
 

 

 

 

 

 
 
 
 
 
 

 
 

  

 

SOME ITEMS SUPERSEDED OR OBSOLETE           N1-058-10-008  Accurate as of 08/25/2026 

ACTIVE ITEMS. These items, unless subsequently superseded, may be used by the 
agency to disposition records. It is the responsibility of the user to verify the items are 
still active. 

INACTIVE ITEMS.  These items may no longer be used to disposition records. 
They are superseded or obsolete.  References to more recent schedules are provided 
below as a courtesy. Some items may be annotated on the schedule. 

NA ITEMS. These items have no applicable status (active or inactive).  These items 
cannot be used for disposition. 
For example, not applicable items were filing instructions, describe non-records, pointed 
to another disposition authority, listed as "reserved", were lined off and not approved at 
the time of scheduling or had an instruction of "disposition not approved". 

(P) Permanent - item with permanent disposition 
(T) Temporary - item with temporary disposition 

ITEM STATUS WHY INACTIVE 
1 NA lined off prior to approval 
2 Active (T) 
3 NA lined off prior to approval 
4 Inactive (T) superseded by DAA-GRS-2016-0016-0001 (GRS 5.1 / 010) 
5 NA lined off prior to approval 
6 Active (T) 
7 NA lined off prior to approval 
8 Active (T) 
9 NA lined off prior to approval 
10 Inactive (T) superseded by DAA-GRS-2022-0009-0001 (GRS 5.2 / 010) 
11 NA lined off prior to approval 
12 NA lined off prior to approval 
13 NA lined off prior to approval 
14 NA lined off prior to approval 
15 NA lined off prior to approval 
16 NA lined off prior to approval 
17 (38) Active (T) 
18 (60) Active (T) 
19 (61) Active (T) 
20 (62/a) Inactive (T) superseded by DAA-GRS-2013-0008-0006 (GRS 1.2 / 021) 
20 (62/b0 Inactive (T) superseded by DAA-GRS-2013-0008-0001 (GRS 1.2 / 020) 



 
 

 
 

SOME ITEMS SUPERSEDED OR OBSOLETE           N1-058-10-008  Accurate as of 08/25/2026 

ITEM STATUS 
21 (63) Active (T) 
22 (64) Active (T) 
23 (65) Active (T) 
24 (66) Active (T) 
25 (67/a) Active (T) 
25 (67/b) Active (T) 
26 (68) NA 
27 (97/a) NA 
27 (97/b) Active (T) 
27 (97/c/1) NA 
27 (97/c/2) NA 
27 (97/d) Inactive (T) 

WHY INACTIVE 

superseded by DAA-GRS-2017-0002-0001 (GRS 6.5 / 010) 
superseded by DAA-GRS-2017-0002-0001 (GRS 6.5 / 010) 
lined off prior to approval 
lined off prior to approval 

lined off prior to approval 
lined off prior to approval 
superseded by DAA-GRS-2013-0005-0003 (GRS 3.1 / 051) 
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REQUEST FOR RECORDS DISPOSITION AUTHORITY JOB NUMBER 

(See Instructions on reverse) 

DATE RECEIVED 

8601 ADELPHI ROAD, COLLEGE PARK, MD 20740-6001 
, 

TO NATIONAL ARCHIVES and RECORDS ADMINISTRATION (NWML} 

1 FROM (Agency or establishment) 
NOTIFICATION TO AGENCY Department of the Treasury 

2 MAJOR SUBDIVISION 
In accordance with the provIsIons of 44 U SC 3303a theInternal Revenue Service 
d1spos1t1on request, including amendments, Is approved except 

1--3--M-IN_O_R_S_U_B-DI-V-IS-IO_N_____________________. for items that may be mari<ed "dIsposIt1on not approval" or 

I hereby certify that I am authorized to act for this agency In matters pertaining to the dIspos1t1on of its records and that the records proposed for 
disposal on the attached _1_6_ pages(s) are not now needed for the business of this agency or will not be needed after the retention periods 
specified, and that written concurrence from the General Accounting Office, under the provIsIons of Title 8 of the GAO Manual for Guidance of 
Federal Agenaes, 

