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LEAVE BLANK•REOUEST FOR RECORDS DISPOSITION AUTHORITY JOB NO. 

(See Instructions on reverse) Nl-58-87-6 
DATE RECEIVED TO:	 GENERAL SERVICES ADMINISTRATION 

NATIONAL ARCHIVES AND RECORDS SERVICE, WASHINGTON, DC 20408 5-27-87 
1. F ROM (Agency or establishment) NOTIFICATION TO AGENCY 

Treasury Department	 In accordance with the provisions of 44 U.S.C. 3303a 
2. MAJOR SUBDIVISION the disposal request, including amendments, is approved 

except for items that may be marked "disposition notInternal Revenue Service approved" or "withdrawn" in column 10. If no records 
3. MINOR SUBDIVISION	 are proposed for disposal, the signature of the Archivist is 

not required.
 Facilities and Information Manal!erumt o, 'j- nivi l':inn
 
4. NAME OF PERSON WITH WHOM TO CONFER	 5. TELEPHONE EXT. DATE ARCHIVIST OF,HE UNITED STATES 

Marcella Weston	 535-9874 ~/F~( ~~~ 
6, CERTIFICATE OF AGENCY REPRESENTATIVE 

I hereby certify that I am authorized to act for this agency in matters pertaining to the disposal of the agency's records; 
that the records proposed for disposal in this Request of 6 paqets) are not now needed for the businessof this 
agency or will not be needed after the retention periods specified; and that written concurrence from the General 
Accounting Office, if required under the provisions of Title 8 of the GAO Manual for Guidance of Federal Agencies. is 
attached. 

A. GAO concurrence: D is attached; or [i] is unnecessary. 

D. TITLE 

9. GRS OR 10. ACTION 7. S. DESCRIPTION OF ITEM	 SUPERSEDED TAKENITEM (With Inclusive Date. or Retention Periods)	 JOB (NARSUSENO. CITATION ONLY) 

The records covered by this request (Records Control
 
Schedule 206 - Service Centers) are created or maintained
 
in Internal Revenue Service Centers in carrying out their
 
functions pertaining to revenue collection and accounting;
 
processing, analysis and disposition of tax returns,

tax information documents and related records; mailing of
 
tax forms, transcription of statistical information,

and preparation of special reports.
 

RCS 206 
8 Language clarified. NCl-58i~~ 68
 15 New item added for "Cooperative Effort Inactive Pay Reports". New
 

Cl--'l8-85-020 New Sub-Item (6) added for Service Center Collection Branch, New
 
Quality Review Record, Form 8509, Part 2.
 

38 Cl-58-85- 0
 
Sub-Item (2)(a) Provision added to retire to Federal Records
 

Center 4 years after end of processing year. New
 

48 Sub-Item (1) Provision to retire to the Federal Records Cente NCl-58-85 10
 
is added. New
 

Sub-Item (2) Disposition changed to destroy 6 years after 
the end of the processing year. Language clarified. NCl-58-85 10 

Item 48 

STANDARD FORM 115 (REV. 8-83) 
Prescrrbe d by GSA 
~ PMR (41 CFR) 101-11.4 

115-108 
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New 

51 Reinstated for "Closed 100 Percent Penalty File (Form 2749). New
 
(Erroneously deleted in last revision of RCS 206.)
 

52 New item added for "Notice of Action for Entry on Payer Master New
 
File (PMF) (Form 8423) and Payer Master File Entity Changes
 
Entry (Form 8487).
 

53 New item added for "self-Assessed Penalties Return (Form 8210)' • New , 

58 Language clarified. Cl-58-8l 14 
Item 58 

60 Item descr,iption cla~ified and disposition chang~d to Cl-58-80
 
"destroy immediately once determination has been made that Item 60
 
the return is unidentifiable.
 

61 Language clarified. 

62 Language 

66 Provision 

67 Sub-Item 

68 Language 

69 Sub-Item 

Sub-Item 
Expiration Date (ASED)." 

74 New item added for "Certification and Election Form (Form New 6458)". 

75 Sub-Item (1) (a) Language clarified. Cl-58-85- 0 
Item 75 

79 ew item added for "Returns Delinquency Notice Review Register" New 

80 ew item added for "Pre-note Problem Register and Non-Pay New 
Problem Register". 

clarified. Cl-58-82 
Item 62 

to retire to Federal Records Center is added. Cl-58-85
 
Item 66
 

(3) is deleted. 

,clarified. Cl-58-85 
Item 68 

(1) CP Notices added. 

(9) added for "100 Percent Penalty Assessment Statute Cl-58-85- 0 

ub-Item (b)l Disposition changed to retire to Federal Records NCl-58-85 10 
beginning January 2, 1 year after the end of the year in which Item 57 
numbered and processed. 

5 T ':".:) t; R D FOR ~.~ 115 A ," E \I : 2 s J)
1 • ~ 2Q4 Fc.UJ COPlt,. rnclud.r,g or.;,n.aI'O ttl' \L.ot ... It'M2 

to thl' hJt c.nll A'::::t-,w~, ,tit: F:ot~crC\ S .. '" ceo r 'l~' .:! t'\ G5.A 
, . ";' .: 1 C' ~l 1::-1 ] 1 4 
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82 i Language clarified.
 

I
87	 Language clarified.I
 

88	 Language clarified. 
11/1.-1 '. 7	 Forms 8596 and 8596A, Information Returns for Federal 

Contracts~added to narrative. Item reformatted to reflect disposition for microfilmed 
records, as well as paper records. 

New Sub-Items 2 thru 10. Sub-Item 3 renumbered Sub-Item 11. ~ 
Language 

107 Language 

108 Deleted. 

109 Language 

110 Deleted. 

111 Language 

112 New item 

Language 

Sub-Item 

122 Sub-Item 

Sub-Item 
series 

123 Language 

125 Sub-Item 
List". 

'-'[114. New Item 
115. New Item 

clarified. 

clarified. 

clarified. 

clarified. 

added for "Backup Withholding Program". 

clarified. 

(3) "Lockbox Lister Tapes" added to narrative. 
(l)(a) & (b) added for disposition of Form 5500EZ. 

(2)(a) & (b) revised to include all other Form 5500
 
returns and related documents.
 

clarified. 

(4) added to reflect disposition for "Employee 

added for Form 5353.
 
added for Form 5546.
 

