special agent for illegal firearms trafficking intelligence.
AUSAs who are unfamiliar with the prosecution of illegal firearms
trafficking cases should be encouraged to contact division counsel
for more insight into proving these cases in court, Should the U.S.
Attorney's office request training on illegal firearms trafficking,
inquiries as to available training or training materials should be
directed to the Firearms Trafficking and Interdiction Branch, ATF
Headquarters.

Each SAC should, at his/her discretion, meet with his/her law
enforcement counterparts at the State/local level to coordinate

requ raming on iiegal firearms trafficking,
inquiries for ass;stance should be directed to the Firearms
Trafficking and Interdiction Branch at ATF Headquarters or the
Law Enforcement Assistance Branch at the NTC.

Each SAC shall ensure that all fire

b) (7)E)

mvesttgat:ons no mvest:gat!on mvolvmg recovered firearms
should be closed without all recovered firearms having been
traced. Each SAC should ensure that all law enforcement
agencies within their field division are aware of eTrace and work
to increase the number of agencies with eTrace accounts. This
responsibility may be delegated to ASACs or GS/RACs where
appropriate. Should any law enforcement officials request
assistance in establishing a system to more efficiently trace
firearms or training related to firearms identification, inquiries for
assistance should be directed to the Firearms Trafficking and
Interdiction Branch at ATF Headquarters or the Law Enforcement
Assistance Branch at the NTC.

Each SAC shall ensure that evidentiary firearms, test fires, or fired
ammunition components related to ATF investigations that are
suitable for NIBIN entry are submitted to the ATF Laboratory or
ATF NIBIN partner, thus enhancing the NIBIN database and
increasing the likelihood of ballistic matches. Firearms submitted
to NIBIN should be test fired by laboratory personnel, and the
submission of the firearm should be in accordance with evidence
handling procedures found in ATF O 3400.1C, Property Taken
Into Bureau Custody. For further information see ATF B 3315.1,
Ballistic Information Submission for NIBIN Entry.

Each SAC will designate one ASAC in his/her field division to be
the firearms trafficking coordinator (FTC). Upon any change in
designation of the FTC, the SAC shall provide the new FTC

Page 44



ATF O 3310.4C
03/19/2013

designation information to the Chief, Firearms Operations Division
via memorandum.

b. ASAC/FTC Duties And Responsibilities Are As Follows:

(2)

The FTC shouid continuously assess ilie

r field division utilizin W
iolent Crime Analysis Branch studies and
products, State/local police department intelligence, and Field
Intelligence Group (FIG) intelligence and continually reassess the

roper course of action to address the probiem

Because of the inherently interstate/interdivisional nature of
firearms trafficking it is imperative that FTCs in corresponding
source and market areas maintain an open diatogue regarding the
best venue for firearms trafficking cases impacting their division.
Their discussions should include applicable Federal charges, U.S.
Attorney's office prosecutorial thresholds, the number of firearms
purchased in the source area, the number of potential co-
conspirators in the source area, prior intelligence gathered on co-
conspirators identified in the source area, prior intelligence
gathered on the possessor(s), and the existence of recoveries in
other field divisions. If the FTCs in the respective source and
market field divisions determine that the best venue for
prosecultion is the source field division, the market area FIG
should forward the lead via a general case number to the source
area FIG for assignment to the appropriate field office in the
source area.

The FTC shouid serve as the primary liaison to other Stata
and Federal law enforcement agencies that i '

responsibility may be re-delegated to RACs of outlying field offices
and GSs of local offices with a dedicated firearms trafficking
mission; however, the ASAC must remain engaged and ensure
proper coordination.

The FTC should coordinate the dissemination and follow up on all
outgoing and incoming collateral requests or leads regarding
iitegal firearms trafficking from other field divisions, industry
operations, or the NTC. This responsibility will be through the use
of the FIG and may be re-delegated to the FIG supervisor;
however, the ASAC must remain engaged and ensure appropriate
attention is given to collateral requests and referrals. Because
collateral requests and leads in firearms trafficking investigations
relate to the ongoing means by which violent criminals acquire
firearms, these requests should be prioritized and pursued with a
sense of urgency. Should problems regarding collateral response
time on illegal firearms trafficking leads develop between field
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(b) (7)(E)
(b) (7)(E)

-..(b\ (7)E)

and any other
esponsibifity.

C. Filing And Retention Procedures.

(1) An (b) (7)(E) forms received directly from an FFL by field
divisions and field offices (other than forms retained as
documentary evidence in a criminal investigation) MUST be
faxed, emailed, or mailed to the NTC no later than the close of

business on the day the form is received. (Refe

address and fax number). (fo) .(7)( =)

(2) Copies of thos%rms that have been forwarded to
the NTC should no pt at the field office or field division level
unless they relate to a specific criminal investigation. In this event,

the following filing and retention procedures outlined in paragraph
76¢(3) should be followed.

(3) Anmorms {whether original or copies) retained in
refation t0 a specific criminal investigation, should be documented
in the appropriate investigative case file and managed in the same
manner as other criminal investigation evidence and records.

(@)  Original ATF F 3310.4, Report of (OB or other

Dispositions of Pistols and Revolvers (and similar forms)
retained from an FFL in relation to a specific criminal
investigation should be recorded, maintained and disposed
of as documentary evidence, in accordance with ATF O
3400.1C, Property Taken Into Bureau Custody.
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(b) Copies of ATF F 3310.4, Report o r Other
Dispositions of Pistols and Revolvers (and similar forms)

obtained from an FFL in relation to a specific criminal
investigation shouid be recorded, maintained in the
investigative file, and disposed of in accordance with ATF
O 1340.5, Records Management Program.

(c) Any (b) (7)(E) orms being purged must be shredded

on ATF equipment approved for the destruction of law
enforcement sensitive documents or by an approved, on-
site document destruction contractor.

d. investigative Activity Reporting. When openi investigation as
a result oanformation, or when information is
used during a formal investigation, the spegi hall fully document
the use ofﬁammmormation withi ing applicable

procedures.
e. Coordination With Requlatory Enforcement.

(1) ' istakenly forwards any ATF F 3310.4, Report of
r Other Dispositions of Pistols and Revolvers (or
any field office, the office shall immediately

forward the form(s) to the NTC. The industry operations field office
responsible for the area in which the reporting ficensee is located

shali be notified, and that office shall to advise
him/her that ATF F 3310.4, Report o r Other
Dispositions of Pistols and Revolvers {or similar forms), shoulid be

transmitted to the NTC in accordance with the instructions on the
form.

(2) if during the review of any MOms by ATF law
enforcement personnel it iS determined that a licensee may be
committing noncriminat errors, omissions, or violations, this

information should be referred to the appropriate industry
operations area supervisor.

(3) Referrals between law enforcement and industry operations shall
be made on an ATF F 5000.21, Referral of Information. Any
pertinent information that cannot be placed on the referral form
may be attached to the referral form.

FIREARM TRANSFERS. A firearm transfer occurs when one person disposes of
a firearm to another. Most often, a firearm transfer represents legitimate activity.
Certain transfers, however, are prohibited by law or may be connected to illegal

a. Uncontrolled Firearms Transfers.

(1) An uncontrolled firearm transfer occurs when an agent becomes
aware of a suspicious firearm transaction, but does not actively
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participate in the transfer, -and none of the firearms involved are
owned or provided by the Government. ATF agents may become
aware of a suspicious firearm transaction prior to the transfer
taking place or after the transfer has concluded.

Should a Federal firearms licensee contact an agent or industry
operations investigator with concerns regarding a suspicious
person or transaction prior to consummating a firearm transfer, the
FFL should be directed by the agent or industry operations
investigator to follow applicable law. FFLs should also be advised
that they are under no obligation to sell, pawn, or otherwise
transfer firearms under circumstances they feel are suspicious,
and that they should always use their best judgment in
determining whether or not to transfer a firearm. Except as
expressly provided below, ATF personnel should never
affirmatively advise an FFL to seil or transfer a firearm. The
decision of whether or not to sell/transfer should be made by the
FFL in the exercise of his or her own best judgment, after he or
she has taken into account the relevant law and the facts and
circumstances presented.

If during the course of an inspection an industry operations
investigator witnesses a suspected straw purchase or other illegal
transfer, the industry operations investigator will verbally refer the
information to the local criminal enforcement office and his or her
area supervisor as expeditiously as possible, and foliow up with a
written referral.

Even when a transfer of a firearm appears suspicious, the transfer
may not be illegal and cannot be prevented by arrest or seizure
unless a legal basis exists to do so. In cases where a legal basis
for arrest or seizure does not exist at the outset, the investigating
agent must continually assess whether additional information
being gathered changes the analysis. As part of that process, the
investigating agent should discuss emerging fact patterns and
developments with his or her RAC or GS and division counsel and
seek additional analysis from the FIG. Every effort must be made
to expeditiously confirm the legaiity or illegality of suspicious
transfers, and to respond appropriately with public safety as the
priority.

If a legal basis to make an arrest or seize the firearm does not
exist, the agent should not interfere with the transfer. However, if
there is reasonable suspicion to believe that a violation of Federal
law has occurred, the agent may stop the purchaser/transferee to
question him or her regarding the nature of the transaction, and/or
take other appropriate actions to gather additional evidence. in
determining whether there exists a sufficient legal basis to make
an arrest or seize the firearm, agents must rely on their training,
knowledge, and experience to balance the interests of public
safety with the rights of persons who may be acquiring firearms for
tawful purposes.
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investigation shail be opened in (b) (7)(E) ithin 5 days of
attendance of the event.

The SAC is the approving official for all significant/sensitive enforcement
activities such as issuing notices, summonses, or aking

arrests, or executing warrants on the{m)r remises or
their adjacent parking lots. If exigent situations require iImmediate action
and SAC approval has not been obtained, such actions should be taken
only when there is a potential threat to public safety, when subsequent
action is impractical (e.g., an armed, violent felon). If immediate arrest or
seizure is necessary to preserve evidence or protect public safety, every
consideration should be given to taking such action in areas of minimal
attendance {e.g., parking lots or outside of exhibit halis) to reduce the
potential for injury to civilians. The SAC shall be notified as soon as
possible of any such enforcement action with a follow-up notification to
the affected DAD (FO).

When appropriate and if doing so would not jeopardize the operational

security of any investigation, the special agent should consider advising
theﬁﬁ“nd premises owner of the presence of law
enforcement personnel.

Pre-briefing activities are an important means to provide thorough
instruction and direction to ail participants. It is particularly important when
waorking in conjunction with personnel for another State, local, or Federal
(--6) A(. II)I(I) mili { i i
if it is deemed appropriate to use a command center it shouid be
established in a location near the event premises. If it is deemed
necessary to establish the command center on the same premises as the

event, the permission of the premises’ owner must be obtained in
advance.

Federal law prohibits consolidating or centralizing records of FFLs and
prohibits establishment of a system of registration of firearms or firearms
owners. The Privacy Act also prohibits establishing a new system of
records retrievable by the name of an individual without prior notification
to Congress and publication of the system in the Federal Register. These
restrictions affect the manner in which ATF can collect and maintain
records on persons investigated in the course of a gun show. Therefore, it
is strongly suggested that if these and any related records retention
issues arise, Chief Counsel's Disclosure and Forfeiture Division should be
consulted in a timely fashion.
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impact the use o
he use of

not be done indiscriminately and

cighed against all factors, including puplicpercentign _Speci
d consult with division counsel prior tg
RAC avthorization i requirad for the AT

L. It is not ATF policy to conduct residence checks without reascnable
suspicion that criminal violations may exist.

79. WARNING NOTICE OF UNLICENSED FIREARMS DEALING IN VIOLATION OF
FEDERAL LAW.
(b) (7)(E)

a. mes of all suspected unlicensed dealers are to be checked i
N-Spect, eTrace (7)(E)- TECS, FLS, and other
appropriate databases.

b. Due to the willful aspect of dealing in firearms without a license, after a
careful review of the facts the SAC may authorize the issuance of a
Warning Notice of Unlicensed Firearms Dealing In Violation of Federal
Law (Exhibit 4) under circumstances in which:

(1) Persons are clearly ignorant of the law and lack criminal
association, intent, or history.

(2) During the course of a criminal investigation the special agent
deems it an appropriate option to be used to establish the wilifui
and knowing elements of proof in 18 U.S.C. section 922(a)(6),
dealing in firearms without a license.

(3) The U.S. Attorney’s office declines a case for prosecution.