Is attached, or 
" - IS not req II.Ire ~.,, I ..,,I--•· has been requested 

National Taxpayer Advocate 
NAME OF PERSON WITH WHOM TO CONFER 
Tracee Taylor (Records) 
Sandra Ranmez (Low Income Taxpayer Chmc, 
LITC) 
Ahce Ho (TAS Quality Review Database) 
Dianne Henderson (T AS-all other records) 
AGENCY CERTIFICATION 

I\ \. "-. 
SlqN~rTJJR, lf~~..Y REPRESENTATIVE DATE / 

l'-J~·JN"'i ms Records Officer 
Dame W Eennett9(~ l.00~ 

8 DESCRIPTION OF ITEM OF PROPOSED DISPOSITION 7 ITEM NO 

RCS 1.15.9 Records Control Schedule for Taxpayer 
Advocate 

This schedule seeks d1spos1t10n authonty approval ofnew 
Taxpayer Advocate items, as well as updates to items 
previously approved by NARA 

This schedule includes one electromc system, the Taxpayer 
Advocate Service Quality Review Database (T AS QRDB), 
to be published as Item 97 in RCS I 15 9 

* RCS 1.15.35 Tax Administration Electronic Systems 

Add pointer to Item 97 in RCS 1 15 9 

RCS I 15 35 1s a cross-walk ofelectromc systems to 
official IRS Records Control Schedules. 

(see attached) 

"withdrawn" in column 10 

DATE ARCHIVIST OF THE UNITED STATES 5 TELEPHONE 

202-435-6308 
904-665-1169 
510-637-3010 
251-341-5991 

TITLE IRS Records Officer 
National Office, OS A RE SC 
Washinaton, DC 20224 

9 GRS OR 10 ACTION TAKEN 
SUPERSEDED 

(NARA USE ONLY) JOB CITATION 
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EAVE BLANK NARA use onl 
REQUEST FOR RECORDS DISPOSITION AUTHORITY JOB NUMBER 

(See lnstruct,ons on reverse) 

IRM 1.15.9, Records Control Schedule for Tcu:payer 
Advocate 

General Administrative Records 

. Administrative Management and Organization 
cords. 

a Re ords whether studies, analyses or correspondence, 
which tabhshed the policies, practices and programs for 
the mana ement of the Taxpayer Advocate Service 
orga111zat10 Included are orgamzatlonal changes, 
functional re 1gnments and respons1b1ht1es, and long and 
short range pla mg documents 

PERMANENT. 
Cut off corresponde e annually, studies and case files 
upon complet10n of stu y or at appropnate phase 
Retire to Records Cente 5 years after cutoff, or when no 
longer needed 
Transfer to NARA 10 years fter cutoff 

b Records copies that documen the history of the T AS 
orga111zat10n 

Correspondence and files of this typ~ocumentation may 
mclude analyses, coordinations, app;o~ ls and 
disapprovals, recommendations, plans a 
1mplementmg instructions for the plans, a any 
background matenals, which contnbute to a 
understanding or provide an explanation for c 
documents 

' 
PERMANENT. \ 
Cut off correspondence annually, and studies and ~~efiles 
upon complet10n of study or at appropnate phase 
Retire to Records Center 5 years after cutoff, or whe no 
longer needed 
Transfer to NARA 10 years after cutoff \ 

c Reference or extra copies of records listed m ''a " and \ 
''b '' above 

Destroy when 2 years old 

2. Delegations of Authority Files. 

Record copies documentmg the delegations of authonty to 
an md1v1dual or office m accordance with prescnbed 
regulations and not mcluded 111 the Internal Management 
Document System (These records are of a limited nature 

Nl-058-10-8 

NEW 

WITHDRAWN 

WllHCJRAWN 

WiT\-lORAWi~w1rnor;,wN 

NEW 2 



EAVE BLANK NARA use onl 
REQUEST FOR RECORDS DISPOSITION AUTHORITY JOB NUMBER 

(See Instructions on reverse) Nl-058-10-8 

3 

4 

5 

as opposed to delegation of authonty records on a 
contmumg basis, which are a part of the Internal 
Management Document System ) 

Destroy 1 year after close of the fiscal year m which 
delegation of authonty was terminated 

3. Equal Employment Opportunity Records. 
\ 

a \ op1es of Complaint Case Files Duplicate case files or 
doc ents pertammg to case files retained m Official 
Discn mation Complaint Case Files 

