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Dealer-04
Sample Policy
ATF Trace Response
 
User Agreement and Disclaimer:

These materials should be used as operational guides to enhance awareness and do not replace your responsibility for reading, understanding, complying, and staying current with the law.  If the user does not understand any requirements, they should contact an attorney.  



THESE MATERIALS ARE OPERATIONAL TOOLS AND ARE NOT LEGAL ADVICE.

As environments vary, certain aspects of this document may not be applicable to your particular situation.  If modification is necessary, consult your attorney to ensure that any such modification does not violate ATF regulations. The requirements identified in this document at the time of delivery are up to date with current ATF regulations.  As ATF regulations and rulings are subject to change, it is incumbent upon the user of this policy to ensure it is updated when such change occurs as statements herein may not comply with new regulatory requirements. 

 

By using this material, the user acknowledges the foregoing and agrees to ensure that it is updated when necessary to maintain compliance with regulatory requirements.
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1.  POLICY
a.     Overview
·       Trace requests may be requested by the ATF at any point in time.  Company must respond to ATF requested traces within a 24-hour window, 365 days per year. 


·       Trace requests from personnel or organizations other than the ATF should be immediately directly to [employee or department tbd by company[O1] ].


·       In either case, no employee should submit any information that is inferred, determined based on assumption or arrived at by way of guessing. Trace responses should only correspond to facts as presented in Company records (e.g., A&D Book and Forms 4473) unless [employee or department tbd by company[O2] ] has determined those records to be in error.


·       Trace requests that are of concern (e.g., there is no trace data, there are apparent duplicate A&D Book entries, cannot find a Form 4473, firearm reported Theft / Loss) should be discussed with Management and Ownership.
 
b.     Applicable Regulations and Forms
·       27 CFR 478.25a
·       A&D Book
·       Forms 4473
·       Report of Multiple Sale or Other Disposition of Pistols and Revolvers 
·       Report of Multiple Sale of Certain Rifles 
·       ATF Trace Response Log
 
2. PROCEDURE
 
a.     Responding to ATF Trace Requests
·       Upon receipt of a trace request from ATF, the first point of contact shall record the serial number, manufacturer, model, caliber, and type of firearm.  The employee shall read the information back to the ATF employee for confirmation (if the trace was received via telephone). The employee shall record the ATF employee’s name, email, and phone number (if the trace was received by phone). 


·       The employee who received the request shall ask the ATF employee exactly what information is requested (e.g., Disposition only, Acquisition and Disposition, etc.), and in what format and by what method (phone, email, etc.) the response is requested to be provided (if trace was received by phone).


·       The first point of contact shall notify [employee or department tbd by company] immediately upon receiving the trace request. 


·       [employee or department tbd by company] shall notify management and/or ownership, as applicable. 


·       [employee or department tbd by company] shall review the A&D Book information, and any Forms 4473, and/or Multiple Sales forms, as applicable. 


·       [employee or department tbd by company] shall provide the requested trace information in the format requested by the ATF employee within 24 hours of ATF contacting Company.  


·       If the firearm does not appear in any record, [employee or department tbd by company] shall immediately notify management and/or ownership, as applicable.  [employee or department tbd by company] shall thereafter immediately contact the ATF employee and request they confirm the serial number, manufacturer and model when possible.


·       If there is no information in Company records, ATF shall be so notified.  If it is determined the firearm is a pre-1968 firearm for which Company does have trace information, the information shall be provided and ATF shall be notified the firearm had no serial number. 


·       Upon completion of the trace, the results shall be recorded in the ATF Trace Response Log. The Log shall be a document maintained by [employee or department tbd by company].  The format of the Log shall be as follows:
	Date / Time Trace Received
	Employee Receiving Request
	Date / Time Response Provided 
	Employee Responding to ATF
	Serial Number
	Manufacturer
	Model
	Disposition Information


 
b.    Responding to Other Law Enforcement Trace Requests
·       Upon receipt of a trace request from another law enforcement agency, the first point of contact shall immediately refer the trace to management and ownership. 
 
3. Roles & Responsibilities 
·       Fulfilling ATF Trace Requests – [employee or department tbd by company].
·       Management of non-ATF requested traces - [employee or department tbd by company[O3] ].
 
 [O1] [O1]Should be a Responsible Person. 
 [O2] [O2]Ownership, or employee / Department tasked with management of the A&D Books and Forms 4473. 

 [O3] [O3]Should be an Owner, or at a minimum, a Responsible Person. 