C. Exhibit 4 is a Warning Notice of Uniicensed Firearms Dealing in Violation
of Federal Law. Exhibit 5, ATF F 7, Application for Federal Firearms
License, is to be served as an attachment to the notice. The SAC shall
sign the original or may delegate authority to sign such notice to the
ASAC or RAC/GS as appropriate. The original shall be served by an
assigned special agent who shall use the utmost tact and discretion,
mindful that the subject may not have any criminal intent. The special
agent shall obtain the signature of the unlicensed dealer on a retained
copy of the notice acknowledging receipt. When a subject declines to
sign, the special agent shall so indicate on the copy. The criginal shall be
left with the subject and a copy attached to the Report of Investigation
(ATF F 3120.2) for inclusion in the field office investigative file.

d. All of those served shall be fuily identified for entry into TECS. All vehicles
known to be used by the subject are to be included. The narrative of the
TECS entry is to summarize the unlicensed dealing allegation and contain
the caption as shown in Figure 1.
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Figure 1. Caption for TECS Entry

SUBJECT SERVED WITH NOTICE OF UNLICENSED
FIREARMS DEALING VIOLATION ON {date)

BY SPECIAL AGENT (name) AT

(location)

Within 5 days of the service, the special agent will write an RO! (ATF F
3120.2) documenting the service and interview. The copy of the notice
will be listed as an attachment to the RO (ATF F 3120.2) and placed in
the case file. The service may be documented in a general case
investigatio the notice sh e scanned as a source
document iWH appropriateWodes shall be selected,
including "warning letter service” under the Investigative Techniques tab.

Every effort, including recommendation for prosecution, needs to be
expended on those persons who continue to deal without a license once
notice is given.

80. WARNING NOTICE OF STRAW PURCHASING.

a.

The purpose of the Waming Notice of Straw Purchasing (Exhibit 6) is two-
fold: (1) to serve as a deterrent against future straw purchases by the
same individual; and (2) to build evidence of the individual's knowledge
and wiliful violation of the law in order to support future criminal
prosecution should the individual engage in subsequent straw
purchases. The Warning Notice of Straw Purchasing may be served on
non-licensees when there is reasonable suspicion to believe the
individual has engaged in the straw purchase of one or more firearms
but there is: (a) insufficient evidence to conduct enforcement action,
including seizure of the firearms(s), or (b) criminal prosecution of the
individual is declined or otherwise not anticipated. The issuance and
service of the Warning Notice of Straw Purchasing does not act as a

bar to future prosecution by the U.S. or any State or municipality with
respect to the subject firearm transactions should circumstances warrant
the filing of criminal charges. The Warning Notice of Straw Purchasing
should not be served on FFLs.

A Warning Notice of Straw Purchasing may be served if reasonable
suspicion exists that the subject individual has engaged in one or more
straw purchases in violation of 18 U.S.C. section 922(a)(6) and/or section
924(a)(1)(A). The issuance of a Warning Notice of Straw Purchasing must
be approved at the RAC/GS level or above.

The Waming Notice of Straw Purchasing shall be personally served on
the subject individuai by an agent and witnessed by a second law
enforcement officer. A duplicate original will be retained by the agent.
Reasonable attempts should be made to obtain the individual's written
acknowledgment of the service of the Warning Notice of Straw Purchase
on the duplicate original. However, if the individual refuses to sign the
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acknowledgment, the special agent should write in the recipient's name
and the date in the acknowledgment section and enter the word
“Refused” on the signature line.

The special agent shali open a criminal investigation file with respect to
the individual. The completed duplicate originai Waming Notice of Straw
Purchase shall be maintained in the criminat file. Appropriate followup
investigation shall be conducted in each time a Warning Notice of Straw
Purchase has been served. When a referral for criminal prosecution does
not result following the issuance of the Warning Notice of Straw
Purchase, the case a nter the code “CLOSED Interdiction/
Deterrence Actions” imhen ciosing the file and note any other

relevant facts regardi on for closing the investigation.

OTHER TECHNIQUES TO COMBAT FIREARMS TRAFFICKING. The stated

objective of ATF's illegal firearms trafficking program is to deny violent criminals,
violent offenders, and prohibited persons access tc firearms by reducing the
availability of criminally diverted firearms. This objectlve is more effectlvely
attained through a multlfaceted appIoa

(B) (1)(E)

(b) (7)2E)l asiolinliniemin

82 - 90 RESERVED
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CHAPTER F. PROCEDURES FOR TRACING FIREARMS

91.

g2.

PURPOSE. This chapter establishes procedures for all ATF personnel to follow
in order to trace a firearm. The objective of this chapter is to ensure the uniform
use of the NTC.

BACKGROUND.

a.

A firearm trace is the systematic tracking of a firearm through the chain
of distribution to identify an unlicensed purchaser.

The purpose of a firearms trace is to: (1) link a suspectto a crime ina
criminal investigation; (2) identify additional witnesses in a criminal
investigation; (3) identify firearms traffickers; and, when sufficiently
comprehensive tracing is undertaken, (4) identify trends and patterns
related to crime guns.

ATF is only authorized to trace firearms that are defined as crime guns.
A crime gun is defined as any firearm that is illegally possessed, invoived
in a crime, or suspected to have been involved in a crime.

ATF is only authorized to trace crime guns for faw enforcement
purposes or national security interests.

Firearms trace resuits are subject to disclosure restrictions via annual
appropriations laws. The disciosure restrictions can change each fiscal
year. ATF personnel should contact counse! regarding annual
appropriations restrictions refated to firearms trace data disclosure to
determine the current parameters for release of trace data.

ATF’s policy for the release of firearms trace data is sub;ect to dlsclosure
restnctlons as defined above. Regargg o

ent appropriation (b) (7)(E)

(b) (7)(E)

All firearms trace requests shail be performed by the National Tracing
Center Division and shall not be independently undertaken by other
elements of ATF without coordination with the NTC. The NTC is the

ceniral repository for a variety of firean essary for accurate
firearms tracing, including Reports of r Handguns as well
as Out of Business records for FFLs tinued their

business.

All firearms taken into ATF custody will be traced.

Firearms not taken into custody can be traced provided that they meet
the definition of a crime gun.

ATF’s system for the acquisition and dissemination of trace information is
eTrace. This system is the key point for making trace requests, receiving

trace results, and accessing other assogj igclude retated trace
resuits and firearms data like Reports o or Handguns.
ATF's policy is to encourage comprehensive crime gun fracing by all law

enforcement agencies. ATF is dependent upon firearms fracing to allow
for the detection of firearms traffickers and to define a particular crime
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gun problem within a given community. All faw enforcement agencies
should be encouraged to obfain access to eTrace and to use it.

See also ATF Publication 3312.13, ATF Firearms Tracing Guide (March
2012).

83. PROCEDURES. ATF firearms trace requests are to be made in the following

manner.

a.

ATF Routine Trace Request vi TF person iga frearms
into custody are required to enter each Tirearm into thWase
management system as recovered property. These entries are
automatically traced as Routine Traces, unless the user prevents it by
indicating as such within the sy r a trace request i ly
transmitted to the NTC throughWhe correspondingm
property record is updated o reflect the unique FTS Trace ID number that
was assigned to each firearm The NTC does not generate a hardcopy
trace results rep on the completion of a trace request that was
initiated throqueneration of a hardcopy trace result can be
obtained by using eTrace.

1) ATF Trace Requests (Urgent and Routine) via eTrace: ATF
personne! have the ability-to initiate firearms trace requests
utilizing the eTrace application. eTrace can be used to
submit firearm trace requests (either Urgent or Routine),
menitor the progress of traces, retrieve completed trace
results, and query firearm trace related data in a real-time
environment.

(2) ATF Urgent Trace Request: In emergency situations where
it is inefficient or unreasonable to access eTrace to submit
an Urgent firearms trace request, contact the NTC by
telephone between 6:00 am and 11:3C am, Monday through
Friday. Contact the JSOC after hours or on weekends. The
NTC can and will initiate Urgent Trace Requests whenever
necessary.

ATF making a trace request on behalf of another law enforcement
agency.

(1) ATF eTrace users may make a trace request on behalf of
another law enforcement agency via eTrace. eTrace has
parameters to accomplish this and attribute the trace
request to the particular agency.

(2) Ensure that any trace request made on behalf of another
agency is for a crime gun and is being traced for law
enforcement purposes.
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(3) Under emergency conditions for an Urgent Trace Request
when access to eTrace is not readily possible, follow the
same parameters for an ATF Urgent Trace Request as
defined above. Simply note when making contact with the
NTC that you are assisting another law enforcement agency.

C. Non-ATF trace requests.

(1 Law enforcement agencies should be encouraged to gain
access and use the eTrace system to make firearms trace
requests and obtain those resuits.

(o) (7)(E

(4) To assist an agency in enrolling into eTrace, contact the
NTC eTrace customer service group at 800-788-7133
(extension 01540} or direct email correspondence to
etracezdmin@atf.qov.

TRACE RESULTS REPORTS, ACCESS TO FIREARMS TRACE DATA AND
ASSOCIATED FIREARMS DATA BY ATF.

a. eTrace is ATF’s system for the acquisition and dissemination of trace

d. Urgent trace results are provided via the medium through which they are
received (usually telephone), and are also available within eTrace.

J(b) (7)(E

©
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(b) (7)(E)

y 10 transmit irace resulls reports
along with attached copies of associated Out-of-Business records,
including ATF F 4473s, Firearms Transaction Record Over the Counter,
and Acquisition & Disposition Book pages.

eTrace has both an English language (ATF F 4473) and Spanish
language (ATF F 4473-S) mode of operation.

eTrace provides access to:
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4(b) (7)(E

Obliterated Serial Number Program: (See ATF O 5000.18, Office of
Enforcement Programs and Services — Mission, Chapter M, Law

)(E)

RETENTICN OF FIREARMS PURCHASER DATA AT THE NTC. The NTC

maintains the following information, which enables ATF to provide leads to further
criminal investigations:

a.

Firearms Tracing System (FTS). The FTS contains crime gun trace
informatign

epa[] eft or loss of firearms by FFL or interstate
e (o) (T)(E) data from licensees issued demand letters, and
reports (b) (7)(E) hese records, which are contained in a data base,
enable the NTC to complete firearms trace requests from Federal, State,
locai and international law enforcement agencies. The data are also used to
identify individuals who may be involved in illegal firearms trafficking
schemes.

Out-of-Business Records. The NTC collects and maintains firearms
transaction records for those FFLs who have discontinued business. These
records are used to complete firearms trace requests where a dealer within
the chain of distribution has gone out-of-business. Out-of-business records
are maintained on microfilm or stored as digital photographs within the Out-
of-Business Records Imaging System (CBRIS). No records are retrievable
by name. Microfilm or digital photographs are visually inspected to
determine disposition data to complete firearms trace requests.

DiSPOSITION OF RECORDS.

a.

b.

d.

Firearms trace data is maintained indefinitely.

Reports of theft or loss of firearms by FFL or interstate carriers is
maintained indefinitely.

re reviewed annually and deactivated as investigations

guestor.
Records of purchaser names from il be

maintained for 2 years unless the r%d foa
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criminal investigation via a firearms trace result. In such instances,
records of purchaser names will be maintained indefinitely as part of the
firearms trace data.

e. Out-of-business firearms licensee records will be maintained indefinitely.

f. Demand letter information which does not contain purchaser names wili be
maintained indefinitely.

g. A copy of the FTS will be submitted to the National Archives every 2 years
in accordance with the established records retention schedule.

58 — 100 RESERVED
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U.S. Department of Justice Exhibit 1

Bureau of Alcohol, Tobacco,
Firearms and Explosives

Field Office

Office Address
www.atf.gov

{insert date)

ATF# (insert case number ), ATF Defendani(s): (insert all adjudicated defendant names)

YOUR # (insert local agency report number)
SUBJECT: Continuation of Custody of Evidence

Dear (insert local agency name) Custodian,

The property currently being held by your agency regarding the above listed ATF investigation
continues to be considered evidence. We request that you MAINTAIN your custody of this
property according to your agency’s guidelines, as it relates to an ongoing ATF investigation.

Please acknowledge receipt of this letter on the attached duplicate and return it in the enclosed
self-addressed envelope. If there are any guestions in this matter, please feel free to contact
our office at {(xxx) XxXx-Xxxx.

Sincerely Yours,

Special Agent in Charge
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U.S. Department of Justice Exhibit 2

Bureau of Alcohoi, Tobacceo,
Firearms and Explosives

Your Field Division

Your address
City, State Zip
www.atf.gav

DATE:

ATF# DEFENDANT(s):

YOUR #

SUBJECT: Notification of Pending State Prosecution
Dear Police Department Evidence Custodian,

The property currently being held by your agency regarding the above listed ATF investigation
number is no longer required by our agency, however, a state case is pending regarding this
defendant. While ATF has closed the federa! investigation, the evidence may still be
required for state prosecution.

Piease acknowledge receipt of this letter on the attached duplicate and return it in the enclosed
self-addressed envelope. If there are any questions in this matter, please contact me at (xxx}
XXX-XXXX.