NCl-58-85~10 
Item 82
 

iNN-170-l6 I
 
I Item 49 :
 

!NCl-58-76~9
 
Item 9
 I
 

I
 

I
 
NCl-58-85 10
 

Item 98
 
Cl-58-80 6
 Congressi nal
 

No. 189
 
90th Co
 
2nd Ses
 

NCl-58-85 10
 
Item 10
 

Congressi nal
 
No. 189
 
90th Co gress
 
2nd Ses ion
 

NCl-58-85 10
 
Item 11
 

New 

NCl-58-85 10
 
Item 11
 

NCl-58-82 9, Item 118
NCl-58-80 6
 
Item 12
 

NC-174-l6
 
Item 4
 

NCl-58-80 6 &
 
NCl-58-82 9
 

Item 12
 

Items added'--'--- !)T:...· ..O ..."IHO FOn-" ,,~ A , ... l ",' 1: ~3)
::. : 04 H ~/a1/:?J!t 7 Four <O~ n. ,ncl"~,n~ 0"9 r,l 10 b. ,.t..",l1o<l 

to tht ,...,. ~~.' A,ct, 'f'f"' ,r,C ~rC(..f~\ Se rv rc e : t ,. t 't l ;:,.c... 
I , " t, ,G! ,-. h) 1 r: II ~ 
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127 Deleted. 

146 Language clarified. 

161 Language clarified.
 
Sub-Item (2) Retire to Federal Records Center 1 year


after internal audit of operations.
 

163 Language clarified. 

165 Language clarified. 

168 Language clarified. 

173 Sub-Item (1) Paper Records Not Converted to Disk Pack * Narrative clarified. 

Sub-Item (2) Provisions added for disposition of records 
converted to disk and microform. 

178 Sub-Item (1) Disposition changed to destroy 3 years after 
end of processing year. 

185 Sub-Item (1) Provision to "Retire to Federal Records Center 
1 year after payment tracer is closed" is added. 

Sub-Item (2) Disposition changed to destroy 3 years after 
payment tracer is closed. 

186 Language clarified. 
l(]. 95 Sub-Item (1) Dispostion changed to destroy 90 days after

data has been transcribed to the TREAS.-95 Report.
199 Sub-Item (l)(a) Disposition changed to destroy 3 years

after end of processing year. 

213 Language clarified. 

Sub-Item (1) Disposition changed to destroy 3 years after
end of processing year. 

:',_!'I 

_~Cl-58-85- 0 
Item 146 

~C1-GRS-81f-12
 
Item 1
 

NCl-58-85- 0
 
Item 162
 

~C1~58-82-9
 
Item 163
 

~Cl-58-82-~
 
Item 165
 

NCl-58-85-~0
 
Item 168
 

INCl-58-85-10
 
Item 173
 

NN-170-16
 
Item 93
 

NN-173-15~
 
Item 15
 

NCl-58-85 10 
Item 18E 

NCL-58-80 6, Item 195NCl-58-82 9
 
Item 19c
 

NCl-58-82 9
 
Item 211
 

r- ~Sub-Item (3) Deleted. 
~175 'Sub-Item (1) Provision to "Retire to Federal Records Center NCl-58-80-6 

1 year after processing year" is added. Item 17~ 
Sub-Item (2) Disposition changed to destroy 3 years after

end of processing year or after internal audit of operationf
and accounts, whichever is later. 

----------~--------------------------------------------------------------~----------~ 
: : s 204	 FOlJr e cp.e s •• nc!ud.n; Orl9ln~1 to bt ~...tJmltte-d STAND/~RD FORM 115 A 'NEV. !2-f3) 

to the NJt,onJI Arct'llves Jnd Records Strvlce. p·!.,~~"t'f'C~) GSA 

f •••• ~ (41 CCR)IC! 114~Items added 
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214 Language clarified.
Sub-Item (1) Disposition changed to destroy 3 years after Cl-58-82 9 

end of processing year. Item 21 
~~ SEE A ACHED ADDENDUM 

Sub-Item (2) Provision to retire to the Federal Records 
Center deleted. 

232 Language clarified. Cl-58-82 
Item 23 

Sub-Item (1) Disposition changed to Destroy 3 years after
receipt. 

Sub-Item (2) Deleted. 

233 Language clarified. Cl-58-82 9 
Item 23 

Sub-Item (1) Disposition changed to d~stroy 5 years after
date of receipt. 

239 Sub-Item (l)(a) Disposition changed to destroy 7 years after C-174-l6
 
end of processing year. Item 8
 -t 240 Language clarified. NC-174-16
 

Sub-Item (l)(b) Disposition changed to retire to Federal NCl-58-85l0 
Records Center 2 years after end of processing year. Item 23 

~..(246 New item added for SCCF Aged Historical Files New 
243 Sub-Item (2)(a) Disposition changed to destroy 7 years after NCl-58-80 6 

end of processing year. Item 24 

Sub-Item (2)(b) Disposition changed to retire to Federal NCl-58-85 10 
Records Center 3 years after end of pro~essing year. Item 24 

300 Sub-Item (2) Disposition changed to destroy after 12 months NCl-58-85 10 
or when no longer needed in current operations. whichever Item 30 
is later. 

301 Sub-Item (l)(a) Disposition changed to destroy 12 months NCl-58-77 13 
after data has been converted to good tape. Item 2 

Sub-Item (2)(a) Disposition changed to destroy 12 months NCl-58-82 9 
after date of listing. Item 30 

311 Old item deleted. New item added for "Taxpayer Entity Change New
 
Report".
 

316 Sub-Item (1) DiBppsition changed to destroy 3 years after the NCl-58-85 10
month generated unless the Supervisory Auditor at the 
service center requests that they be retained for a longer
period. 

307 Sub-Item (1) Dis~osition changed to ~ESTROY 5 years after Cl-S8-77processing year. Item 8 

Added 11/18/87

-.111- Revised 1l/')(I,A7
...J.. "'- 'r"'d ~bp.u. Incluel'"9 0"9,nal I., b•• ubmilleel STANDARD FORM 115 A (RE v 12 e3) 

''7''~'''-- Revised 12/tcfB'1 Nal.onal A'''''' •• ' anel Rrco'ell S.... co. P'P,"C,.De-C b) GSA 

, 1'''-'1< 141 (., R) .01 II. 



·~* •ADDENDUM ,TO PAGE 5 of 
I e 

PAGE OF 1JOB NO Request for Records Disposition Authority-Continuation $""0. o~ Iii 
9.

7. I. DESCRIPTION OF ITEM	 10.SAMPLE OR 
ITEM NO (WIth Inclusive Oates or Retention Periods)	 ACTION TAKEN JOB NO 

222 New Item added for Form 1066 New 

223 New Item added for Forms 8288 and 8288-A New 

224 New Item added for Form 8612 New 

225 New Item added for Form 8613 New 

115-203 Four caple •• Including orI9lnal. to be eubmlttecl to ... NatloNlf Archtwes	 STANDARD FORM 115-A 
Revised July 1974
Prescnbed by General Services 

Admlnllltration 
(01·'0 Iq7~ () _ ~711_!87 FPMR (41 CFR) 101-11 4 

1~/d.1 <J1 _ 
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ITEM (With I nc c .. lI'C Irct e s or F.cttntu ..m Pc riods ) JOB (NARS USENO. CITATION ONL YJ ----------+------------------------------------------------------------------r-------------------
317 

318 

319 

320 

321 

322 

323 

327 

356 

357 

363 

364 

370 

371 

372 

405 

115204 

Sub-Item (1) Disposition changed to destroy 3 years after ~Cl-58-85-10 
the month generated unless the Supervisory Auditor at the Item 317 
service center requests that they be retained a longer
period. 