\ 
Destroy l~ar after resolut10n of case 

b Preliminary nd Background Files 

1 Background rec ds not filed m the Official 
Discnmmat1on Com amt Case Files 

Destroy 2 years after fin~. resolution of case 

2 Records documenting com lamts that do not develop 
mto Ofiicial D1scnmmat10n Co 1plamt Cases 

(Note: Refer to General Records S edule 1, Item 25, for 
disposal mstruct1ons for Official Dis rmunat1on Complaint 
Case Files, Compliance Records, Empl~ee Housing 
Requests, Employment Stat1st1cs Files, EE<z General Files, 
and EEO Affirmative 
Action Plan ) 

Destroy 2 years after final resolution of case 

4. General Administrative and Housekeeping 
Correspondence. 

Routme correspondence, transmittals, facs11mles, and 
reqms1t10ns that relate to admm1strat1ve, housekeeping and 
facilities management, and are not procedural m nature 

Destroy when 2 years old 

Closed file of employee st10ns, evaluations, replies to 
the suggesters, and Incentive Awar 

Destroy when 3 years old 

NEW 

tiRS /,Ubl 

c..1/ ~ c.J-. 

NEW 

NEW 

~e 11.3 



6 

7 

8 

REQUEST FOR RECORDS DISPOSITION AUTHORITY 
(See lnstruct,ons on reverse) 

6. Internal Management Issuances. 

Clearance documents (reference copies) with the 
supportmg case file prepared and issued by T AS' s staff 
Includes Internal Revenue Manual (IRM) issuances, 
transmittals, etc Note The Office of Serv1cew1de Policy, 
Directives, and Electromc Research mamtams the histoncal 
copies of the IRM issuances 

Cut off file when mact1ve or obsolete 
Retire to Records Center 2 years after cutoff 
Destroy 10 years after cutoff 

Labor Management Relations Records. 

a L bor Management Relations General and Case FIies 

These re rds mclude Letters of Understandmg, 
Memorand of Understandmg, and Agreements negotiated 
with the Nat10 1Treasury Employees Umon, either 
nationally or loca They pertam to Taxpayer Advocate 
Service operat10ns d changes, which impact upon 
bargammg umt emplo es 

1 Office negot1atmg agree 

Destroy 5 years after exp1rat10n 

2 Other offices 

Destroy when superseded or obsolete 

b Labor Arbitrat10n General and Case FIies 

Correspondence, forms, and background papers re tmg to 
labor arb1trat10n cases 

Destroy 5 years after final resolution of case 

8. Office Service Records. 

Records pertammg to mternal service operations, 
acqu1s1t10ns, allocat10ns, and admmistrat10n of space, 
buildmg mamtenance, safety and protect10n, pnntmg and 
copymg, bmldmg passes, telephone services, eqmpment 
and its mventory, furmture and eqmpment repairs and 
services, replacement and repairs of ut1ht1es Also mcludes 
studies and reports of supply and eqmpment needs 

Destroy when 2 years old 

_EAVE BLANK NARA use onl 
JOB NUMBER 

N 1-058-10-8 
NEW 

NEW 

~ tz5 I ;;. i C--.11 

d 1 t b 

NEW 
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REQUEST FOR RECORD;;;, ulSPOSITION AUTHORITY 
(See Instructions on reverse) 

Special Project or Study Files. 

Reco s relatmg to a specific proJect or study from 
mceptlo to complet10n Records mclude correspondence 
with Cong s, comm1ss1ons mandated by Congress, other 
Federal agenc s, state and local governments, 
questlonnaires, 1 emal memorandums, final reports, 
surveys, test results, ublications, and implementation 
plans 

PERMANENT. 
Retire to Records Center when ars old 
Transfer to NARA m 5-year blocks en IO years old 

10 10. Transmittal Records. 

Requests for mforrnat1on and copies of replies which 
mvolve no admm1strat1ve action, policy dec1s10n, special 
processmg or research, requests for and transmittals of 
pubhcat1ons and other reference matenal, 
acknowledgements and transmittals of mqumes and 
requests transferred to another office for reply 

Destroy when 3 months old 

► Items 11-31 are reserved for future records senes 
that are reqmred 

National Taxpayer Advocate Office's Records 

11 nnual Reports to Congress. 