Sincerely Yours,

Special Agent in Charge
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U.S. Department of lustice Exhibit 3

Bureau of Alcohol, Tobacco,
Firearms and Explosives

Field Office

Your address
www.atf.gov

(insert date)

ATF# (insert case number) Defendant(s). (insert all adjudicated defendant names)
YOUR # (insert local agency case number)

SUBJECT: Discontinue Custody of Evidence

Dear (insert local agency name) Evidence Custodian,

The property currently being held by your agency regarding the above listed ATF investigation
number is no longer required. We request that you discontinue your custody of this property
and dispose of it according to your agency's policy, as the ATF investigation is closed and
adjudication is complete.

Please acknowledge receipt of this ietter on the attached duplicate and return it in the enclosed
self-addressed envelope. [f there are any questions in this matter, please feel free to contact
our office at (XXX) XXX-XXXX. :

Sincerely Yours,

Special Agent in Charge
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Exhibit 4

U.S. Department of Justice

Bureau of Alcohol, Tobacco,
Firearms and Explosives
Field Division

Date:

TO:

WARNING NOTICE OF UNLICENSED FIREARMS DEALING IN VIOLATION OF FEDERAL LAW

Recently, your participation in the purchase, sale and/or other transfer of firearms has come to
the attention of the Bureau of Alcohol, Tobacco, Firearms and Explosives (ATF). ATF is
responsible for the enforcement of Federal firearm faws and, as part of that duty, ATF licenses
those persons lawfully dealing in firearms and prevents uniicensed dealing in violation of
Federal law. We seek the cooperative efforts of the general public in fulfilling this mandate and
that is why we are contacting you on this matter.

Your firearms activity appears to bring you within the definition of a dealer in firearms as that
term is defined by the Gun Control Act. A dealer in firearms is defined as “a person who
devotes time, attention, and labor to dealing in firearms as a regular course of trade or business
with the principal objective of livelihood and profit through the repetitive purchase and resale
of firearms|[.]” See 18 U.S.C. § 921(a){21}(C). A person convicted of unlawfully engaging in the
business of dealing in firearms without a license in violation of 18 U.5.C. § 922(a}{1}{A} is subject
to imprisonment for not more than 5 years and/or a fine of up to $250,000.

This letter serves to officially warn you to cease and desist engaging in the business of dealing in
firearms until you have sought and obtained a Federal firearms license. A Federa!l firearms
license would authorize the purchase and resale of firearms from a licensed business premises.

Continued activity without the required license could result in a recommendation for criminai
prosecution.
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Exhibit 4

WARNING NOTICE OF UNLICENSED FIREARMS DEALING IN VIGLATION OF FEDERAL LAW

PAGE 2

Provided with this Warning Notice is an ATF F 7, Application for Firearms License, for your use,
Please feel free to contact the telephone numbers on the attached form or the nearest ATF
office shouid you require further assistance.

Sincerely yours,

Resident Agent in Charge

Bureau of Alcohol, Tobacco, Firearms and Explosives

Phoenix Field Division

Warning Notice Served by:

Special Agent, ATF:

Date:

Location:

| acknowledge receipt of this Warning Notice:

Recipient’s Name (Printed}:

Recipient’s Signature:

Date Signed by Recipient:

Witnessed by:

Special Agent, ATF:

Date:
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! OMB No. HAT0018
U.S. Dreparinent of dnstice ’

Brvgau of Aleshol Tobasie, Fureatns ! Ixplosives " 3 ) X i i
} - Application for Federal Firenrms License

For ATF Uge Cniy

1. Name of Ownar or Coiporation (i partharsis, incluts pame of kel pasner}

2. Trads or Business Names,  any . Cmproyer identification stumber |3, Naws of Coungy In Waich Business
{EINF) of Bocial Seounty Numbar iy Locstent
{SSN s Voluntary}
5. Business Address (FFD or shawl pumber, oy, State, and TP 8. Maiting Address (I iferent rom address iy ity #5)
codel (NGTE: The business adkiress CANNGY be a P.AL Sox)
7. Cantact Numbers (nefuns Apsa Cods}
Busingzs Phwite Fax Number
Geli Photte 24 Huur Emargsnoy # (f afiarsn}
8. Appiicantz Businegs is (Se!et:‘one'j
T} g duatly Ownid {7} & Partnarship [ A Coperation [ Sther (Speciiy} »
9. Dgsoribe Specific Adivty: Agplicant is Erngaged in, or Intends 1o Bngsge in. Which Refuires a Faddrad 119,00 You Inténd o Engags i
Fircarms Licenss, {Sale of ammunifiar alone doas not regiice A iicense. ) Esiness ag a Pawnbroker?

Clves mEE

1 Application Is %ads For a Licanss Urdar 18 U.S80 Thipter 44 as a; (ﬁaa&a‘n X i HppropEate boX. Submilt tha fag teied et 1o fhe
aox with the application. Licenses are-Issusd fora 3-rear pariod. See instruction £33 jur payraent information. j

Type Jescapdon of Lcsnes Type Fee
12 gemm i01), Inchiding Phanbioker {025, In Firsarms, (?thsr Than Dasliticfve Davigss UNciaans: Fies, Shoiguns, PIstos, 3200 [
ayoivars, Bunsmil activities and Nationat Firearme Acl {NFA} Weapans)
U6 Idanuiacturer of Ammlmition 1or Firsanns Other Than Armmiomfon for Destrustive Datisss of Amnot Brirting Ampnmilion 3¢ [
07 ianufocret of Fleearmis Othir Than Deslructive Devices $156 ]
O ton S ran s Prreng oo (VOTEL Iponrof i aud s, soe msosion 555, | 3150 [
¢
J2  |Deatzrin Destiuctive Devites $ando ]
10 |Menufectumer of Destiictive Deviges, Amminition for Desinictiva Devigss of Arner Piercing Ammiuniton #5060 ]
11 Impaster of Dostuective Devicka Ammuniton for Destruatlve Devices or Aoy Plarsing Ammiumifian (Sae fnstructian #4) saoin [
& B Toml Fess

: B :
12. Method of Payment ;Chech ofie)

[Mtmeck (Encloseqy (] Qrsfiers Chesk or Clvisa [ Mastercord. [7) Amerigan [ biscever (7] Dinars Cout
Hiriey Order (Enciosad) Express
TreitivDabil Card NumbSr (Ao dashes) Namé g8 Printed on Your CreditviDebit Oird Expirators Date-Aonit & year)
Adidraas:
DrecitiDabit Card
Rillng Adicess: |y State: Zip Code:
Plgage Cormplols 1o Ensus Paymant iz Credited 10 the Sotmct Applcatian.
| i Paying the Application Fok lof thw Foitalinng Persen, Comporation, of Partnsfahio) Tatsl Azplication Fees:
S

t Authanize ATF fo Chargs my Qratit/Dekit Card the Atoves Amount.

Rignatura of Cardholdar Date

Youi eredivvdebit card will bs ehbmad this aboys stated amount upen reoeipt of your applicaton. The chaiigs w4l be refiscied on your creditidedil cu
statement s the avant a foeots oMt is NC‘:‘?‘: sued, e above armount will bo creditet! to the creditdebit card nowd abowe,

AR Form T{5100.120
Revipd Yizy 20S
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13 Rows of Operalier of Apglicants Business Must e sompletad)

14, le Applicant Presently Engaged in  Business

Time Sy Mon Tues Wed S Fri Sar Reqguinmg o Faderal Firasmms Licanse? (ff "Yes”
answer 14a.}
Qpen ] Yas ] o
t4a. Pressnt Fedaral Firearns Licanse Nember
Cloke
15, if You Have Served in the Anmad Forees, Frovide 'Sﬂwice Sarial Numbsar Militaty 2ranch

the Servite Sariat Numper and Military Dranaty,

8. Apphcant's Business Premmisies Are

] Qwnedt

[MLsassdiramas
i HENTED OR LEASED, FLEASE PROVICE THE NAME, AUDRESS, ARD

1 sy

TELEPHORE NUMBER OF THE PROPERTY OWRER,

17, Inditate Type of Business Prawizes

Zenad
Commarsiat

Zowed
Residential

Herns and Address of Property Owner ¢ appicadia}

{7] store Front

O ifice

{71 Rod & Gun Slab
{7 titinary Base

[ Single Famiiy Dwading
] Gondaminium/Apartment
[ Hotstiotet

[ Public Housing

Telaphone Nurhber of Propedy Qunar 47 appiicabls)

[} Other (Spediiy;

18 Do You intend To Make a Profit from Your Husinass?

(] Yes

{71 Mo {# 0. do nat submit appiication)

1F THE FREMISES ARE LOSATED ON A MILITARY INSTALLATION,
ATTACH A COPY OF WRITTEN AUTHORITATION FROM THE BASE
COMMANDER TO CONDUST A FIREARIMS BUSINESS ON THE
MIITARY INSTALLATION

182, Do Yoy Infend To Bell Firsarpis Only at Gun Shows?

[ Yes {if yss; oo nofgubmit dppiizadon)

] No

1o BoYait infend o Uss Your Licanss Oniy to'Acquire Personal
Figpamns?

{7 Yes (M yes, do no! submit agplication. )

O Ne

i Buzinessy wes Dhtsned From

Somsone Else. Prodds e Folowing Information.

20, Namée of FPisvious Buslnsss

2%, Fedirsl Firsfirms Licenss Mumbar

22, Provida the otommiation Required for Rach individual Dwpar, Faditer, and Dihér Restonsible Fersons in e Business, SeeJnstruction $107ir
Responaibla Person Definibon. If a Female, List Any Given, Married, and Maiden Mames, e.g.. "Msry Allce {Smith Jones,” Mot Y. John
Juvis, " (i adorianal space i newdsd, U86 a saparits shiet} Each Responsibie Persch Must Complets AN Information in this Saction.

Home Addrese
Position and Plosse provize every
1N Sosial Securit !
Full Name Riimber ¥ birase. yoll tave
{Gacial Sackity- hadin the iast 5
Numibéris {737
Vaintay)

Contry of

Citizenénig

siet o tien], © ig;::{

g i Race end Ethnlcity

spricatite; o e, | DAlE O sex | Residence
‘HMoniemigeant (it 31:1:@, Birth {Pisasse choak-ono. Telephons
atre musz, |0 1 BRI or more boxes) Ne.
compfers glf- ECUMY) i

infermagion In

tram 228

§ i7\::(%':'::3«::".IJ3#:\‘c4':5.i1'q":aN‘éi'-11

L Aan
R NG AT

Hispn iRy
oIy ek ey ChorFanks

Llansi

AEF favn T{3318.32)
Bevived Mur 2003
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Couniry of
GCitizensisig
Home Addiast Listmars dian Piace of
Position and ST Binh
; . P Grovide averyioee, £ Rage and Ethnkity o
Fuil Nama Sestat Securily a;;?::sp%?;;ery applicasie, ap, |DBSR O Sax | Residence
Number adin the last & Nstimigrant {CRy, Sfate.] Birth (Please check ore Telephona
{Social Securty [520 were et |0F Forelgn oF mare boxas} R,
Numberjs  [YER- compieis aff | DOHPCH]
Voluntary) AR i
dein #23.

T Jamsioan e o Asvie Hslte

L LR AN

Kl 12
My

D'{?I:i‘«

fadan 8 U Pl

D AMGTAN PTN A AN

24 Monlmmigrant Alien Cerfification of Gamplianss With 18 U8.C. 922(0iE)8R). 1 addiional shade innaedad, use a séparato shest,

18 U802 222(g){EHB) generally makes i uniawhdl for-any nenimmigrani alien ta ship or ransport In intarstate or foreign commerce. of possess-i or
affocting Gommaice. ahy firéafms o AMMUREon; or to feceive any Hrearms orammunition §tilsh heve been shizped o7 tanspoed i intdrstate ortereipn
commerce. Al nonimmigrant alisns listed in iterr 22 must campiete the following infoimation centtying compliance with 48 U.8.C. $22{ghisi(8).

A, Memeof Persen Ceriifying Compllance

Last st ftiddie inltiak
B wnmigration and Sustomi Erfoseament ICE] issuad Alisn Numbst o Agmission Nimber 197sviousty I8 Nombet)
. Ao yos it pessession of & vaka Tuiming Hioenise of pennit lawluky fshued i the United &Sates? 7] Yes [} Ne

t. K you answerad N3 you likely cannot fawfully possass 2 firaanm and thersiore cannot.ba a Federal firearms licenses.
2 yohdnswsrad “YES,” camplote the foliowing informiaticn, and attach a sogy of the oense of peitit to ths applicatien

Hunting License or Pehrat Neviber, if any State 0f lscuance Expiratan Dafa, if any
Give Full Dataile on o Saparate Sheotfor Al “Yea” Answers: in Nanis 24 and 25. Yes | No
24, Haz Appllsant A. Heid @ Federd Fsanns License? )
or any Psrson B. Besn Dunted 2 Fadednd Firrsams Licsnse?