New Item added for FTD-PEL Insert Delete List. New 

New Item added for FTD-PEL Insert Default List. New 

Sub-Item (1) Disposition changed to destroy 3 years after NCl-58-78-4 
close of processing year unless Supervisory Auditor at the Item 320 
service center requests that they be retained for a longer
period. 

Sub-Item (1) Disposition changed to destroy 3 years after NCl-58-78-4 
close 6f processing year unless the Supervisory Auditor Item 32' 
at the service center requests that they be retained for 
a longer period. 

Language clarified. ~Cl-58-85-'0 
Item 322 

Sub-Item (l)(a) Disposition changed to destroy 12 months NCl-58-82-9 
after date of listing unless the Supervisory Auditor at the Item 32 
service center requests that they be retained for a longer
period. 

Sub-Item (l)(a) Disposition changed to destroy 90 days after NCl-58-85-l0 
microfilming and films verified correct. Item 32, 

Deleted. 

Sub-Item (1) Disposition changed to destroy after 6 months. ~Cl-58-78 4 
Item 35 

Deleted. 

Deleted. 

New item added for Centralized Revenue Agent Report File. New 

New item added for Miscellaneous Civil Penalty Assessment New 
File. 

New item added for Rewards Claim Cases. New 

Language clarified. NCl-58-85 10 
Item 40 

STANDARD FORM 115-A (R[V 12·63) 
to the NJt'cnJI Arch!Yes and Rtcords Service. Pr c sc- It)ed b) GSA 

FPI,' R (41 C ~ R) 101·11.4 

Four copies, including origrnal to be submitted 
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Item Description of records
 
No and dispOSitionauthonza tlons
 

and regcJlatlOns for management purposes
 
(Job No NC1-5B--{!0-6. Item 5)
 
(1)	 Record copy 

(a) Destroy 3 years after completion or
 
Issuance of report
 

(2)	 All other copies 
(a) Destroy after 3 years or when no
 
longer needed In current operations.
 
whichever IS earlier (Job No
 
NCl-58--{!5-10)
 

6	 Mmutes or Summaries of Conferences
 
and Meetings. Documentation of minutes
 
or summaries of conferences and meetings.
 
Including Information or decisions reached
 
and actions taken. or to be taken. (Job No.
 
NCl-5B--{!5-10. Item 6)
 
(1)	 Destroy 1 year after the end of year.

7. Management Survey and Project Reports. 
Narrative reports prepared for local irnple-
mentanon (Job No. NN-170-16. Item 6)
 
(1)	 Record copy. 

(a)	 Destroy 2 years after close of file. 
(2)	 All other copies 

(a) Destroy when no longer needed In
 
current operations.


8	 Narrative and Statistical Reports. Recur-
ring narrative, statistical. progress'" pro-
ductton reports~n\2lr~~~~~~~UIl' No. GUF 83-40, Deleted Database 
this	 schedule). ( 0 

8)
(1)	 Record copy. 

(a)	 Destroy after 1 year. 
(2)	 All other copies. 

(a) Destroy when no longer needed In
 
current operations.


9. Production	 and Work Control Transmit-
tals. etc.
 
(1)	 Destroy after completion of each an-

nual program

10. Production and Work Control Schedules.
 

Registers and Reports. (Job No.
 
NC1-SB--{!5-10. Item 10)
 
(1)	 Destroy 6 months after completion of
 

annual program.
 
(2)	 Pertormance Evaluation Reporting Sys-

tem (PERS) Listings
 
(a) Destroy 6 months after completion
 
of annual program.
 

11	 Systems Change Requests and supporting
 
documents. (Job No. NCl-5B--{!0-6. Item
 
11)
 
(1)	 Destroy 1 year after approval or
 

rejection.

12. Worksheets	 used as source documents to
 

prepare punch cards. (Job No. NN-170-16. t
 

MT':::5:)~	 '"~, J 



I 
Re~ords CQntrol Schedule 206 

/tel1'\. Detfcnplionof recora« 
No and dIsposition authorizaftons 

(1)	 Destroy after related punch cards are
 
destroyed.
 

13. Daily Production and Batch Control Cards 
and related forms and documents used in
 
the preparatIOn of production control re-
ports. (Job No. II-NNA-2729. Item 5)
 
(1)	 Destroy 30 days after reports are
 

pnnted
 
14.	 Work Measurement Reports. Employee
 

records. reports. schedules. machine con-
trol documents. worksheets. and equivalent
 
documents. (Job No_ NC1-58-76-9. Item 4)
 
(1)	 Record copies used by Service Center
 

Management Staff Reports Unit.
 
(a) Destroy 1 year after data has been
 
recorded and balanced.
 

(2)	 Other copies provided to supervisors and
 

other workll'lg copes than in (1) above. Cooperative Effort Inactive Pay Reports.
 
(a) Destroy 60 days after data has been 
recorded and balanced. Incenti ve pay forms, reports and records (including 

15.~~~~----------------------~	 Job/Operator Statistics and Analysis, as well as 
16. Machine Logs and related documents used 

to record machine use on each program. (Job the Run 092-65 Option Reports) used by the Local Incentive 
No. NN-170-16.ltem 10)	 Pay Committee. (Job No. 

17. Wo~e::~::u~:~~n~ft;a~~!~ ~~~~!.e~t~: (1) DESTROY after end of the current quarter.1 year 
ployee Master Cards; Organization. Func-
tion and Program Master Cards; Machine
 
Master Cards; and equwalent forms and
 
documents. (Job No. NN-170-16. Item 11)
 
(1)	 Destroy dropout or discontmued cards
 

6 months after end of each 6-month re-
porbng penod (June 30 and December
 
31).


18. Work	 Measurement Work Planning and
Control Cards.Job Record Detail Card. Ma-
chine Hour Card. Employee Performance 
Card. and equivalent forms and documents 
used for input and output In preparing staff-
hour and machine-hour reports. (Job No. 
II-NNA-2729. Item 8) 
(1)	 Destroy 60 days after related reports
 

are printed. -
19. Magnetic Media Management Records. 

(Job No. NC1-58-82-9. Item 19) 
(1)	 Semiannual and Annual Inventory Rec-

ords and Reports. Monthly Inventory Re-
ports. Missing and Destroyed Media Rec-
ords (1I'lCluding Forms 3220 used With
 
Transacllon Code 1 tor addillon or dele-
tIOn of tapes and disks).
 