These re rts are mandated by Congress and IRC 
§7803(c)(2) (1) and (n) One report, which 1s due no 
later than June each year, provides Congress with 
substantive analys1 and statistical mfom1at1on of the 
obJect1ves of the Offic of the Taxpayer Advocate for the 
fiscal year The second r ort, which 1s due each year by 
December 31, details the act1 1es of the Office of the 
Taxpayer Advocate dunng the 1 al year The report 
contams full and substantive analys1 , as well as statistical 
mfom1atlon It also contams T AS' m11Ia es, mforrnat10n 
on Taxpayer Assistance Orders under IRC 811, a 
summary of at least 20 of the most senous pro s 
encountered by taxpayers, a summary of the IO mo 
litigated issues for each category of taxpayers, mcludm 
recommendations for m1t1gatmg such disputes, and 
recommendations for admm1strat1ve 
and leg1slat1ve action that may be appropnate to resolve 
problems encountered by taxpayers 

EAVE BLANK NARA use onl 
JOB NU11111:1ER 

Nl-058-10-8 
NEW 

WITHDRAWN 

NEW 

Supersedes 
Nl-58-95-3, 
Item 9 



.EAVE BLANK NARA use onl 
JOB NUMBER REQUEST FOR RECORD::; DISPOSITION AUTHORITY 

(See lnstruct,ons on reverse) 

a ecord copy of Final Reports 

the end of the fiscal year 
Retire to cords Center 5 years after cutoff 
Transfer to RA 10 years after cutoff, or when no 
longer needed fa admin1strat1ve, audit, legal, or other 
operat10nal purpos whichever 1s sooner 

b Working Papers 

Include all related documenta on, background 
documentat1011, correspondence, ontacts, IRM c1tat1ons, 
data, test results and formulas use n prepanng and 
pertaining to issues 111 the Fmal Repo 

PERMANENT. 
Cut off at the end of the fiscal year 
Retire to Records Center 5 years after cutoff 
Transfer to NARA 10 years after cutoff, or when no 
longer needed for admin1strat1ve, audit, legal, or other 
operational purposes, whichever 1s sooner 

. Calendars and Schedules. 12 

These ords document daily act1v1t1es of the Nat10nal 
Taxpayer dvocate and the Deputy National Taxpayer 
Advocate T are maintained electronically and 111 hard 
copy formats 

a Paper copies of calen rs or schedules of the National 
Taxpayer Advocate and the eputy National Taxpayer 
Advocate 

PERMANENT. 
Cut off at the end of the fiscal year 
Retire to Records Center 5 years after cuto -
Transfer to NARA 111 5-year blocks when 10 

b Electronic versions of all calendars 

Delete after venficatJon of pnnted copy 

34. xecutive Conferences and Meetings. 
13 

eetings involve semor-level 
d1scuss10ns on program, p , planning, and tax 
adn11111strat1on issues 

a Agendas, issue or bnefing papers, handout~! 
reports, mmutes, or eqmvalent documentat10n ~ 

Nl-058-10-8 

WITHDllAWN 

WITHDRA\VJ'I 

NEW 

WITH1111AWN 

NEW 



_EAVE BLANK NARA use onl 
JOB NUMBER REQUEST FOR RECORDS DISPOSITION AUTHORITY 

(See Instructions on reverse) 

Retire to Re ds Center 5 years after cutoff 
Transfer to NA m 5-year blocks when 10 years old 

b Logistical documentat101 enerated m preparation for 
each conference, 1 e correspon ce with hotels and 
part1c1pants, notification packages, e 

Destroy when 2 years old 

14 35. Reading Files. 

a pies of correspondence signed by the National 
Taxpa er Advocate and Deputy National Taxpayer 
Advocat that contam taxpayer mformat1on 

of the fiscal year 
Retire to Records enter 5 years after cutoff 
Transfer to NARA 5-year blocks when 10 years old, 
with access restncted Sect10n 6103 of the Internal 
Revenue Code 

b Copies of correspondence gned by the National 
Taxpayer Advocate and Deput at10nal Taxpayer 
Advocate that do not contam taxp er mformatJon 

PERMANENT. -~ 
Cut off at the end of the fiscal year 
Retire to Records Center 5 years after cut f 
Transfer to NARA m 5-year blocks when 1 ears old 

c Readmg FIies mamtamed by all other staff me bers of 
the National Taxpayer Advocate and Deputy Nat10 al 
Taxpayer Advocate 