Referred tuin 3
tam 22 Ahove: C. Beon an Oificer in o Corporaion Hatdng a Federal Flreanns License?

D. Been an BEmployes ot o Fedaml Firearms Ugenspe?
E. Had o Federal Firzaims Licanss Rguoked?

25 Ig Applicant or A, Charged by irformation ur Undsr rdictnent i any Courtfor a Feldny, or aby Cihsr Crime tor Which the
any Parson Judgs Could bnpsisen Vo Tor More Than One Yagss:
Z‘:’:;gv‘; Bew 15 A Fugitvs trow Justice?
B o C. An align W i lisgaly of Unasdully in tho Unitzd States?
D. Urdér2t Yioars of Age?
B, An Urtawhi User of, oF Addicted 10, Narjisona, of sy Uspressant, Stmulant or Narcedic Driug. or any

otrer Coateoled Suibstance?

Sibject 164 Qourt Ofder Resttering HimrHes from Werassing, Stalling, of Thratening Biglier chitd or
an'intfreats Farings or Child of Such Partner?

Rl

ATE Fans 73310425
Revised May 2003
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Give Full Details ont a Separate Shaal for All “Yes” Answers in iemn2E. Yes I Ne
28 Has Applizant A Been Convieled in any Couit of a Faony, oF any other critme for which the Judgs Could Havg impRisoned |
or any Persen You ior More Thap One Wgar Buen i You Received a Shigrier Santsnce, Inciucing Probajion?™
gngBd in i £. Been Discharger from he Atmad Farces Under Distionorable Conditong?
vy

<. Been Adjutizated as a Mental Dafestive, Which Includes Having Boan: Adjudicated tncorpetant to
Wanags Yauy Dy Affars, of Been Committed 1o any Mental nstiution?

. Renounced United States Citizénstip?

£, Baen Comdaled in any Court ot 2 Misdsmeanar Chime of Domestie Vialence? [See deniniion £3)

T Cindgnetian” is 2 daima seusaon o cline made by & prosee g alla:ney, @ dsingursdiedt [ eriraioUnend pressnlsd Iy & grandjury
W vy g IS T LAY WERE DR 18 paronesd 154 11 (4100 8 OF (D) e coBwC 3
WIAE AT OG0 Srorebiben] § 071 DOSAE 3ING 18 TEcaTyg a1 hIaRims Lhide Ihe v han 116 eonivictian ocoucsd.

"

dr Dias Deen eXpIEIged of Selasiis of (o yoiar chal sdonis have bews saslorad AN

27. Appiicant Certlification (Please redd and inftial enoh'boxj
item 5. This inciudes compliance wiis zonlhy ardinances.,
1o the conduc! of business.

heen met.

pramicos 16 located. (See nstraction 35,3

I

tirearms arg sold under this Federal Firaarms-Lioense to-parsons whaiare not lisensees,

Thé businaes to be conducted under the Fedoral Firearms Lisense is not prohibited by Stata or togal law at.the premisss shawn in
Within 3G days after the applicaticn l= approved, the business will comply with'the regulroments of Stata dand {ocal faw appticakle
Busingss will riat bie conducted under the fisense uniil herdguiioments of State and 1osal faw appiicable to the LLsNess have

A compisted copy of this form has been sent {mafled or dellvered}to the Chief Lew Enforcement Dificer of the [ocalily in which fhe

As required by 18 U.8.C, 923 (d){1){Q), | Gertiy that securs gun storage or safety devices wilt be avaitable at any place in which

Name of Chief Law Bntomarent Officer JOLEG)

CLEC'S Addiess {Inolide no.. stest, oify, county, Stafe, and ZiP Code)

28 Certification: Under the penaltice imposad by 18 UB.C. 324, | declare that | have examined
this applcation and the documents subwmitted in suppert thiereof, and ta the-best of my
knowiedge and belief, oy are trye, corract and tomplele, This signature, when presented
ty a duiy autharized represantative of the Departinent of Justics, will constilute conssnt
and autharity for the appropriate Department of Justice representative-1c examine and

obtain-coplas and abstracts-of recarde and to recelfve stalemants enc Informiziion ragarding Attach
1.?1‘5 background of.all respensible persons. Spechisrily. ! haraby authorize the refeges cf 2X2
the following data or records 1o ATF: Ifiitary information/rocords, madical Infermation/ Phntographis)
rocuids; police and crimiinal recordas. Hats
{Ses jpstraclion #10)
Sign
Hem
Tide
Duta
For ATF Use:Qniy
24 Apptication is Reasons for Denlat 8f Applicaton
[:J Anprover D Denizd
Signature of Licensing Officit Oate:

information for the Chigt Law Entorcement Officer

This 1om provides Rotification of # pereon’s.inteni to dpbly for & Fedsral freamns legnse. U raquirgs No aston on your patt. However, holld you,
tave infemaztion that may disqualify the.prarson from oblaining a Federal fireanms fisenss, pleass comact the Fedaral Firsamms Lisenstng Centor gt
(A04) 4172750, A Yer® snswar to dems 424, 425, and $28 could disquaily a persan for @ fickras, Also;, ATE may not issue a leenize if the business

would be in viciaton of Siate of iooa law,

ATE Fogre 7 (3206125
Reviged Mie 2005
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. . INE Mo FIO-GD18
U8, Depariment of Justice )

Bureiu of Aleahol, Tobacry, Firearos und Explogives T < ; s pas R
‘ ’ - ? Application for Federal Firearis License

For ATF tse Oniy

1, Name of Dwnor or Corperation (1 pariearship, include pame of eack pariner}

s

Trads or Businzss Name, if eny 3. Ermployey identificaton fumbisr |4, Mome of Courty in Whish Business
(EINF) of Soctal Security Number ia Lecated
{SSN is Voiuntary]

5. Business Address (AFD or givesl hurnber, dity, Stsle. and ZIF 3, Maiﬁng Addtass GF differeat from addross in itam £5)
code) (NOTE: The business sddress CANNGT be & F.0, Box.}

7. Gontsct Nunibers (ncivde Aree Cooz)

Busi Phiorie Fax Number
Cell Phone 24 Hour Exnergsncy ¥ {If diffsrent)
4. Appiicant's Dysiness & Eoles! one}
[ indiviziuzsty Dwnad [ A Partoarsatp [} cemoration. [imer [spedity)
9. Dssoine Spenific Achty Applicant is Engaged in, or intends o Engage in, Which Heguires a .00 Yo Intgnd 1o Engags in.
Fadserai Flreama Usanse, (&afe of ammunition afone does not requine a Heensa:} Business @ a Pasnirokes?

Cves CINe

71 Applicaion i Faade Forw Lisenss Under 12 U.S.C. Chapler 44 a8 a7 (Plase an 20 in-ths appropriata box. Submil the'lés noted pext 1o the
DOX With (e apalicalion. LiCensey are issusd for a B-year psriod. Dol inplustion #15:fof payment infsrmation.

Tepo Desarption of License Yire Fey
012 g:::[:r; éﬁ{;}:&mudﬁm:'ga@np@er §02§;in F’lr?aups _Oiher “ﬂ"a'n Bestnictive ﬁévi‘ces%inc:!udew Fillies, Shoiguns, Pistois, s200 [

. Gunsmith ackviies wnd Netional Firasrms Act (INFA| Weagons) 8
U6 ihanufsctirsr of Ammupition for Firsams Other Than Ammaniton for Destiucive Deviesw or Amvior Plersing Ammuriton | 530 [
U7 | issidactirer of Firsarme Ot Than Destiiotive Devicos s [
- Efgjzﬁzfn Fg:‘;;:n;%ﬁh‘i;n '%’!‘;fim}:‘§ le}:a;::lmcﬁ«e Devig,es Qr:A:?‘mumigp-fgr Firgpmaz @er-'{q&p Dastriztive Q.é.‘{log_s,.or- siz0 [

2t | ' g Ammunition (INOTE: Iniporterof haridgans and riles, see instruction #3)

2] Dgaler in Dgstiicive Davices ainn m
0 iMaulacterss pf Deetnictive Deviess, Ammunition for Destriclive Davices by Anvor Fisgging Aremunition gagco [}
11 It of Dastiactive Devices, Ammunition for Destuctive Davibes of Ammor Plerding ANmarition (See instiiclion 48) z30mo ]

SRR

Copy 2 ~ ATF Topy
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13, Hows of Opecation of Applicants Business (st be compieted;

14, Is Apphicant Presently Engaged i a Businass

Tirne Sainy tan Tuss Viad TH Fri

Reguiing 4 Faderal Firears Liconse? 7 *Yas,®

Open

gnswer 19a.)
1N

{7} Yes

Gase

145, Prasent Faderal Fupame License Numbar

15, i You Have Servad inthe Ammed Fores, Provde
e Service Satial Muintiar and Kiitary Bravien

Searvice Sedal Number

Military Sranch

18, Applicant's Business. Premises Are
{7} Goned [JtoeasediRomned {1 hustary

IF RENTED OR LEASED, PLEASE PROVIDE THE NAME, ADDRESS, AKD
TELEPHONE NUMBER OF THE PROPERTY OWNER.

Mame and Agdeas of Cropanty Gwner {if appicatiz)

Taléphons Numdbsr of Fropetty Ganst §If appiicabis)

1, Do Yeu iend To Make & Proft from Your Buainess?

17, Indicate Type of Buginsss Promises

Zonad
Comirreiaiai

Zoneyd
Restdentia

{] stre Froat i | Single Family Dwsaffing

] oftice i1 CondominiumiApartmant
] Aed & Sur Club [0 Howekiets!
{.] Militzry Bass [} Public Hansing

[ ] other {8pacity)
IF THE PREMISES ARE LOGATED ON A MILITARY INSTALLATION
ATTATH A COPY OF WRITTEN AUTHORIZATION FAGH THE BASE
COMMARDER 10 CONDUGCT A FIREARMS BUSINESS OM THE

[j VYes [_", Nor 7 e, da notsubmit apgiiortion) MIITARY IHSTALLATICM,
iBa, Do ¥ou intand To Seil Firgams Ondy 4t Gar Shaws? . Do You intend t Use Your Lizense Only ta Actpire Perseng

[T} Yea (it yas, do nor submit spphcation)

[ ne

Firzanns?

[ Vas @ yos, do not submit agplization) [ Ne

i* Busingss was Ubtaingd Erom Sameone Efse, Provide the Foliowing Infonyiation.

20, Names of Pravfous Buginess

2% Fgderal Ftreame Lcsnes Numbar

22, Frovige ths (icmiation Requited for Each individual Cener. Pafinar, ang
Fesponaible Person Definitior, # a Femals, List Apy (iven, Mamied, and

ey Hesponsinie Perscim b the Business. Sk nBmistion X0 for
Nzitan Naemes, a.g.. Wy Alice {Smith) dones, T NoF ke, John

dores. ™ (i additivhal steisa is reedad, use g sepasale shest] Edoh Responsibile Porsoy Must Complete Al formation In this Section.

LounTy-at
Citfzenshiy|
Home Addrese ) -
Position and Lt arore s Plgﬁha_f
; syl o, # Race and Emnniclty
Full Nafrie Sotial Sacurity Pf_&&sﬁ‘p WUE ‘E}*Oa‘j{ . 3;1?&3 . X Daxa: of S Rusidancs
! Number ROdrEss you have [ APDENNE ity Siatel Hirth . :
N oty | it tia ost & | Nomimmiprangf Y0 S8 (Pissso chark one Talophana:
{Soma §BG:"'@'/ venss. #ilens hust g”‘ 7“’;" g4 o1 imoTa Loxea) No.
fjg{mb;{rs) omlsre 2 | COUNIY
ALY Sifermatn ik
Yerrs 723,
Dr%avé?et's Indiamr ot Adaskis it
[ Jroston tosadanar Qb Dot
i
m'#:m
¥ smorisg i lnrkan’e kst Milne.
HESoH]
Dfﬂhm
(e
D-‘\‘b;{su Fealan o Ol Puciie
e
Dm:e
ATH B F 0331015
Ruviond Migy My
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Country of

Cltizenzhip)
Home Addross
Pizzitian and Aistamors Tisn Pl;?r:haf Ra i
! v o, e ons, if co and Ethnicity
Full Name Bosial Ga,w rity ;;ﬁzﬁ;ﬁgiﬁfy ¥ spoiaunis, y Date of Sox | Besldanca
Rt e st & Konimigran PO Stata] Birth {Fioase chesk one Telephone
{Sosial Secirity | T |pens oy (o7 FOmigr or-mdra Boxes) No.
Number is years. s Countsy)
vatuntury} informatian
itom 25,

Aot WSt 41 AleSKie D
ﬁ;.‘;}&é‘l

iR o AR AT
G0 AR

T Yot Hiwsbizin e Gitor Piciie
el Jansdr

D Wile

B Amisinzn IndEna AR st
%Ait‘{l

Blagk
E}w«.pa;

ot ewaiiay m (i Povifey
Bargar

[

23, Honimmigrant Alies Cartiisanon of Compliante With 18 (L0 B22{gMEN. ¥ additienal spacs is needsd, use-a soparate sheat.