(a) Destroy 1 year after end of process-
ing year_ (Job No. NC1-58-85-10. Item
 
19)
 

(2)	 Forms 3220 (except Transaction Code
 
1). EXPIred Retenllon Nollflcallons.
 
(8) Destroy 1 year after end of process-
ing year.
 



Item· DesC"ption of records 
No. ,!nd dlsPD,sltionautpo"za nons 

(3)	 Week~,. Master LifJlngs. Weekly Job-
Run-File lIsllngs ' 
(a) Destroy 1 month after the end 01 the 
processing month. 

(4)	 Scratch Usts, Tape Cleaning Lists, Un-
postable lists.
(a) Destroy 1 month alter completion 01 
action. 

(5) Daily Master Listings
(a) Destroy 1 week alter processing
week. 

20. Quality	 Review Forms, Reports and Rec-
ords. (Job No. NC1-58-85-10, Item 20)
(1) Sample Control, Error Logs and Error

Notices. 
(a) Destroy 1 year after the end of the 
current quarter.

(2) Invalid 3926 listing	 and Invalid 3927 
listing
(a) Destroy after corrections post.

(3) Selected Cum Records and Delect list
File. 
(a) Destroy old one when new one IS 
panted.

(4)	 DOES or Keypunch Input Forms 3927
and 3927A. 
(a) Destroy after data has posted to the
Defect Ust and Cum Data File 
(b) Other DOESor Keypunch Quality As-
surance Input Documents can generally 
be disposed 01 after the data posts 

(5) Quality	 Review Index and DOE MIS-
match Listing. (Job No. NC1-58-7B-4, 
Item 20) 
a Destro after review IS completed 

21.	 mpu er ys ems ns 
Sheets. ComputerPnntout Sheets contain-
ing data relating to reel numbers and tape 
runs. 
(1) Destroy	 after 9 months or when no 

longer neededto resolve computer prob-
lems, whicheveris earlier. 

22. Audit	 Technical TIme Report (Form 
4502)., or related documents, containing
case and lime listings 01 audit technical per-
sonnel. (Job No. NC1-58-85-10, Item 22) 
(1) Destroy alter 2 years.

23. Training Program Files.	 Schedules, timeta-
bles, evaluations, and plans of training
courses; documents and reports pertaining 
to participation, instructions, attendance, 
progress and examinations; requests lor
material, servICesand inlormallon; data re-
latmg to training task forces; estimates 01 
need for training; and related data (not
made a part 01 personnel Illes and not cov-
ered elsewhere in thiS schedule). (Job No.
NC1-58-85-10, Item 23)
(1) Records covering courses held In parts.

(a) Destroy 1 year alter completion 01 
the entire course. 

-(6)	 Service Center Collection Branch, Quality 
Review Record, Form 8509, Part 2. 
(a)	 DESTROY after data has been input to 

computerized reports system. 
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Records Control Schedule 206 

" 

Item Descnptlon of records 
No and dispoSition au thonzatlons 

exereses, tests of emergency cornmurnca-
nons equipment. and copes of reports (Job 
No. NC1-5EH1~10, Item 34) 
(1) Destroy when superseded by new plan 

and lists. or when declared obsolete. 
35. Relocatron Plans and Usts. Records per-

taining to the emergency relocation plan, 
and emergency relocaticn cadre 
aSSIgnment. 
(1) Destroy when superseded by new plan 

and lists, or when declared obsolete. (Job 
No. NC1-58-8~10, Item 35) 

36. Safety Program Files. Corre!;pondence and 
related documents (not covered elsewhere 
ill this Schedule) pertaining to safety pro-
gram progress, comparative safety and ac-
cident data. etc. 
(1) Destroy when superseded by new plan 

and lists, or when declared obsolete. (Job 
No. NC1-58-85-10, Item 36) 

37. Accident Case Files. Case files containing 
personal injury, investigative, and motor ve-
hicle accident reports; exhibits, statements 
of fact and related correspondence. (Note: 
Record copies of no lost time injury reports 
maintained in regional Facifities Manage-
men1 Branch; those of lost time injury and 
motor vehicle accident reports INIIntained 
in National Office Protective Programs 
Branch.) (Job No. NN-170-16, Item 29) 
(1) Motor Vehicle Accident Records. 

(a) Destroy 1 year after case is closed. 
(2) Employee Personal Injury Records. 

(a) Destroy 1 year after date of 
accident. 

38. Certified and Registered Mail Records. 
(Job No. NC1-58-8~10, Item 38) 
(1) Registers and receipts of incoming and 

outgoing certified and registered mall ex-
cept Statutory Notices. 
(a) Other Than Tax Related. 

1 DESTROY after 1 year. 
(b) Tax Related (except Statutory 
NoticeS). 

1 DESTROY after 3 years. 
(2) StaMory Notices. Computenzed cern- La.-\ ~ j:c _.Ii1 

maili lists. 1UMJ ":")~ 
~~;:;s ~y~7 ~ye:-:a~rs:-a~ft:-:-e-rend=-07f-:-pr--oc-_-i-. l)tp - ~,~ 
essing year. \.V': 

39. (Reserved). 
40. Records DIsposition Files. Includes descnp-

tive inventories, disposal authorizations. 
schedules for retirement of records. records 
transmittal and receipt forms for retirement to 
Federal Records Centers, reports of dispoSI-
tion. and related documents. 
(1) Records Transmittal and Receipt Docu-

ments. (Job No. NC1-58-80-6. Item 40) 

/ 
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IR Manual MT 1(15)59.26-8 



, '
 
Records Control Schedule 206
 

lIem DescriptIonof records
 
No. anddIsposItionauthonzations
 

(1)	 Destroy when obsolete or superseded,
 
or when no longer needed in current
 
operanoos . _ .-•
 

45.	 Resident Programmer Analysts (RPA)

Records. (Job No. NN-173-152, Item 6)
 
(1)	 Destroy 1 year atter superseded or
 

when no longer needed In current
 
operatons.


46. Records	 Relatmg to Disclosure. Form
 
5394, Request for NotifICations and Ac-
cess--System(s) of Records Privacy Act of
 
1974, and Forms 5466 and 5466A. IndIVIdu-
al Records of Disclosure. (Job No.
 
NC1-~, Item 46)
 
(1)	 Destroy 6 years after end of process-

ing year.
 
(2)	 Retire to Federal Records Center 1
 

year after end of processing year.
 
47.	 InformatIOnItems. Tax related communica-

tions and informatIOn alleging or indica ling a
 
violation within the invesligatlVe jUrisdiction
 
of the Internal Revenue Service.
 
(1)	 Transmittal Memorandums of "Informa-

tion Items" and "other Information" from
 
drstnct offices to service centers. (Job
 
No. NCl-58-76-9, Item 32)
 
(a)	 Destroy after 1 year. 