Cut off at the end of the fiscal year 
Destroy 2 years after cutoff 

15 

Copies of speeches 1vered by the National Taxpayer 
Advocate on maJor m1tia s 1mpactmg taxpayers, 
taxpayer advocacy issues, poh , and programs related to 
the Taxpayer Advocate orgamzatJon 

a Record copy of all speeches delivered by the 
Taxpayer Advocate 

the end of the fiscal year 

Nl-058-10-8 

WITHDRAWl'i 

NEW 

WITHDRAWN 

WITllDRAWN 

WITHDRI\VIN 

NEW 



es that do not contain 

that re 

-EAVE BLANK NARA use onl 
JOB NUMBER REQUEST FOR RECORDS DISPOSITION AUTHORITY 

(See Instructions on reverse) Nl-058-10-8 

the end of the fiscal year 

Destroy when no longer needed for admimstra 
audit, or other operational purposes 

Transfer to m 5-year blocks when 10 years old WITHDRAWfi 

NEW16 3 . Subject Files. 

files consist of all records relating to a specific issue 
ires the attention of the National Taxpayer 

Advocat and Deputy National Taxpayer Advocate 
Records in lude correspondence with other Federal 
agencies, sta e and local governments, pnvate 
companies, or amzatlons, institutions, internal memoranda, 
staff and contra tor studies, reports, and related records 

a Subject Files m intained by the Nat10nal Taxpayer 
Advocate and Dep y National Taxpayer Advocate 

1 Files maintained o program or policy issues that contain 
taxpayer information 

PERMANENT. 
Cut off at the end of the fi cal year 
Retire to Record Center 2 y ars after cutoff 

WITHDRAWN 
Transfer to NARA in 5-year locks when 10 years old, 
with access restncted by 
Section 6103 of the Internal Re enue Code 

2 Files on program and policy 1ss 
taxpayer information 

PERMANENT. 
Cut off at the end of the fiscal year W11HORAWH 

Retire to Records Center 2 years after c 
Transfer to NARA in 5-year blocks whe 10 years old 

3 Files contaming records on routine adn11m trat1ve issues 

Cut off at the end of the fiscal year 
Destroy 2 years after cutoff 

WITHDRAWN 

b Subject Files mamtamed by the Immediate Staff of e 
National Taxpayer Advocate and Deputy National 
Taxpayer Advocate 

1 Files containing records on program and policy issues 
that contain taxpayer mformat10n 



LEAVE BLANK NARA use onl 
JOB NUMBER REQUEST FOR RECORDS DISPOSITION AUTHORITY 

(See Instructions on reverse) 

PERMANENT. 
t off at the end of the fiscal year 

Re • e to Records Center 2 years after cutoff 
Trans r to NARA 111 5-year blocks when 10 years old, 
with acce restncted by Sect10n 6103 of the Internal 
Revenue Co 

2 FIies on progra1 and policy issues that do not contam 
taxpayer 111format1on 

PERMANENT. 
Cut off at the end of the fisca ear 
Retire to Records Center 2 year fter cutoff 
Transfer to NARA 111 5-year bloc!< when 10 years old 

3 FIies contammg records on routme~istrative issues 

Cut off at the end of the fiscal year "' 
Destroy 2 years after cutoff ~ 

c Subject Files mamtamed by all other staff membe~of 
the Nat10nal Taxpayer Advocate and the Deputy Nat1oital 
Taxpayer Advocate "'-

Cut off at the end of fiscal year 
Destroy 2 years after cutoff 

38. Trip Files. 17 

These records mclude correspondence to the National 
Taxpayer Advocate and the Deputy National Taxpayer 
Advocate concernmg field v1s1ts or other tnps of official 
busmess, 1t111eranes, pertment b1ograph1c mformation, 
general logistic mformat10n, and thank-you letters wntten 
after complet10n of the tnp 

Cut off at the end of the fiscal year 
Destroy 5 years after cutoff 

► Items 39-59 are reserved for future records senes 
that are reqmred 

Case Files, Program Records and Reports 

60. Form 911-Application for Taxpayer Assistance 
Order (AT AO, replaces Form 5543). 

18 

Form 911 1s completed by or on behalf of taxpayers who 
are facmg a hardship that results from the adnumstrat1on of 
IRS' s tax laws 