18 U545, 92240)IS)15) ganefally miakes it unlawfe] for any nopimmigrant alisn 1o ehip or ranspars i iNarstdts or lofsign’ cOMIErce, oF PosssEs in of
aMfecting commetse, apy fireagms o ammunition; &f to receive aty firaarms.or ammuiisn wiich hava bsan &hlppsd Ss !;ansponer.l iintarstate or foreign
commerce. Al nanbravigrarit alens Hsiad in ftam 22 must complets the fdfiowing ioformation ssrifying complianca with 18 U.S.C. S23{(g)(E)(2}.

A Name of Pesch Certtying Gomiphance Last, First: wigdls itk

B, tmrdgration and Costems Enlaaiont (1CE} Issled AlEy NUmber oF Adimission Numnbsr {Frevimsly INS Aumbery

G. Are you in pogsassion of & valid luiing loense of permit lawtully issusd inthe Unied Siatas? E Yes D N

1. i you answansd RO, yous likaly- eainet fawhslly nossess & firsapm and thersfore cannot be a Faderal firearms licénsed.
2. i yod answinred “YER” complsty the foitowing infoammation. and a83ch @ ooy of tha licdpes 6f patmit to he.apfication.

Huntity Licemee or Sermit Muamber, if any Blate of tesuanes Explrenon Dete, ¥ sny
Give Fuil Details-on & Sep;u'ata Sheet for Ali “Yes™ Answers in (fems 23 3nd 23. Ve | Mo
24, Has Applicant A, Helil'a Faderal Firsarms Ucense?
af &y Parson B. Been Deried a Fedstal Flreams Ugansa?

Heiored toin - - - - v -
item 22 Abovo: {. Beenan Otficer v a Uorporation Holding a Federal Firsarns Livenge?

D. Baan gn Employes of.a Federat Fireanns Licerizei?

£, Hed aFedefal Freams Ligdnse Bayoksa?

25 s Applicant or AL Charged &y infasmation g tindar indiciment iy oy Court for a Feleny, of any Ciher Chime for Which the

any Person Jugge Could Imarisen You fr More Than OmeYear?
Hamedin ftem g & pugiivetion Justics”
2% Ahove: -

2 An alien Who js Heoally or Uhtawtilly in the United States?

D, Ungsr 27 Yaors of fgs?

B, An Ueiaiiul User of, or Addisted Yo, Marjuana, of any Depragsant, Stimulant or Navcotie Dnig: o any
oliver Cohtrgfied Substante?

F. Suhjeet to o Court Owder Restraibing HiviHer from Harsssing, Stalidig. o Thrastening hismer child or
an irtimate. Padnar or Child or Saoh Papiner?

ATRYurm ¥LA316000)
Rooied May 2007
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Give Full Details on a Separate Sheet tor Al “Yes™ Answers it ltamds, Yes | Ma
£5. Has Applicart A Baan Conwicted it any Ooun of a Salody, or any other orime for which the Judges Cauld fHave impdsoned

or ahy Person Yoy far t2ore Than Ong Yeas Even if You Received a Shomer Sentence, inclhuding Prebation??

N;lmed n ham #, Been Dischargad from @e Arned Forces Undar Dishonorakls Conditions?

22 Ever.

O, Been Adgudiciisd a9 5 Mentad Geigusva, st hsludss Hoving Been Adldicated ndamlisterd o
Marane Your Own Aftairs, or Been Commitied to any Mental Institution?

0. Benounced Uniled States Citizenship 7

E. Beep Convizted n any Coun of 2 Misgemeanor Oiime of Domestc Viclenca? (Sea definition §3;

N~

“alprmalinn”is 0 leimal snctsahion of trutes JUIEE BY & plossculing Aiatines s disingashad Tore aaindidionn] prosenied by A'gand poy
Youmay atsaer NOVITal you have baen pardonst fe the onime ur (D3 the cosivistion has been oipisged o sel aside of (&) Wour civit nghis have boan restorad AN

yut are ol prodpbita:d from posses3ihg o recaivit Ay TrEatng emeler e 1w Whare it conma on OUGEIRd,

27. Appiicant Centification {Plerse read snd initial agch box;

NN

Thabusiness to bo sonducted under the Federal Firaarms License is not prohibited hy Stale or loval law al the premizas shown in
ftam 5, This insludes complianto with 2onhing ordinances:

Within 30 days after the appiicsilon is-approved, the buginess will comply with the reguiramants of State and lueal Mw applicabie
i¢ the comduct of businoss,

Business wiil not be conducted under the license unti! the requiramanta of State and locai law applicabla to the busi have
Besti met.

& camplated copy of this Torm has bedh aém {maifed or Geilvered) ta tha Chief Law Enferedmont Officar of tha focalRy in which the
premises Is iocatod, (Sea instruciion #5.)

Ao requirad by $84.5.C. 923 {dj{1)(G}, L-cartify thal sacurs gun storage or cafety dovieds will bie available at any place i which
firedmis are aoid undar this Federal Fifaarms Liconse 1o persons who are not fleshaces.

Nane of CHist Law Enforcament CHisst (CLED)

C'LEG‘:: Addriesn fnclude ne., sireal, oy, counly, Sate, and ZIP. Gods}

28, Cortitisation: Under the penalties imposed by 18 U.5.C. $24, | dectare that | have sxamined
thig applisation and ihe documenis subimittad ih cupport tharsof, and ta the best bf my
k‘.nnwledgeand veliel, thay are-true, correct-and complatea. This slgnature, when presentad
by a'duly authorized reprasentative of the bepanment of Justice; will coristitute ¢onsant
and authority for the appreprinte Bephfinent of Justice reprnsantaiive 16 oxaming and

obtain copies and-absirscis of records and to vecaive statemenis snd information regarding Ahach
the background of all rasponsible persons. Speciicaily, | heroby authorize the refeass of ¥xXeg
ths {olfewing data or récords to ATF: Military Information/recards, medical informations Phatograph(s)
ratords, police and eriminal rocords. Plase

{Fee instiuciion ¥10)

Sign
Hera

Title

Gate

For ATF Use Only

25 Appiication 1s Fessons for Denidd of Applicalon

E] Appraved D Derded

Sfanature of Licensing Ofticial Dae

information for the Chief Law Enforcemont Officer

THisfori provides noiification of a persen’s iMent 16 apply do7 & Fagersl fireanive licenze. I{ tsquires no aclion sn yolr pad. Howeves, should yau
have informatibn that may disquaiify he persor from ooy ziring a Fecetal firsarms license, please contae] G Fedsral Fifsams Licensing Centar af
{404y $1T-2750. A 'Yes' answor 16 Items 94, £25, andg 28-could disqualify a parson for'a iense. Alse, ATF may hot ixste o fizemss i 16 businass
wosiigl ba i wotagon of State or local fa,

ATE Yorm TI5530)
sl Wk 2993
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U8, Department of Justice OBIf No. 140018
Buvean o Alsohol, Tobnown, Fireasis and Bxplosives 3 . p o - . 5
’ ' “ Application for Federal Firearms Livense

For ATF Usa Opgy

1. Name of Qwner or Corporalion {7 padoership, include nesnt of vach parner)

lad

. Emp[c};ier ldenmigauon’ Hurnber 14, Name of Gounty in Which Business
{EHiE) or Secal Begunty Number i5 Logated
(SSN is Vofuntary)

z. Trade or Busircss Mame, [f any

£, Businass Addess (FED or siree! number, ¢y, Slats, and ZiF 6. Mailing Address (i diferant fram adiress in itam #53
sode) (NOTE: The business addmss CANNGT se & P.0. Box.)

7. Gantact Numbets (fnciode Avea fode)

Busingss Plone Fax Mumbar
Gell Frone 24 Hour Exnsigency & {f diffsrent]
§. Appiicant's Dusiness is (Gsiect onel
[ individualiy Ownee "] a Padnerstip { A Goparaten (i otnar {Specity}
3, Describs Specific Attty Applicantis Engagad in, of Infends Engaga i, Which Baquires a 10D Yo intend to Engage i
Faderal Firearms Lisense. /Sule of ammunrion aine dogs not raguire a ficenses:) Business a8 a Fawnbroke:?

Cves e
11, Appficefien Is Mage For & Licerise Under 12.U.S.C; Chapter 44 83 & {Place:.ay "X™ in Me-aporo0rists box. Sutink thefee noled nex( 1o the
box with the applicakion. Licenses ard issued fora Q-yoar parivd. See nstruction #13 fof pagment intormation.}

Typé Dszenpiion of Licéwss Type Foe
a4/02 ;.;eaﬁer [67], Irsiuding Pawrbrokar {02“) i Firaarms Gmrer Than Destruclive Levices. {Ireluttes: fHdias, Bhotguns, Fatois, sz00 [
evolvers, Gursmith avitetigs add Natrsnal-Flzams Act (NFR) Weapons;
65 |namutachiner of Ammunitien for Slrearms Qfior Thet Arimiition for Destusiva Devices of AmMor Figicing Amuausition 836 [
07 |Manufacturer of Fiteanns St Than Destiuctive Devises 356 []
sa m& Ic;zn Fg;ﬁnsﬁ?ﬁhzg gaglizreggmcslw awicasor Ammunition for Frenmns Other Than Destticiive Dawfas ar & 15 5 0
i g Ammumiiion (N OTE: Imparter of ?‘andguns arxt itiies, see Instruction 38
09 |Dealer In Desinictive Devices: 83006 |}
1 | Manufsctueer of Destructive Davices, Ammunition for Dastructive Devices or Armer Plarsing Ammunilon 332000 L_j
11 lrporizr of Destrugtive Dovices, Ammunition for Destructve Devices ue Armos Plefomg Bmivuaition (Ses inslriction 28) 3000 03

Capy 2 - ATF Depy
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13, Mourg of Operation of Acpfica!'s Businass [Must ba complated!

14, 18 Apphicant Presantiy Engeged in a Business

Time i Sun won Tues Wad The : Fo Szt Requirng a Federal Fireanns License? (# "Yos,”
amewar 145}
Open i [ ¥ss [} No
14z Present Federal Firearms Livense Number
{iese
]
15, 4 You Have Sarvad In tHhe Armad Forces, Provids | Service Serial Number ! ptllifary Brarch

thve Servies Serial Nurrher and Blitary Sranch,

16, Applicants Business Fremises Are
[T Owned [HeasadiResnted 7 Mititay

IF AENTED QR LEASED, PLEASE PROVILE THE NAKE, ADURESS; AND
TELEPHONE NUMEBER OF THE PROPERTY OWNER,

Nams and Address of Propetty Quwner (7 appiicaisier

Tetephony Number of Fropedy Gumer (7 appicabie)

10, Do You intend To Make a Piofit from ¥ our Budifess?

{1 Yas [_] Mo ¥ ro, do not-eubmit application)

17 rdlenie Type of Rusiness Premizes

Zohed Zonad

Commarcial: Rosidential:

{0 store From [ Singe Family Dualing
{J Cftice [} CendominiumApariien
{3 Rod & Gun Chib [ Hotaiidetal

1 iitary Bass
0 oihar (Shscifys

[ Pubtic Haueing

{F THE PREMISES ARE LOTATED ON A MILITARY INSTALLATION,

ATTACH A COPY OF WRITTEN AUTHORIZATION FROM THE BASE

COMMANDER T¢ CONDUCT A FIREARNMS BUSINESS ON THE
KOLITARY INSTALLATION,

18z, Do ¥ou tnters To Bl Firsans Only af Gt Shaws?

[7] Ne

{01 ves {3f yes, do rror submit apphicaticn)

9. Do ou rtend 1o Use Your Liasriss Only 1o Acquirs Parsona
Fimarms? '

{71 Yes (¥ yas, do not submit agpiizaiion.)

71 Ne

i Busiripss was, Oblaingd Fror Soridons Else. Provide the Faliawng information

24, HMamo of Prsvious Business

2%, Fedaral Fireame eenes Nuhbar

27, Frouits the titomakion Requiiei for Bach ndvidial Cwnir, Pafnier. and Difier Fgepansitis Parsons io the Susiness. $ak insiticsen $10710r
Bespensiblie Paergon Defintion. It o Female, List Any Given, Mardos, and iaiden Names, 9.5., "Mary Nier pSmiti Jonas,” Wot rs, John
dongs,” {If additional space s needed, use & separte stiesl. ) Bach Responsibla Parson Must Complete Al Informatiom th this Sedtisn.