(2)	 Non-tax related and inSignificant tax
 
Items. (,Job No. NCI-58-82-9, Item 47)
 
(a) Destroy 90 days atter receipt or af-
ter post review, whichever is later. NOTE:
 
All must receive post review before
 
destrOYing
 

(3)	 Currency Transacnon Records 
(a) Destroy 6 years after end of proc-
essing year.
 
(b) RETIRE to the Federal Records Cen-
ter 2 years after the end of the processing
 
year. (Job No. NCl-58-85-10, Item 47)
 

(4)	 Other closed tax related items sent to
 
files. (Job No. NCl-58-76-9, Item 32)
 
(a)	 Destroy 1 year atter closing date. 

(5)	 Closed tax related items, transferred to
 
another service center.
 
(a) Destroy 2 years atter closing date. 

(6)	 Closed tax related items sent to Exami-
nation, Collection, Employee Plans and
 
Exempt Organizallons, Cnminal
 
Investigation.
 
(a) Destroy 2 years atter clOSing date. 

(7)	 Closed tax related Items to Pnor Investi-
gations. (Job No. NCI-58-78-4, Item 47)
 
(a)	 Destroy 10 years from closmg date. 

(8)	 Tape File (Form 4789) Criminal lnvestr-
gatlOn/Customs Tape Exchange Pro-
gram (Back-Up Tape). (Job No.
 
NCI-58-8CHi, Item 47)
 
(a)	 Destroy 1 year atter shipment date. 

48. Emplo er's Annual Return of Allocated 
Tip , Form 8027 (ANSC Only). Includes Ferm 8027,

Fe"" 8927, ~8te""iRati8 __1&,*&r8. 88~iQ&ef Form 8027-T, attachments, and determination letters.
 

(1)	 RETIRE to Federal Records Center beginning January 2, 
1 year after the end of the year in which the returns 
were numbered and processed. 

(2)	 DESTROY 6 years after the end of the processing year. 



o 

Item Descnptlon of records
 
No. and dIsposItIon authonzatlons Documentation of the r~ Equ~ty and Fiscal Responsibility


Act (TEFRA) Tip Income Study (ANSC only). The study is
 
congressionally mandated under the TEFRA of 1982.
 NONC'~A''U'a~j$~(1~~rs?=ur	 Documentation includes Forms 8027, transcripts of Forms 8027 

49. All Taxpayer Case Files.	 and associated workpapers.
(1)	 D •• troy 3 years after case IS closed. or (1) RETIRE to Federal Records Center after December 31, 1991. 

when no longer needed. whIChever ISear- (2) DESTROY after December 31, 1999. her. (Job No NC1-58-8~'O. Item 491
 

50 (~e88F8i) ~------------------~
 
5'.	 !~IlIi8P (911) _---------------- ..... Closed 100 Percent Penalty File (Form 2749). 
52. ~169f1olMt..
 
53.~a&ar:IIrQI~--:_=_~::___.-~ (1) DESTROY at the end of June and at the end of
 
54. Power of A orney (POA)/Tax InformatIon December those forms over 6 months old.AuthorizatIon (TIA), Central,zed Authonza-

tion File (CAF). Authonzabon tor a thIrd par-
ty to act in behalf Of a taxpayer before IRS SEE ATTACHED INSERT FOR ITEMS 52 and 53.
 
or to receIVe or inspect certain tax informa-
tion for the taxpayer.
 
(1)	 POA's and TIA's (Hard Copy) used as
 

input documents to the CAF.
 
(a) Destroy after January 2 of the year
 
following the purge year whICh IS identi-
fied by the first 2 dIgits of the SDLN on
 
the POA or TIA. (Job No. NC1-58-8~10.
 
Item 54)
 

RETURNS PROCESSING RECORDS 
55. IndIvidual	 Income Tax Returns (Forms
 

1040A and 1040EZ) with related docu-
ments attached to the return or coflSldered
 
a pan of the administrative file, regardless
 
of whether the documents are phySIcally
 
with the return or maintained in an attach-
ment file. (Job No_ NC1-58-82-9, Item 55 &
 
Job No. NC1-58-8~10, Item 55)
 
(1)	 Return filed In original blocks In account
 

number, ongrnal document locator num-
ber (DLN) sequence, or renumbered in
 
document locator number sequence on
 
or before April 15.
 
(a)	 Destroy 6 years after date of filing. 
(b) Retire to Federal Records Center
 
begInning January 2 through March 31
 
following the year In which returns were
 
numbered and processed.
 

(2)	 Retums filed, numbered or renumbered
 
in document locator number sequence
 
April 16 through June 30 :
 
(a) Destroy 6 years after numbenng and
 
processing beginning July 1.
 
(b) Retire to Federal Records Center
 
beginning January 2 through March 31
 
following the year In whIch returns were
 
numbered and processed.
 

(3)	 Returns flied, numbered or renumbered
 
in document locator number sequence
 
July 1 through December 31.
 
(a) Destroy 6 years after end of proc-
essing year.
 

MT	 1(15)59,26-9 IR "anulll 
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52.	 Notice of Action for Er.try on Payer Master 
File (PMF) (Form 8423) and Payer Master File 
Entity Change Entry (Form 8487) used in resolving 
unpostable cases. 
(1)	 DESTROY 1 yea.r after the end of the processing year. 

53.	 Self-Assessed Penalties Return (Form 8210). 
(1)	 RETIRE to Federal Records Center 1 year
 

after the end of the processing year.
 

(2)	 DESTROY 4 years after the end of the proces.sing 
year. 



Records Control Schedule 206 

Item Description of records
 
No. and dlspoSloon authorizations
 

(b) Retire to Federal Records Center
 
beglnrnng January 2 through March 31
 
followingthe year In whIChreturns were

numbered and processed
 

(4)	 Returns in penalty files Returns on
 
which a penalty of 50"- or more has been
 
assessed, and cases for which the Cnm,-
nal Investigation DIVIsIon has requested

longer retention.

(a) Destroy 6 years and 9 months after
 
the end of the Calendar year In which
 
case closed.
 
(b) Retire to Federal Records Center July'

throughSeptember 30 follOWIngthe year In
 

..	 which returns were renumbered In the pen-
alty or supplemental series.
 

(5)	 Returns in potential refund litigation
 
case files. Returns and all related
 
documents.
 
(a) Destroy 7 years after establishment
 
of file.
 
(b) Retire to Federal Records Center 3
 
years after establishment of file.
 

56. Income	 Tax Retums Filed by Individuals.
 
Partnerships and Fiduciaries (excludes

Forms 1040A and 1040EZ>. with related
 
schedules, corresponderlC8. audit reports,
 
work papers and other documents attached
 
to the return or considered a part of the ad-
ministrative file, regardless of whether the
 
documents are physically with the return or
 
maintained in an attachment file. (Job No. (Textual series of records transmitted eletronically
 
NC1-58-79-4, Item 1) "'-------I pertain only to PILOT being conduc ted , ) 
(1)	 Returns filed In origrnal blocks in ac-

count number, onglnal document locator

number sequence, or renumbered in doc-
ument locator sequence on or before De-

..e!!!ber 31.	 1 11I,~~~EIDii~u~0~y--on--or--a~ft~er~Ja~~--ry--16~.-6~(a)Recordsnot transmitted e ectronica y. 
years and 9 months after Aprf 15 of the 1 
processing year. 