Nl-058-10-8 

r 

\Ill' 1l!)R.\Wl'l 

NEW 

Supersedes 
NC 1-58-81-12, 
Item 1(1) 



_EAVE BLANK (NARA use only) 
REQUEST FOR RECORD::; DISPOSITION AUTHORITY JOB NUMBER 

(See Instructions on reverse) Nl-058-10-8 
Cut off at the end of the fiscal year m which the case was 
closed 
Retire to Records Center 1 year after cutoff 
Destroy 2 years after cutoff 

61. Correspondence Case Files. 19 

Case files of responses to correspondence that are received 
by Headquarters Taxpayer Advocate Service 

All taxpayer-related correspondence 1s sent to the 
approprrate Local Taxpa_ver Advocate (LTA) for actron, 
rncludrng rnput to TAMIS, as applrcable (N 1-58-09-81) 

Cut off at the end of the fiscal year m which the case was 
closed 
Destroy 2 years after cutoff 

62. Low Income Taxpayer Clinic (LITC) Grant Files. 20 

Background: 

The Taxpayer Advocate Service (TAS) 1s an 111dependent 
organrzatron w1thrn the IRS whose emplo_vees assist 
taxpayers who are experrencrng economic harm, who are 
seekrng help 111 resolvmg tax problems that have not been 
resolved through norrnal channels, or who belreve that an 
IRS system or procedure 1s not ,vorkrng as 1t should The 
Natrona/ Taxpayer Advocate, currently N111a Olson, heads 
the program Each state and campus has at least one local 
Taxpayer Advocate, who 1s rndependent ofthe local IRS 
office and reports d1rect(y to the Natrona/ Taxpayer 
Advocate The goals ofTAS are to protect rnd1v1dual and 
bus111ess taxpayer rrghts and to reduce taxpayer burden 
Tl11s 1s accomplrshed rn two ways 

• Ensurrng that taxpayer problems which have not 
been resolved through normal channels, are 
promptly andfmrly handled, 

• ldent{{yrng issues that 111crease burden or create 
problems/or taxpayers Bnng111g those issues to the 
attentron ofIRS management and makrng leg1slat1ve 
proposals where necessa,y 

The Taxpayer Advocate Service's Low Income Taxpayer 
C/1mc (LITC) grant program 1s a result o..f the IRS 
Restructunng and Reform Act o..f 1998 It 1s designed to 
help organrzatrons provide free or nom111al cost legal 
assistance to low rncome taxpayers rn resolvrng tax 
disputes wrth the IRS and inform taxpayers for whom 
Englrsh 1s a second language about their taxpayer nghts 
and respons1b1ht1es LITCs are rndependentfi·om the IRS 

NEW 

NEW 



REQUEST FOR RECORD~ DISPOSITION AUTHORITY 
(See lnstruct,ons on reverse) 

_EAVE BLANK (NARA use only) 
JOB NUMBER 

Nl-058-10-8 
Most LITCs can provide representat10n before the IRS or 111 
court on audlfs. tax collect10n disputes and other 1ss11esfor 
free or for a non11nal fee 
Under the LITC grant program, the IRS awards match111g 
grants ofup to $100,000 per year to qualify111g 
orgamzat10ns to develop. expand or mmnta111 low-mcome 
taxpayer cl1111cs The LITC Program Office may award 
grants to q11alifjm1g orga111zaflons tojzmd one-year, nvo­
year or three-year pro_1ect penods The program zs zn Ifs 
eleventh year and contznues to expand 

Dec1s10ns made by the IRS whether to make or not make an 
mmrd are not sub;ect to appeal 

Description: 

Records mclude an application package for the Low 
Income Tax Clime (LITC) grant program of climes 
rece1vmg grant awards for a specific calendar year 
Applications are reviewed and a detem1mat1on made as to 
whether to award or not award the applicant The LITC 
Program Office may award grants to qualifymg 
orgamzations to fund one-year, two-year or three-year 
proJect penods Non-awarded files consist of the 
application and review documentation Awarded 
files mclude the application and review documentation 
along with momtormg and reportmg mformat1on Each 
application package may mclude, but 1s not limited to, the 
followmg items 

• IR Form 13424 IRS Low Income Taxpayer Clzmc 
Applzcat10n b1format10n Sheet 

• SF 424 Applzcat10nfor Federal Assistance 
• SF 424A Budget lnfonnat10n - Non-Constructwn 