Country ot
Sizsnshilp
Honia Addross st ahose i Place of
P ACE O
Positionand 3. ovids 9 o:e. .’,‘-.m " sin Race and Etanfeity
Foll Nans Sacts! Secrity |710950 FIOVED OURY s Date of $ix| Residency
Hombar : ey ﬂf?;-’ “g’-“ At iy, Srare; Birth (Piossa cheok 0ns T | Telephona
{Sosfal Secysity lvad iy thel nat ligsg st or Foraign o7 more boxes} No:
! o T enrs. AllEgns ; € DONE
Sumbar is compleieoff |© VYR
Vigtntary) stiematens
ngmavain
irem 23,

Emnu e | R T SNk e

{ AN
ek & AN AR

C]uw,«emm'

Citar Pacily

F] i s Ar i e
[ s

E R o Xy n Ani
Déi]srx\nr
Dwa?m Ma

shnaar

I VS

arian e GAm7 P

Page
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Country ol
Cltlzenship;
costtion s Home Addreas T pi’g& of ) .
Soctal éncnriiy Fizase provids avery| e, i ) R Botes bt Race and Ethricity Resld
Fuii Hame Numbee addrass you rave | |(ApokabE [y, State,! Birth ) sex | Aesidance
Socinl Soegnty |20 10 ha iast 5 obpmgiani Ji')c;re' . {Prease sheck one Telophone
(Setial Sosunly yoars. . shisess et g i oF more bbxes} Na.
:‘:2:25; 9_" i <olfplste & ountry]
nany} itormaion in

item £23.

| feneican Ws¥an o alvsip il
| s
§ B of Afasn Ameaieses

Ak

Re HaWAIRT & G Pleths
Bl

Ml

23,

Nonimwigrant Alien Canliieation of Gompliance With 18 ULS.C. ¢2200iEXR. i addifonal spacs is heeded, uss o separate shest.

18 U.B.C. 6Z2{{BHB) genarally makes It Unfawlul for any nepimniigrant alion to ship of texsport in intarstats or 1Greign commerss, o possess i &
atfeching commEree. GNY HrSarma of emmURion; o to ressve any firzams or ammurition which have beenshippsd of ranspenad b Interstats o foreign
gommerce. Aft mofimiiorant aiens lisied i item 22 must canplety e following information Sertifying complancs with 15 C.5.C. 922{g}iGNE).

&, Narte of Pemon Gerlifying Canpliancs Laat Frist Middle gal
B. Immigraticn and Siislaing Entorisimant JGE) lssuid Alien Number or Adiiesion Number (Prvixsly NS Nuibér
G Arp yourin possesaidn of & vafid Kunfing livense or permit lawhilly issupd i e Unitsd States? ] Yes i

1 My anewered "NG," you likely canintit lawloly pesaags a fiream aad Rierstoreiishinal be a Federal firsarms licgnses.
2. 1§ you sisvrared “YES” complete the dcilowing Infommaton, ahd attach a copy-of g fcanga of pémit to the appiicatidn,

Hunting Licenss oy Peimit Number, i any Sinte of issLanse Expirataen Datz, If any
Ghep Full bém{!s of & Separate Shest for ALl “Yas™ Answars in ems 24 and 28, Yas | N
24 Hag. Applicant A Hold o Fadegs Fireams License?
o Ay Perseni VR Biin Dimed & Fedoral Fieamns License?

Beterrgd to in

Hem 22 Above: . Desn an Othices I 3 Comporation Halding a Bedera) Firkanns Licsnss?

o

. Baan an Empléyes of o Fedsral Firemsms Licenses?

Had o Fedsaral Flrgaimg Liténie Ravoked?

=3
o

5.1 Appiizant o

}afnc;

. Ukarged by nfermation or Undes [rudictmert in any Coudt 10F a reiony. or arty Giher Grirme for Which the
any Pérsoy Jutes Coutd Kripesen You for Mo Than Ong Yesr?®

Namgd in Jtem - A Fugitive from.dustice?

a.‘ A o A by % N . H - -
2 Ancs . An Alieny Who is agaily or Unlawfully in the United States?

Florim

. Under 21 Years of Ags?

. An Untawidul Usel of, or Addieted 1o, Karjugaa, or any Ba*presézim Strraan or Narcotic Drag, of any
ottt Controtied Substance?

mi

o

. Subjest ty FCourt Grder Restiaimng Him/Heriron Harassing, Stalking, or Threatening hiader 250 o
an intimate Farher or- Chitd or Such Partner?

SV Form TR

Rawisad May xS

Page 81



ATF O 3310.4C
03/19/2013

Give: Full Details dft 4 Sepasrate Sheet for All “Yes™ Answers b item¥5. Yes i No
2. Hae Applicarit AL Daen Sowicted in any Court of a Faiony, ot any dlter eime for which $1e Judos Could Have Impnsoned i

o¢ eby Farson Yeou for Stors Than Dne Year, Evert i You Hecaived a Shorter Sentence, kichuding Probation??

stg&d in fam 8. Been Discharged (om s Arned Forces Ynder Dishonorabla Conditons?

22 Bver:

C. Besh Agjurtiasted et Mantal Dslective  Whishy Ingtudes Having Besn Adjudicatad Incempstent o
Manage Your D AMairs, of Been Cormmittad fo any Mewial instithlion?

. Rencunesd United Btafes Cititensip?

E. Been Donwictad i any Court of a Misdemeanor (iims of Domesid Victense? (Ses delinition ¥3)

“Ifemation” 4 [0 mal ACCusAtor O il e by A prosaculing wliney, as GISHIIRISTaN Fom At Tndknserd ploseaied by & grand puy

Yy anvsrst NO T (4 pol Save baen pacdonen Jor e ctitme or {07 1he Consichion 505 Desin expunded of sef aside of (o) yes oivil dghis hava beon nskod AND

Fod g ot preldn e Tor oS seRs g 7 faesdrg ANy Tieanns 1aries i (2w where e porrision aomin ed.

27. Applicant Certification {Please read and.imifial each box}

The business {o be conducted under the Federal Firearms License ls hot prohibited by Stateror locaf jaw ai the premizas shown in
item Y. This Includes compilanca with Xoning ordinances.

Within 30 aays after ine application is-approved, tha business Wi compiy with e régqulvementa o1 Stato and ibca! law applicalie
to the conduct of busness.

Buginess will not be canducted under the lisensa untii the requirements of State and iocal law applicable to the businees have
Béen madt,

& comgiotett copy of this form has béen sent {mafind or delivered) ta tha Chief Law Entorcament Officer of the locality in which the
pramisas {5 coated. (See insiruction #5.)

Ag required by 18 U.5.G. 923 (4X{1HG), i certify:that sacure gun stovage or sataty dovices wiil be avaiiable at any place in which
firearms are'sold under this Fedaral Firearms Licensé (o perscns who are nol licensaes,

-

DDE]DD

Mama of Chisf Lew Erdordamsnt Officer /OLEQY

GLEQ's Address {Inofude no., stroat, oliy, cotinly, State, and 2P Codaj

28 -Certfiication: Under $he penaities aposad by 18 (.8.C, 424, | declara that { have.axaminad
thig applicatien apd the decumeiiis subnitted if suppert thedeof, and 1o tha bast of my
knawledge and brlist, they are true, corrsct and.compizte, This signature, when pregented
by wduly authorized representative of the Department of Justice, Wil conbiltule Gonsent
ang nu!hority 1o the appropriale Department.ol Justice ropres: fua to axan and
okiain copies and ebatracts of records and to receive sxatemenn and inlormation regarding . Attach
ihe background of all responeible persons. Specitically, | hereby sudhorize the release of 2X2
tha foliowing dats or recprde to ATF: MRitary Informationiracords, medizal information/ Phetograph{s)
records, police and c¢riminal records. Hers
- (S8 Insiroction #1056}
Sign
Hizro
Titls
Date
Far ATF Use Only
28 Appiication i Reasons for Denial of Application
D Approved D Deniad
Signature of Licensing Official Dale

informaiion for the Chief Law Enforcemant Officer .

This dorm providzs nolifteatian 52 a parson’s intsal trapply fora Federal freams tcenss, B roquisss no aclion po.your parl. However, should yeu
Bave ifartnation that may o squality th3 persor from nbizining o Fedira firsarms teenss, please somadt the Eadstal Firsarms Licensing Ceniar 7t
{4043 a17-275D, A Wes® answar to items 424, #25, and 426 could disqualily a person far a ficense. Also, ATF may het s3us a hoansi If e businass
woutd ba i visiotion of Btate or losal lew.

ATE Foan 715450,
Howisud by 20T
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. OME Ne, 1140-1045
B.5. Depariment of fusilea AE e

Burewa of Aleobisl, Toheces, Firserns and Bxplosives

Application for Federal Firearms License

For ATF Use Onty

1. Marne of Cwner or Corparatian {If padnership, includs name. of each partser)

¥ Trags & Busineas Nama, if any 3. Employer identfication Numbesr  |4. Name of Gounty in Which Rusineas
(1% or Soéisl Sécuitty Number ia Locatad

(SSN s Yalunlary)

5. Businass Address (RED or skrset number, cily, Siale, ans ZIF 6. Matting Address (If different frony addrasa I ony #5)
code} (NOTE: Thsiusinsss address CANNGT be a PO, Boxd

7. Contact Muinbats finclidie Arsa Cods)

Busi Phese Fax Kurabar
26l Phone 24 Hour Emargancy & {Irdifferent]
#. Appilcant's Business & (Gwfact one}
[individuaty Gened 7] A Farnershig []A eomoration [Jater (Seetity)
8. Describe Specific Activily Applicant fs Engaged in, or Infanss to Engane In, Whith Maguires 2 40,05 Tou Inlend 1o Engage in
Federal Firssanms Lidense. (Bale of ammunition alone does notmaquis 2 {fcanse.} Business ax a Pawioroker?

Oves ONe
T Apgiication 1§ Aiade Fora Ltenss Under 18 B 8.0, Chapter 44 as a; (Flace &y "X iy he.gpproptiate box. Subrmi the 69 ndiad nextio the
Do with ihe application., Litenses are iasued for a Syear geriod. See instiucton #13 for gayment inidrination.

Type . Description of Lieense Type Faa
O oty e o B 0 g e O SO P | g ]
86 Juianutoctiner of Anundnition for Flrsaras Sier Thar Ammuniion for Destiuclive Davigas or Ammos Plescing Ammunigon | 830 [}
07 ndarddanurs-of Fitbarms (ibar Than Desfructive Dvises RS |
o8 mge__r_gf Fhigamns Cther Than ID@:;trucﬂvs Davyices or {\rr{munit!on for Firearns Q?&ér Than Oa}t{;{cﬂyaf?aﬂpg;, r sts0 [
rition Othar Than Auvor Plewing Ammunivon INOYE: imporler of bandgms.and rifles, see inairuciion A
09 | Dedler in Desinserive Devices ) ) saoen [}
10 febnufaziunr of Dpatrudtivs Dovices, Arsmurition for Dastmictive Devicos or Armor Flercing Ammusition 33000 D
15 fIrepeiter of Destructive Devicss; Ammuriton for Destuctvn Devites of Abmor Piercing Amnuniton {See instruction £5) 53600 [

S
SR S T

Bevitedl Wiy §

Copy 2 « ATT Copy
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13, Hows of Opacation of .-.‘pﬁ!icani’s Busingss (Ausi e compteisd)

4. 15 Applizant Prasshily Bngagad in a Business
Titns San Mo Fias Wed Thiu Fri Sat 1 Bequinng a Fedsral Fimanns Licensa? & "Yes,”
T ansWed e}
Open g I Yas ] Ne
t14a, Present Federal Freamms License Number
Cloge i
15, 1 Yeu Haye Seqved.in the Anned Forces, Pravids | Service Saaal Number Miitary Sranch

the Service Sarigi Number and Mititary Hangh,

18 Appllcants Busingss Prenises A

[ Guned |7l LeangiiRented 7] asstitary

I RENTED OR LEASED, PLEASE. PROVIDE THE NAKME, ADDRESS, AND
TELEPHONE NUMBER OF THE PROPERTY OWNER.

Name ang Adsess of Froparty Gwner (if applicabie:

Tutaphons Muambar of Fropsily Gunér {i7 dppfioable)

19, 3% You Intend To iake & Frofit from Your Gusiness?

] Yes [] Ne fif ro, do notsubmst-application;

17 indicaie Type of Business Pramines

Zoned Zored,

Commenal Residential

) siora Fron: 7 singls Family Dwsaliing
3 oOtiice [ sondominiumé#pastmant
[ Fiod & Gur: Cliib 3 Hotelibozel

[ wistary Bass [7 Pubiic Housing

[ Gther (Bpecity)

IF THE PREMISES ARE LOCATED 0N A MILITARY INSTALLATION,
ATTACH A COPY OF WRITTEN AUTHORIZATION FROM THE BASE
COMMANDER TC CONDUGCT A FIREARMS BUSINESS DM THE
BAILITARY INSTALLATION,

t8a. Do ou intend To Sall Flraarmis Only at Gun Shews?