-yJ)il/ Retire to Federal Records Center 2 
'beginning January 2 through March 31 
following the year in which returns were 

~nu~rnber~~ed~a~n~d~pr~~~~ssed~~~~(b) Records transmitted electronically. (Job No. NCl-58-85-l5, 
eturns '" penalty file. Returns on whICh Item 1 (c)) 

a penalty of 500;9 or more has been as-
sessed, and cases for wtuctl Cnmlnal In- 1 Data stored on magnetic tape. 
vestigation DIvisionhas requested longer a DESTROY on or af ter January 16, 6 years and 9 monthsretention. (Job No. NC'-~2-3,ltem 2) 
(8) Destroy 6 years and 9 months after af ter April 15, of the processing year.
 
end of calendar year In which case 2 Textual Forms 8453, U. S. Individual Income Tax Declaration

closed. 
(b) Retire to Federal Records Center for Electronic Filing; W-2~ lo!age and Tax Statements; and 
July 1 through September 30 follOWIng related schedules not conducive to electronic transmission. 
the year in which returns were numbered a RETIRE to the Federal Records Center beginningin the penalty or supplemental senes. 

January 2 through March 31 follOWing the year in which 
IR Manua' MT 1(15)59.2~9 the returns were numbered and processed. 

b DESTROY on or after January 16, 6 years 9 months after 
April 15, of the processing year. 

3 Textual tax return facsimiles, if created. 
a RETIRE to the Federal Records Center 3 months after 

facsimiles are produced. 
b DESTROY on or after January 16, 6 years 9 months after 

April 15, of the processing year. 
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Item DescnptlOn of records 
No andOl$pOSloon authonzatlons 

(3)	 Returns IFl potential refund htIQafton 
case flies Returns and all related coco-
ments (Job No NC1-58-80-6. Item 56) 
(ai Destroy 7 years after establishment 
of file 
(b) Retire to Federal Records Center 3 
years after establishment of file • 

57.	 DedaratJon of Estimated IndMdual In· 
come Tax or EOUlva/ent Forms. (Job No 
NCI-S8-78-t. Item 57) 
(1)	 Taxable Declaraoon of Estimated ln-

come Tax or eqUivalent forms wrtt1 
remt".ance 
(a)	 Destroy " years after end of proc-
esSIng year filed. 
(b)	 Declarations numbered and proc-
essed	 January 1 through December 31 

1 Retire to Federal Records Center c..j'beginning January 2, 1 year after the end of the 
"'eAtRe lI*ar ... a af 're 

(2) Non-taxable Declarations. 
•••• iRI yeer. lyear in which numbered and processed. 

(a) Destroy upon receipt. 
(3) Taxable Non-remittance Declarations 

(a) Destroy upon receipt. 
58. Corporation 8nd Excess Profit Tax Re· 

rums, ncludlng all related documents. cor-
respondence and exhi~ (Job No. 
NCI-~1-14, Item 58) 
(1) Destroy 75 years after end of process-

ing year. 

[<inClUdes u.s. 
Forms 1120S). 

Small Business Corporation Return of Income, 

(2) Returns runbered and processed Jan-
uary 1 through June 30. 
(a) Retire to Federal Records Center 
beginning January 2 through March 31 
following the year in which numbered and 
processed. 

(3) Returns 
1 through 

numbered 
December 

and 
31. 

processed July 

(a) Retire Ie Federal Records Center 
beginning July 1 ti)rough 
following the year in which 
processed. 

September 
numbered 

30 
and 

(") Returns and related 
tential refund litigation 

documents 
case files 

In po-

(a) Retire to Federal Records Center 
years after establishment of file. 

3 

(5) Return by an 
Shareholder with 

Officer, 
respect 

OIrector, or 
to the Organ,. 

: 

zanoo or Reorganization of Foreign Cor-
poranon and 
(Form 959). 

ACQUISItIOn of ItS Stock. 

(1) Destroy
8SSIng year. 

75 years after end of proc-

(6) ElectIOn to be treated 
4876) 

as a DISC (Form 

(1) Filed a 1120 DISC for any taxable 
year for wtucn the election is effective 

(a) Destroy 75 years after end of 
~OC8SSIng year. 
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Item DescnptJon of records 
No and dIsposItIon authorrz8 trons 

(b)	 Retire to Federal Records Center 
July 1 through September 30 follow· 
Ing the year In whI:::h numbered and 
processed 

(2) Revoked or TerTTlIn8ted and has filed 
a 1120 DISC dumg any taxable year for 
which the eleCtion IS effective. 

(a) Destroy	 75 years at,ler end 01 
processang year. 

(b)	 Retire to Federal Records Center 
July 1 ItIrough Septemoer 30 follow· 
Ing the year In which numbered and 
processed. 

(3) Has not filed a 1120 DISC during any 
of the taxable years that the election was 
effective. 

(a) Destroy	 6 years after the election 
is effectIVe. 

(b)	 R.~ to Federal Records Center 
July 1 through September 30 follow· 
ing the year In which numbered and 
processed. 

(7)	 Returns In penalty files Retums or. 
which a penalty has been assessed. ana 
cases lor which the Crimtnal InvestigatIon 
Division has requested longer retention. 

(1) Destroy	 75 years after the end of 
the calendar year in which penalties 
were assessed and case closed. 

(2)	 Retire to Federal Records Center 
July 1 through September 30 follow-
ing the year in which retums were 
numbered in the penalty or supple-
mental series. 

59. Income	 Tax Index Cards (OffIcIal Record 
Copies). Index cards used as a cross-refer-
ance to income tax returns. assessment 
lists. Unit Ledger Cards (ULC's), and other 
documents. (No longer accumulating at the 
service center) 
(1)	 Index cards for individual, partnership

and fiduciary income tax relums, and oth-
er miscellaneous returns 
(a) Destroy as the referenced tax re-
turns have been destroyed. (Job No. 
NC1-58-85-5. Item 59) 

(2)	 Index Cards for CorporatIOn Income 
Tax Returns (1917-1948) 
(a)	 Index Cards for 1917. 