Programs 
• SF LLL Disclosure ofLobbyzng Actzvztzes 
• Letter of academic accred1tat1on for affiliated 

college, umvers1ty or other mst1tut1on of higher 
learnmg 

• Tax Informat10n Authonzation Fo1m 
• Background/C1vil Rights/Program Narratives 
• Budget/Fmancial Plan 
• Intenm/Annual Reports 
• IRS Determmat1on Letter 
• Supportmg Documentat10n 
• CD of all applicat10n package documents 

a Re.1ected grant applications 



21 

22 

23 

_EAVE BLANK (NARA use only)-REQUEST FOR RECORD:, DISPOSITION AUTHORITY JOB NUMBER 

(See Instructions on reverse) N 1-058-10-8 
Cut off at end of calendar year in which application 1s 
reJected 
Destroy 3 year after cutoff 

b Accepted grant applications 

Cut off at end of calendar year in which grant program 
penod ends 
Retire to Records Center 1 year after cut off 
Destroy 6 years, 3 months after cutoff 

63. National Taxpayer Advocate Case Files (Blue Case NEW 
File, Document Number 11469). 

Taxpayer case files that are developed in response to 
correspondence, fax, and e-mail requests to the attent10n of 
the Nat10nal Taxpayer Advocate 

Case-related matter 1s sent to the approprrate Local 
Taxpayer Advocate (LTA)for actron, rncludrng rnput to 
TAA-flS (Nl-058-09-81) 

Cut off at the end of the fiscal year in which the case was 
closed 
Retire to Records Center 2 years after cutoff 
Destroy 5 years after cutoff 

64. Senate Finance Committee Records and Case Files. NEW 

Records include closed case files that were 1dent1fied 
dunng Senate Finance Committee Heanngs and reqmred 
further contact with the taxpayers 

Case-related matter 1s sent to the approprrate Local 
Taxpayer Advocate (LT.A) for actron. rncludrng rnput to 
TAA11S (Nl-58-09-81) or e-Trak (for Leg1slat1ve Affarrs 
mqwrres, to be scheduled) 

Cut off at the end of the fiscal year in which the case was 
closed 
Retire to Records Center 2 years after cutoff 
Destroy 5 years after cutoff 

65. Sensitive Case Files. NEW 

Cases in1t1ally addressed to TIGTA, and then forwarded to 
the IRS Comm1ss10ner's Complaint Processing and 
Analysis Group (CCPAG), and Employee Conduct and 
Compliance Office (ECCO) for an internal mvest1gat1on 

Case-related matter 1s sent to Area office for rnvest1gatron 
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25 

26 

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

(See Instructions on reverse) 

and resol11t1011. and mput to e-Trak (as apphcable, to be 
scheduled) 

Cut off at end of the Fiscal Year m which case 1s closed 
Delete/Destroy 3 years after cutoff 

66. Small Business Regulatory Enforcement Fairness 
Act (SB REF A) Cases. 

Taxpayer cases or files developed m response to 
correspondence, fax, and e-mad requests to the attention of 
the Nat10nal Taxpayer Advocate 

Case-related matter 1s sent to the appropnate Local 
Taxpayer Advocate (LTA)for actwn, mcludmg mput to 
TAMIS (NJ-58-09-81) 

Cut off at the end of the fiscal year m which the case was 
closed 
Retire to Records Center 2 y_ears after cutoff 
Destroy 5 years after cutoff 

67. Customer Satisfaction Survey Reports (January 
2001 to Present). 

a Electromc database 

Cut off at the end of the fiscal year m which the report was 
released 
Delete 3 years after cutoff 

b Quarterly and annual survey reports (paper and 
electromc formats ) 

Cut off at the end of the fiscal year m which the report was 
released 
Destroy 3 years after cutoff 

National and Area Advocacy Project Reports 
(19 to Present). 