[7] Ne

[ Yes {# yes, g0 noi subnsit appiication)

19, Dooy intahd 10 Uss Your Lisanss Only to Acquire Personal

Firearms?

71 Yes @ yos, do not submk applization,)

"1 No

It Buinses was Obfained From Someons BI85, Provids the Foliosing infornation,

20, Name of Previcus Businzes

2%, Fodaral Fireanms License Number

2. Pecvide the tifonriation Required for Fach individual Ovar, Padrist, and Other Kebodrsitie Paisons in thé Blsingds. 586 insinicion #14 far
Rasponsibie Persor Definition. 1 a Female, Ust Any Given, Marmad, 2nd Maiden Natmes, 8.9., “Mary Alice (Smith) Jonas,” Not “krs. donn
Jdongs,” (K eddifonal space iz pesded, Use & separatée shipsl ; Each Respdanstble:Persen Must Complete All Informstion in this Secticn.

Country of
Citizanahip
Hubis Adidress . TR
Position and ks o e P!;lo';ot}sd
i : Detes pth o d g ’ ) Raee and Ethnielty’
Full Hame Soclal Sacurity | Fioass provide avaty aoptcabie .. jDateot Sox | Residance
Nimbar address you have (RSO demes cione 1 Rl e
amhar ai ) Maniwemigaang| (208 STEE, {Flozse check one Telephane
Sopal Secrity |MRY 1 e fast 5 or Foreign ! ,
Povtal HecLTlY . Wiens mist Oreiy Gr more oxes) No.
Numier is years. o iaunm)
Vbz‘i;n by compiate.ail g
M) voratan i
Tam K23,
[ emericn inesz s alasis Ml
;A
1 30ck o Altisar aniitean
Hisparim gy balitn
D S Hawigicz Diher el
S
i
7 aniecit, Wniseior hiasys W,
| XS5
 Fa0% o ke AT
SR TR
Hateoiing Ghy Fafic
st
‘ L__]?I!;ﬁn
ATE Siom TRILL TN

Reviged May 2005
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Country ot |
Sitizenshifp |
Home
Position and hesrece Lt A ki Pg?;hd Ra nd Ethnicit
" . N
Full Ramo Soclat Ssousity | FeSE provide every ;mj‘., » Date of w5 e ety Sax | Residence
address you have PRICATD. | .
Humbor Pase gl Aol Noirmigraint (City, State,} Birth {Please chosk ane Telephone
(Soint Security yourt, P i orfiore boxes) Ne.
{Ygg:;:’-’" ' NN
i bfomation i
Hom £22,

bt
Iy

DW‘?&-

D ARSI HERe 1 Alsrn HEBR
'—-i LiEn

E [Hock ar A En R
Hispwie s Ladive
MaES Havrnln'a cinat ianss
IET

D‘f‘x &

i
i

i

53 Neninunigrant Allen Cartification of Compiiamee Witk 16 U520, $22(g5B). i acdidonal space j& neaded, uss a soparafe aheet.

18'U.5.C, Y2R{g)a)(E) genccally malkas it uniawtul for any asaimimigiant aliar 1o ship o rangpart in inteystate of foreign aompares, of passegs i dl

affacnng corenerce, amy frsanmz ar ammruriion; oF (- regoive any fits sims or @amunition whish.nave bsonshipped of transported
coinmercs.  All noninnigrant alisns Hstad it Hem £2 must complets fre {olfowing intormatice otmymg comipliance with 12

inintarstate of f«;rsrgn
UEG S22(g)siE].

A, Nsinie-of Pason Certfiing Qamplance L gt Flrsi: Middis nital:
B. ipiigration. and Cusiotds Enforcemzit (1CE) 1S5aeq Alisn Number o Adinlfesioly Nt (Preistey INS Sispbsr:
G, Are-yGu in pogsassian of @ valid huntiig Héense of peirmil iawluly iseusd e Undad St [ Yos I ho

1. M you-answersd MO, ved likely cannat Iseillly piasess o firgarm aid therafers cannol by & Ferleral firsamms fitapsas,
2. ¥ you answessd YESF compiets the foliowing informistion, and sttach a oy of 1 leonss of paimit to the appication.

Hiptiry Licensp ot Permit Rtmber, if any Stave of lasvancs Expiration

Trate, Hany

Give Fuil Detalls on a Separate Sheet for AYl "Yes” Afswers in Hems 24 and 26,

vEg| No

24, Has Applirant A, Hetd a Fadersd Flreamms Licenss?
o Ay Fegoen B. Been Deréed a Faderal Fireamms Licensae?
Aafored ton - - —
Resn 22 Abyove: G. Bezn an Qificer In a:Comporation Helding & Fadarat Firsarms Licenss?
D. Been an Employes of a Federal Firsamas Livenzas?
. Mad a Federst Fireanns License Revoksd?
25 s Agplicant or A. Charged by Informaton orBhder indistaient in any Court for a Feiory, or any Ottier Crime for Which he
any Persen Judgs o Imprison You for More Thai Ong Yeas?!
Mamed in item B, A Fugitive drom Justice?
22 dbovsr

©. An Alian $Who e lagatly or Unlawiidly in the United Stales?

D. Under 27 Vears of Ags?

.
other Contolied Substance?

An Unlsdut User 0! or Addicted &, Maridana, o any Depréssant, Slimu!ant m Nareatic Drug, ar any

1y
[

an Infimete Paitoay of Ohld or Such Pariner?:

Subject 1 8 Court Crder Restreiring Himdler fram Haragsing, Stafking, or Threstening tafher chid or

ATT Farm {53009 L)
Revised May 2404573
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Give Full Bataiis on.a Separate Sheet Tor Al “Yes” Angwers In itoim2s,

Yes | No

26, Hag Applicant
or any Person
Namead in lwmin
22 Bver:

A.

Been Conviated m any Court of a Felony, or any othel crime o which the Judge Conid Have mprisonsd
Tom fer More Than Qe Yadr, Ever i Yo Received a Shorter Santanca, indluing Probation™

2.

Bean Mischargad frow: the Armad Forges Undes Dishenorabls Conditons?

D

<

Been Adjudicatsd 98 a Mantal Datective, Wiieh Inciudes Having Been Adiudicated Incompetant 1o
Manage Your Oen Affairs, or Besn Comnitted o any Manml inatiudicn?

Rencunced Ly xned kxatﬂa Thiz enship”

£

Bean Convietsd in gny Colrt of 2 Migdemegansr Crime of Domestic V:‘otence-'? -{S-éa-vvbsr{w{-r"aﬁ ;?3)

“lelonnaling’ §

7 s sogusalion of cime made by 4 prisccding sitormey, 45 n.!ishmubim_!}tm}x anrinlEine: | presenied 1y & gamding.

BVou gy ansised NG EGE sou hie be pacdoned Jo¢ e cdrie of (b3 e contriclion hins Buen eXpanga oF selaside of (o) yotd clvll fights have Daen taskives SN[
Vol d e g prakpbite g rom passesting of feosiving s fieeanmszrden he faw wheme dweoniviclan oootized,

27. Apptizant Cerlitication {Pleass read and infflaf exch hox)
i Thebusiness to b sonducted under tho Fedsrat Firearme: License is nat prohibited by State or fodal faw at the premisae chown i
1§ iem 5 This Includes compiiance with zoning ordinances,

'E ] Within 30 daye atter the Gpplicelion e approved. the businese witi comply with the requirements of Stata 2nd focai jaw applicalsie
1o the sonduct 6f business.

been met,

§ I Bugiese wWill not be conducted undor the license untll the requirements of State and local law sppiicable 1¢ the busineas have

A sompleted sopy of thisform has beep-sent {mailed or delivered) to the Chiefl Lew Enforesment Officer of the focality in which the
premiges is located, (See insiruction #5.)

Az raquired by 18 U.S.C. $23.(d)(1){C), | certity that secure gun storage or safely devices will bo available at any piace in which
firearnms-are sold ander this Fadéral Firearms Liconss 10 porsors wha are not licensnea.

tiame of Chief Law Enforcement Gfficer [OLEQ)

CLEO's Addréss {cluds no,, stveel, cily, county, Stafe; and ZIP Code)

78 Certification: Under thie penaliies Impoced by ¥8 U.5.C: 524, | declare that | have examired
this application and the documenis. submifiad in support therso!, Ahd io the bestdf my
Knnwiadge and beiiaf, they are true, correei and compie{e. This signature, when presenied
by a duly authorized representalive of the Deparbment af Justice, will constituta consent
and authority for the appropriate Depariment of Justice representative 6 examine and

abtain coptes and abatracts af reesrds and to'recaliva slatements and information ragarding Attach
the background of ail rasponsibla persons. Speeiﬂcﬂﬁy, ! horeby authorfze tha reloase of 2X2
the following data or recorde to ATF. Military informationiracarde, medical infarmation/ Photographis}
recorde, police and ctiminal rocords, Hirg
{8ee Instructian #10)
Sign
Hera
Tile
Dne
Far ATF ise Only
22 Appligation is Fwrasons for Deniat of Agplicaticn
[ approves [ Denisd

Signature of Licaasing Officiat

wtormation for the GHiss Law Enforcament Otticer

This fouy provideg rotifivation of 2 parson's et to apply tor & Fadel fraarss Hosnse.

it reuitas o asfon on yaur pstt HowsitsT, should wou

faye infomatian that may slsqualify the persen frerg chiaining a Federal firoarms license, plaass contact the Focsral Fireams Usestsing Canter at
(4045 417:2750, A Vo™ answar t items #24, #95, and 28 couid disqualify a persoh for a license. Algn, ATF miay néi Baus & Toerte § He Susiness
wiolld be i viotabon of State-or ocal law.

LTF Faezn 78
Rewjsed Moy 103
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netruction Sheet For ATF Form ? {5310.12)
{Detach this Insiruetion sheet belors submiltig yodr appileation.}

TYPE or PRINT with batt-point pan, except for the signature in forn 22, Any attachied shesis must

a. Bo Identifiad wifty your naime, trade name, address, and Employar identification Nuiber or Sotial Secutity Number (Sociai Security Number
fs Volintary) at e 1op of aach page.
b Réfor to the queslions belny answersid,

Isguance of yaur; fisenae will be delayed ¥ the fee i not imeluded or incorrect, or if the form iz incempiste o othetwise improperly
prepared.

Adicenss Undor 18 U.8.C. Chapter 4d:

a. 12 MOT a ficense to carry, use, of posséss a fiream.

b. Cenfers WO right or privitege to gondust businoss of activity contrary to Stats o clher iaw.

. 1% 'a business ficense, snd will NOT ba issusd to an appficant #olsly intending fo enliznde a personal Hrearms collsciion. Appiicants for a
caliector of cuyrios and rafios lfenhse must submit an ATF Fom. TGR (BB10.16].

d, is HOT a ficense to sell amimuniton only.

&, s HOT o licansk tobuy and el freams @ gen shows onty.

In most cages, ATF will contact you priorto issuance of @ fnense. Ifyou do not quallfy for a fisense, you wilt he advised in wiiting of the
reagons for demtal and your applcation fee will be refumed. Pleasz noté ATF tanndt pacé calis o biocksd numbsrs,

Applicante muet submit “opy 3 of this form 10 the Chle Law Enforgement:Cifiger (GLED) of tha lecality In witich the premizse sought to be
Bcanged are focated. The CLEG s e Chisfaf Police, the Shotd, oran equivalent offizsr, o e dasiones of such individual,

State faws or tocal odinances. may have requirerments affesling yeur proposed Hreamns business. Cantac vour Stwe e local authorfties for
specin imtoanaion on el requirersents, sea iam €27,

The cerfication in item 28 must e signed by the owner, a parner, or in the case of a corporation, association, oic., by an officer duly
authorizesd to sign fer the applicant.