1 Destroy	 75 years after end of proc-
essIng year. (Job No. NC1-58-85-5. 
Item 59) 

(b)	 Index Cards for 1918-1948 
1 Destroy	 as they are no longer 

needed by Federal Records Centers 
for cross-reference 

(c) Index Cards for Corporation Income 
Tax Returns (1949 and subsequent 
years). (Job No. NC1-58-82-9. Item 59) 

1	 Destroy 75 years after end of proc-
essmg year. 



oe
 
Item Description of records
No. and dispOSItIonauthonzations 

2 Retire to Federal RecordsCenter 5 runidentifiable Tax R~tu+ns {Signed/Unsigned) which do not contain 
years after en~ of processing year. sufficient entity information to identify the t.axpaye r and/or

60 ~. Q_ R,~/~'r.. . ., ~~ -
·.:E'E:refs~?:i'JUmifefeiJ.(JOJf taxp:~~r b~an r:~~s::d ~etermined by the si~nature and tax return
 

(1) Desfroy	 immediate~y once determination has been made that 

61, E: Tax Retums ncOGes. reate the return is unfderrt Lf'Labl.e ,
 
schedules,corresPondenceand documents
 
such as wills, affidavits of appraisals, trust (Forms 706, 706-A, 706-B, 706-B(1), 706-B(2), 706-CE,

agreements,powerof attorney,briefs, etc.,

and any relatedgift tax retumfiled by dece- 7067NA, and 712).

dent (Job No.NC1-58-83-10, Item 1)
 
(1) Originals,reviewedand renumberedby
 

Examination.
 
(a) Destroy 75 years after end of proc-
essing year.

(b) Retire to Federal Records Center 6

months afterExaminationclosure,except

for thoseestatetax retumswhich contain
 
generation skippingtransfers.
 

(2) Generation-Skipping TransferTax Re-
turn (Form70~), InformationRetum by

Trustee for a Distribution(Form706-B(1)

and Beneficiary'sShare of a Taxable Dis-
tribution froma GenerationSkippingTrust
 
(Form 706-8(2).
 
(a) Dispositionnot approved. 

(3) File folders-set-up	 to house returns
 
and related documentsprior to examina-
tion and renumberedDLN.These folders
 
should all be screenedto removeany re-
turns or correspondencethat should be

processedandforwardedto Examination.

After screening.dispose as follows:
 
(a) Destroy when related Estate Tax
 
Returns are retired to the Federal Rec-
ords Center in accordance with (1)(b)
 
above. 

62. Gift	 Tax Returns. Form 7091 
United States
 

Gift Tax Return:eEorm710,Gft Tax Donee's (, ,
 
or Trustee's Information Retum of GiftS; Form 709-A, Unf ted States Short Form Glft Tax Return; 
Form 882, Statementof Gift Tax Due; and'CFOrm 712 Life Insurance Statement for a Decekderrt (Insured)'
all related correspondenceand documents' ,\,
 
not associated with Estate Tax Returns.
 
(Job No. NC1-58-82-9, Item 62)
 
(1) Gift Tax Returnsfor 1966and following	 :
 

years.

(a) Dispositionnot approved. 

(2) Inactive Gilt Tax	 Returns for years
 
1916-1965.
 

(a) Destroy. 
(3) File Folders-set-up	 to house returns
 

and relateddocumentsprior to examina-
tion and renumberedDLN.These folders
 
should all bescreenedto removeany re-
turns or correspondencethat should be
 

MT 1(15)59.26-9	 IR Manual 
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Item Description of records
 
No. and dIspositIon authorizatIons
 

processed and forwarded to Examination
 
After screening. dispose as follows
 
(a) Destroy when Gift Tax Returns are
 
filed '" the alpha file or rebred to the Fed·
 
eral Records Center per Item 61 above.
 

63.	 Gift Tax InformatIon Card. Master ancIex of
 
gift tax returns whICh show name. distnct.
 
eccount number. etc. (Job No.
 
NC1-58-65-10. Item 63) •
 
(1)	 DESTROY after related case becomes
 

flactrve. Transfer to an FRG IS not
 
authorized .
 

64. (Reserved). 
65.	 Employment Tax Retums filed by employ-

. ers and covenng WIthholdIng. social secun-
ty. railroad retirement and unemployment
 
taxes. not agreeing with the amount claimed
 
as credit. and related documents and corre-
spondence. (Job No_ NCl-58-78-4. Item
 
65)
 
(1) Destroy	 6 years after end of process-

ing year.
 
(2) Retire	 to Federal Records Center be-

ginrnng January 2. 1 year after the end of
 
the year in whIch returns were numbered
 
and processed.
 

66.	 Exempt Organization Returns. including all
 
related documents. correspondence and
 
exhibits (includes Forms 990. 990-AR,
 
99O-8L. 99O-C, 990-T. 99O-PF, 1041-A,
 RETIRE to Federal Records Center beginning4720 and 5227)_ (Job No. NCl-58-85-10 (1)

hem 66) , January 2, 2 years after the end of the year in
 

which the returns werlfumbered and processed. 
67.	 M /Ianeous Tax Retums covering ex-

cise tax returns on diesel fuel, gasoline lu- (2 ) DESTROY 6 years aft~ processing year.

bric:a~ oils, telephone, telegraph, tr~ns- '"
 portation, etc., with related correspondence
 
and documents.
 
(1)	 Miscellaneous Tax Returns with related
 

correspondence and documents. (Job

No. NCl-58-80-6, Item 67)
 
(a) .Destroy 6 years after end of prec-
essrng year.
 
(b) Retire to Federal Records Center
 
begInning January 2. 1 year after the end
 
of the year in whIch the latest returns
 
were numbered and processed
 

(2)	 Alpha and Index Registers for Forms
 
4638. (Job No. NC 1-58-82-9 , Item 67)
 
(a) .Destroy 6 years after end of proc-
essrng year.
 

IR Manua'	 MT 1(15)59.26-9 
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Item Descriptionof records 
No. and dispositionauthorizations 

0-
68. Extension Records. Correspondence and 

forms (not associated with related tax ra-
tum~ aliOWIngor dIsallOWIngtaXPayers to inor associated with a remittance)
extend time in which to file a return or make 
a tax payment due and taxpayers' applica-
tions for a change in accounting period.
(Job No. NC1-58-85-10, Item 68)
(1) Destroy	 t year after end of processing 

ye~~~.~~~~~~~~~~~--(NOTE: Extension Records associated with remittance 
69. Retumoe'lnquencyandBa/anceDueNo- see Item 168.) 

fices, Taxpayer Delinquent Accounts
 
(TDAs), Taxpayer Delinquency Investiga-
tions (TOls), Returns Compliance Program

(RCP) Leads, Courtesy Investigations, and

related documents. (Job No.
 rcp Notfces'411, 412, 413, 414, 515, 516, NC1-58-85-10, Item 69\
 
(1t _Return Delinque'l..c1"'otice" {P'Q/V"'I$ 511, and 518) .
 

, . "'PI~~ 'f'PZ,Ij-'()H-'l-f~ other 
related documents. ...." -
(a) Closed Forms and Related Docu-
ments over 6 months old. (Job No.
 