These report e developed and wntten by advocacy 
analysts, Local Tax er Advocates, and Area Taxpayer 
Advocates They contaih-.(esearch, data, h1stones contacts, 
formulas, c1tat1ons, docum~, and test results T AS 
refers to these reports to make reco'm.Q:1endat10ns for 
changmg policies and procedures within the IRS that 
reduce taxpayer burden, protect taxpayer nghts, and 
improve customer service 

a Record copy 

Nl-058-10-8 

NEW 

NEW 

Supersedes 
Nl-58-95-3, 
Item 8 
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PERMANENT. 
Cut off at the end of the fiscal year m wl11ch the report was 
pr~ared • 
Reti:te to Records Center 5 years after cutoff 
Tran~er to NARA 20 years after cutoff, or when no 
longer rl~,eded for admm1stratlve, audit, legaL or other 
operat10n'' purposes, whichever 1s sooner 

Destroy when 5 y', ars old, or when no longer needed for 
admm1strat1ve, aud1 legal or other operational purposes, 
whichever 1s sooner 

► Item 70 Quarter! Narrative Reports (Job No 
NCl-58-81-12, Item [4]) 

► Item 71 Form 5391 ( b No NCl-58-81-12, Item 
1[5]) , 

► Item 72 Stat1st1cal Repo 
12, Item 1 [6]) 

► Item 73 Form 12412 (Job No , 1-58-09-1) 
► Items 69, 74-93 are reserved for\ 

, 

ture records 
senes that are reqmred 

Information Systems/Electronic Systems 

► Item 94 Taxpayer Advocate Management 
lnformat10n System (T AMIS) (Job No N 1-5 
81) 

► Item 95 Systemic Advocacy Management syste 
(SAMS) (Job No Nl-58-08-3) 

► Item 96 Taxpayer Advocate Service Customer 
Outreach System (TAS COS) (Job No Nl-58-07-
7) 

97. Taxpayer Advocate Service Quality Review 
Database (T AS QRDB) 

Background: 

The Taxpayer Advocate Service (TAS) 11ses balanced 
measures to assess program effectiveness and sen•1ce 
delzw,y TAS measures q11alzty, a b11s111ess results 
measure. by rev1ew111g a statrst1cal(v valzd sample ofclosed 
cases agamst prescrrbed qualrty standards The casework 
qualrty mdex 1s the result ofthe review ofthese standards 
TAS uses these results to 1dent{fy and correct 1dent{fied 
system or process problems, determrne trarnmg needs, and 
identify best practices 

The QRDB 

WITHDR.~\VN 

NEW 
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TAS Qualzty Review Program (TARP) employees enter the 
results ofeach ind1v1dual case review 111to the TAS QRDB, 
an Access database.fi'om which TAS generates 
management reports for all TAS offices nat1onw1de 
Review results are also extracted and forwarded to the IRS 
Business Pe,:f'ormance Management System (BPAJS) 
Pro1ect Q{fice to load 111to the TAS qualzty model on the 
BP.MS at the Detrozt Data Center 

The Tcupayer Advocate office 111 each local office/campus, 
area office, operat111g d1v1s10n, and Nattonal Office has a 
copy ofthe QRDB that contains the review results (e g, 
checksheet, cornments, and closure/sample size 
information) for the particular office The Natzonal 
Qfjice 's QRDB contmns resultsfi"om all the offices within 
the natzon 

Description: 

The Taxpayer Advocate Service Quality Review Database 
(TAS QRDB) 1s an Access database used exclusively to 
record, control, analyze and report on Taxpayer Advocate 
Service case quality. 

Taxpayer Advoc Review Program (TARP) staff input 
results from reviews o sed case files into the QRDB 

electronic system. 

Note 

Destroy/Delete upon capture and v 

Closed case files are returned to the originating 
office after successful entry and validation 

b. Quality Review Database (QRDB) Master Files: 

Data files mclude basic case infonnatJon, and a breakdown 
of t1melmess, commumcat10n and accuracy data from all 
closed case reviews nationwide. 

Cut off at the end of the fiscal year in which the case is 
closed. 
Destroy/Delete 3 years after cutoff. 

1ch can be viewed on the desktop 
or pnnted as needed 
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Destroy en no longer needed for operational 
purposes. 

-._ usmess Performance Management System (BPMS1 
extrac which are forwarded electromcally to the BPMS 
Program Office for loadmg mto the T AS quality model on 
the BPMS at th etroit Data Center 

-----

forwarded. 
Delete 3 years after cutoff 

d. System Documentation: 

QRDB documentation consists of a User/Admimstrator 
Gmde 

Destroy/Delete when superseded or 5 years after the 
system is terminated, whichever 1s sooner 

Nl-058-10-8 
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