Appicants intending foimpen firsanne and ammunifon may nsed:4a register wilh ATF under the provisions of the Amag Export Control Act.
Contact the Firsarms and Explosives Impors Branch at {202) 8278320 for funhiér information on registration,

Applicams intending lo dedl in, impei, or mandfacturs waapens subjestto the Nationg Firearms Act (e.g., machineguns, short-barrel shotguns,
and destnimtive devices) are roquitad 1o pay 5 Spedal {Dooupatichal) T Cohtact the Matonal Firsanms Act Branch at (S025-027-8330,

. HAPORTANTE AU regponsilie persons, toinclude sole propristors; must submit 2 propesty prepared FO-288 (Fhgagiint Caid) witt: this

apphc';f:m- Fanerpmt., i be faken by wppmpna?s faw anforcement authnmtes on the enctosed prawpnnied FD 258, The pre—pnm@d
p‘wmgraph mkern w; hir the i&sf G rrcnths and daariy s!‘awzng a-fll fmnt wiew of !he fea‘ues of the applu.a!a: :mh hpad bare must alsa
aceompeny s appiication. Pleasé shsure that sach photographt is dedrny idenfificd.on the reverse with tha full naine: of the resporisinle
person to whom the photgraph applies, and altach © ATF For 7 {5310, 12) i tha-space provided on copy 1. 1 hers afe muliiplé fesporisible
parsons, aftbe-ench nhotograplt fwirh tape) of each responsibie person 1o a ssparsts shoet-of paper and attach 1o fhis farm.

IN ADDITION TO A BOLE PROPRIETER, A RESPONSIBLE PERSON 15

it the cago of a corporation, paﬂn@r&hép, or asgooiaton; any individual Josseasing, difestly ar indirsédly. the power 10 dirdet o¥ audbs the
diresitfon of the sanagement, pollcios, and pratifces of the corpoition, Jarwetsuip, b aesceiaton, instlar as ey pefaly to firearms:

CMULTIPLE LICENSES - You can apply for morg Hay ofe lleonss i the butingss i3 10 be conducted & the saine location, by chotking mork

thar orie tpe o licerise i Nam #3191 Dusingss i3 1o be-conduied at mulipls tocations, a separdle application and Hiodnsa 186 16 required for
surn biisiness logalion

. THg tomm requiFes You 10 aitfers e relemse of cenlaln informadinn to ATF sudk a5 madicat infofmetfionmendriz,  (See g 288 This

information i Used 1o determine, for sxampla, whether the epplicant krsever been adidicated a5 a meniel defactive or cormmitted fo.any
meivial institution,  This informiation is protected by the Fivacy Ant of 1574 and cannot e dscfossd without your wriittsn: authori zatinn.

. PLEASE FORWARD THE ARPPLICATION WITH FEE, PHOTOGRAPH{S]. AND FINGERPRINT CARD{S) Ta:

BUREAL OF ALGOHOL, TOBAGCO, FIREARMS AHIY EXPLOSIVES
P.{1. BOX 409567
ATLANTA, GA& 30384-9567

YOU CAN PAY BY CREDIT/OEBIT GARD (f you chose ihis option, complate item #12), OR CHECK OR MONEY URDER MADE PAYABLE TO
ATE. BLEASE D NOT SEND GASH

IF YOU HAYE ANY GUESTIONS BELATING TO THIS APPLICATION, PLEASE CONTACT THE ATF FEDERAL FIREARMS LIGENSING

GENTER, 600 CENTURY PARKWAY, NE, SUITE 110, ATLANTA. GECRGM 30346, M08 4172

50 OR TOLL FREE 1.38B462-2750, OR YDUR

LOCAL ATF INDUSTRY OPEF‘ATIONS OFFif‘E

EFF Foom TG
Frivised Wy 3803
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Befinitions

s

Restraining Order - Undar 18 U.8.C. §22 (g¥(8}, firsamms may not B8 poseessid of received by parsons subjact to a couft amer that (A}

was issued after a hearing of which the persen tageived actunl notice ant had @ii-opporiunity to.padlcipats in; {7) festrafins such parson from
harassing, stalking, or threaténing an intimate parthér or child of uch inirmate Pariner or person, or angaging in othar conduct hal wold place
ani intimate peiner in reasonable fear of bodiy injury 1o the partner ar ehidd: and (0} {i) includes a finding that sioh peison represents a
credible threat-to the ghysical safely of such intimale partnar or child; or (i) by its terms explicitiy prohibits the use, attempted use, arthreat-
anisd Uss of physica force against such intimata pariner or shiid thet woui reazonably be sxpected to causs bodify injury.

2. Intimata Parter - Wil regpest 10 a person, the spoute of the person, a formey spouse of tha pareon, an individual wiiols & parent of a chid of
ther person, of an individual who cohsbitates or has cohabitated with the person

A, Wisdemeanor Crime of Domestis Yiolaneo - A Fodoral, $iate, or iocal offense that is a misdemeanor under Faderal or State inw and has, a8
an element, the uss or atlsmpted use of physical foree, or the threatensd use of a deidly weapon, committed by B colrent of fofmsy spouse,
parett, or guardian of thé victim. by a persdn with whom the victim shafes a child in corbibon, by & person wiheé is cchiabitating with or has
cohabitated with the wotim g8 & spouss, paremt, orguardian, of by o person simitarly stuated {o & spoUse, parant, o guandian of the vigtim, The
e includss all misdsmeanors thal have as an elament the use or attermnptied use of physical forte ar the threatenad use of a dendly weapon
{o.g., asgauk and Battery), 1 the offenss is commitied by one of thie dafined parios.,

4. Sesure:Gunt Storage or Safety Dovien - (A} a devics thal, when instafied on a firsamn, iz designid: io prevent the fireany from belng nparated
without first dEactivating the device; (B} o device Indgrporated inio the design of the firarms that is déstgnod to piovent the goeration of the
diremm by anyong not having atcess to tha device; o (C)a 2afs, gun safe, gua case, Tock bea, of other device Hat is designed 1o bs or van
be used to atore s firemnn and that is designed: to be unlocked only by means of & key, & combination, of cther similar mears.

5. Honimmigrant. Aftan - An ajien in e United Slates in & nonirmigrant classification. The defintiion includes, in large pan, persons traveling
ternparariy In the. United States for besiiess o pleasure, parsens-siudying in thve United States who mainiaih & resfdense abroad, and certain
forgign workars, The definttion dioss NOT indlide Pénanant residiend dlsns,

G Humting License ar Rermit Lawiuily fesusd in thednited States - A license or pennit issusrd by a Stats forhupitng which is valid ang
urigkpisEd.

Privagy Act information
The folfewing information I providad pusuant to Secticn 3 of the Privacy Astof 1674 B UST. § S62ale) (@)

1. Aulfiority. Soficiiation of this infaurmation 16 authorizéd pursuaiitio 18 US0. § 023 (&) of the Gun Coritrol Agt of 1UBB. Discosure of this
informetion Js mandatory it the applicant wishesto obitain a Federal Fimams Licsnss,

2 Purose, Tostamiines the sligitiity of the dpplicant 3o oblan & firesrias license, and to detgtming tho cwnarship of the businsss. de yph of
firgarms or ammunition 1o be dealt in, e business Pours, the husiess history, and the ldaﬁtity of the responsible perscns ity tha business,

3. Rovting Uses; Thig infornafion wii Dy Ussd by ATF to-iigke-detbrminglions st Tarh in paradraph 2. In additich, itfomation may be
dlsd:sa:i 1o ot}“;er Federal, State, Torsign, and local Taw sntorcement and regulrlony agenoy peretnnel 1 verily infermaation on the application
ard o afd in the performance of thelr dutiss with tespect to the enforcemant and regulilicnrof Frearms-and/or armunition whsre such disclastre
i not probibisd By faw.  The inforrialios may fusthiar be discloged to e Jusliss DlEpadiment i it dppaads & the fumishing of Twss information
may-constiiuie a viotation of Federal law, Flnally, iim m‘éom’aa’(m may be distlosed to members o the public incrder to verily the information on
the application: when sush disdlisure is not profibited by o .

4. Effacteof Mot Suppiing nformation Fequasted. Failurs 1o supply camplets Information will detay processing snd may tesult it dental of tha
appioation,

& Disclosurs.gt-Social Szourity Number, Disclesure of the indvidual’s sociat Seeurity number is voluntary, Under {8 US.G. § 993 (2), ATF bas
the authority to-sdliclt fuis information. The numter may be Used-to venty the ndividval's identity. See Section Tk of the Frivacy AL

Faperwork Raduction Act Notics

This fsquest is in Aceordande wilh he: Papetvirk Redodion At of 1995, Ths informalion gdlectinn iz Used to deleiiiine the sligibiity of the
apoiigart o efgags B gerain operations, todelemnine logafion arsd sxtent of cperations, and 1o determing whetherthe operations will be in
eniomity with FEderid laws and regilafions, The infdmation requested is required to oblain or miain a Denefit @t is mandatory by staiute
(18 U.8.C¢. § 985}

The oatirrated average hurden associated with this collsction is 1 hour and 15 minutes Fer respondant or recordkespar, depanding o individusl
sirprmstinees. Gomainents vonoatring the accurasy of this hurden s5timats and suggsstions fof reducing s burdeli shiould be directed 1 Reports
Managemsnt Gfficer; Document Sevices Braneh, Bureau of Alcohol, Tebasee, Fireanms and Explosives, Wastiingtan, Do 20226,

An agency may niat sonduct or spoRser, and e persci is hiot required o respond to, @ collebiicn of information unless it displaye a cumrenily valid
O ventral number.
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Exhibit 6

U.S. Department of Justice

Bureau of Alcohol, Tobacce,

Firearms and Explosives
Field Division

Date:

TO:

WARNING NOTICE OF STRAW PURCHASING

The Bureau of Alcoho!, Tobacco, Firearms and Explosives (ATF) is the government agency
responsible for enforcing Federal firearms laws. information received by ATF indicates that you
may have acquired one or more firearms from a federally licensed firearms dealer for, or on
behalf of, another person. This letter officially notifies you that Federal {aw prohibits you from
providing false information to a Federal firearms licensee regarding the person who is the
actual transferee-buyer of the firearm(s).

Specifically, Federal law at Title 18, United States Code, Sections 922(a){6) and 924(a)(1){A)},
provides that it is unlawful for any person to make a false statement on a Firearms Transaction
Record, ATF Form 4473, when acquiring a firearm from a Federal firearms licensee. For
example, it is unlawful to knowingly provide a false or incorrect name, address, place of birth,
or other information on ATF Form 4473. it is also unlawful to misrepresent that you are the
actual transferee-buyer of a firearm when you are acquiring the firearm for someone else. You
are not the actual transferee-buyer of a firearm if you are acquiring the firearm for, or on
behalf of, any other person, unless the firearm is a bona fide gift, or being retrieved after
repair. Any person convicted of making a false statement to a Federal firearms licensee when
acquiring a firearm may be imprisoned for up to ten {10} years for violating Section 922{a)(6), or
five (5) years for violating Section 924{a)(1}(A). Such person may also be fined up to $250,000.

This Warning Notice does not constitute a bar to the United States, or any State or municipality,
prosecuting you for any criminal offense related to any unlawful firearm transaction.
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Sincerely yours,

Special Agentin Charge
Bureau of Aicohol, Tobacco, Firearms and Explosives

Field Division

Warning Notice Served by:

Special Agent, ATF:

Date:

Location:

Witnessed by:

Special Agent, ATF:

Date:

| hereby acknowledge receipt of this Warning Notice:

Recipient’s Name {Printed):

Recipient’s Signature:

Date Signed by Recipient:
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Exhibit 6

if you have any questions or have information concerning any illegal firearms purchases, please
contact this office at [phone number].



AD
ASAC
ATF
AUSA

CFR
o

DAD
DEA
DICE
DIO
DOB
DOJ

EPA
EPIC

FBI
FFL
FIG
FTC
FTB
FTS
FO

GCA
GS

HSI
HIDTA

D
ITAR

Jsoc
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Exhibit 7
LIST OF ACRONYMS

Assistant Director

Assistant Special Agent in Charge

Bureau of Alcohol, Tobacco, Firearms and Explosives
Assistant Uniied States Attorney

Code of Federal Regulations
Confidential informant

Deputy Assistant Director

Drug Enforcement Agency

DEA Internet Capabhility Endeavor
Director of industry Operations
Date of Birth

Department of Justice

Environmental Protection Agency
El Paso Intelligence Center

Federal Bureau of Investigations
Federal Firearms Licensee

Field Inteiligence Group
Firearms Trafficking Coordinator
Firearms Technology Branch
Firearms Tracing System

Field Operations

Gun Control Act
Group Supervisor

Homeland Security investigations
High Intensity Drug Trafficking Area

Identification
International Traffic in Arms Regulations

Joint Support Operations Center
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L
LESB

N

NFA
NFRTR
NIBIN
NICS
NTC

8]
OBRIS

R
RAC
ROI

S
SAC
SOT

I
TECS

y
us
u.s.c.

W

wv
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Exhibit 7

Law Enforcement Support Branch

National Firearms Act

National Firearms Registration and Transfer Record
National Integrated Ballistic Information Network
National Instant Criminal Background Check System
National Tracing Center

Out-of-Business Records imaging System

Resident Agent in Charge

Report of investigation (ATF F 3120.2)

Special Agent in Charge
Special Occupational Tax

Treasury Enforcement Communications System

United States
United States Code

West Virginia

Page 93