NC1-58-85-tO, Item 69)
 

1 Destroy	 at the end of each month 6
 
months after the case is closed.
 

(b) Credit Balance and TC 594/599 Cas-
es Closed and other related documents
 
over 6 monthsold as a result of research
 
(See Item 242).


1 Destroy	 at the end of each month 6
 
months after case is closed. 51(.)
 

(c) Undelivered Return Delinquency No- I t.!AI. 1it!£S 515 AAiJ> • 
tices (FtlAA5 ""'~/, ~'t'.2-,II"J) ._~_ 'C I
 

1 DESTROY upon receipt from the. I
 
Postal Service.
 

(2) Balance Due Notices (CP Notices and

Forms 3967(C) 4839. 4840, 4873, and

4905, (Notices 521 and 522» and related

documents.
 
(a) Destroy at the end of each 6 months
 
after the case is closed.
 

(3) Undeliverable Balance Due Notices.
(a) DESTROY Undelivered IMF- and
 
BMF Master File Notices for Balance Due
 
and Forms 502 upon receipt from the
 
Postal Service.
 

(4) Closed	 TOAs, TOls, RCP Leads, Ols,
 
and related documents. .1
 

(a) DESTROY after 3 years. . ... 
(b) RETIRE to the Federal Records Cen-
ter at the end of each month, or when no
 
10nQer needed, whichever is earlier. A
 
minimum of one (1) cubic foot of records

must be retired.
 • 

(5) Installment Agreements (Form 433 Se-
ries) and related documents.
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Item ~tlOll of records 
No. and dIsposioonauthoriDtions 

(a) DESTROY when required terminal 
Input .. completed or when the case IS 
dosed ., form is retained In the Install- I 

ment Agreement File. 
(6)	 Report of Trust Fund Tax VIOlations 

(Form 2674).and ~Iatect~ts 
(a) Ontroy at the end of .. ch month 6 

.months aher the case is closed 
(7) Application for Extension of Time to File 

U.S. Estate Tax Return and/or Pay ES1 
tate Tax (Form 4768) and related' 
documents. . 
(a) Ontroy aher research and terminal 
input action is completed. If applicable. 

(8) Request for Quick and Prompt,Assess-
ment (Form 2859) Index File Copy. 
(a) Ontroy at the end of each month 6 
months after the case is closed. 

70. Employer's Application for klen"'ica--:'t,'""'on---t 
Number (EIN). 
(1) Apptications and Related Corre-	 spon-

dence. (Job No. NC1-~10, Item 70) 
(a) Ontroy 5 years after the end of year 
In which processed. 
(b) Aetlre to Federal Records Center at 
the end of June and at the end of Decem-
ber those forms and related documents 
over 6 months retention. 

(2)	 Daily EIN Log of Unassigned EIN's. A 
generated list of EIN's that have been 
marked for deletion from the ENAF. (Job
No. NCI-58-80-6, Item 70) 
(a) Destroy 6 months after print date. 

71. Application	 for Exemptions and Register.

ApplicalJOns for exemptIOn from tax respon-
sibilities and regulations applying to restrict-
ed or specially controlled businesses such
 
as amusements, narcotics, firearms, etc.;
 
applications for registry as person liable for
 
admission tax after a change in ownership;

or equivalent forms with related COITespan-
dence and documents. (Job No.
 
NCl-58-85-10, Item 71)
 
(1) Destroy 6 years after filing. 
(2) Retire	 to Federal Records Center 6 

months following the processing year. 
72.	 Certifteation by Churches and Qualified 

Church-Controlled Organizations Electing
Exemption from Employer Social Security . 
Taxes (Form 8274). (Job No. 
NC'-58-85-10, Item 72) 
(1)	 DESTROY 75 years after the end 01 

the procesSing year. 
(2) AETIRE	 to the Federal Reserve Rec-

ords Center 1 year after the end of the
processing year. 

73.	 Certificate Waiving Exemption from Taxes 
Under FICA 8nd ,elated correspondence.
(This Form (SS-15) was obsoleted 1-1-84, 
no longer accumulating.) 

100 Percent ~enalty Assessment Statute 
Expiration Date (ABED) Notice 527 (4906)
Sole Proprietorship.
(a)	 DESTROY 30 days after receipt jn Service Center 

Collection Branch (SCCB). 

'0 
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Item DeScription of records 
No. and dl5pOSI1ion authorizatIOns 

(1) Destroy	 7 years after the end of year in Certification and Election Form (Form 6458).

whICh processed. (Job No. This form is filed by producers and operators to
NC1-58-8~10. Item 73) 

(2) Retire to Federal Records Center claim exemption from Windfall Profit Tax (WPT).

74.~~~~immediately. ~ (1) RETIRE to Federal Records Center 3 month
 
75.	 Problem Resolution Records. Correspon- after receipt of form. 

dence and StatiStK:aI--AecordScreated and (2) DESTROY 8 years after receipt of form.
maintained primarily from contacts with tax-
payers who have problems to be resolved.
 
(1)	 Problem Resolution Correspondence


(Form 5543)_ (Job No. NC 1-58-85-1 O.
 
hem 75) .
 
ea) Destroy 1 year after the ............... end of the year the case is closed •
 .....	 r 

(2)	 Problem Resolution Statistical Records
 
(Form 8016 or similar format StICh as
 
PROMIS Report 1C (Quarterly».
 
~a> DESTROY 2 years after the year the
 
report is prepared.


(3)	 Problem Resolution Tme Report (Form
 
6172>
 
(a) DESTROY 2 years after the year the
 
report is prepared.


(4) Quarterly Narrative Reports.
 
ea> DESTROY 2 years after the end of
 
the year the report is prepared.
 

(5) PRP System Change Requests.
(a) DESTROY 1 year after the end of the
 
year during which the final action is taken.
 

(6)	 PRP Trip Reports.

(a> DESTROY 2 years after the end of

the year during which the report is
 
prepared.


(7)	 Problem Resolution Office Manage-
ment Information System Reports

(PROMIS). (Except Quarterly Report
 
1C>.
 
ea> Reports 1C (weekly and monthly).

15. 2A. 2F. and 3. 

1 DESTROY	 when 1 week old or
 
when no longer needed for refer-
erlCe not to exceed 1 year.
 

(b) Reports 4. 4C. 5 and 6.
1 DESTROY	 when 3 months old or
 

when no longer needed for refer-
erlCenol to exceed 1 year.
 

76.	 Special Taxpayer List. list of names of all 
persons. including wagering. who have ap· 
pll8d for speCIal tax stamps. (Job No. 
NC1-58-8~10.ltem 76).
(1) Destroy	 30 years after end of process- ., 

ing year.
(2)	 Retire to Federal Records Center Jan-

uary 2. following the processing year.
 n.	 Waiver CertifICate to Collect Social Secu,,-
ty Coverage. Exemption flom Self-Em-
ployment TalCfor Ministers. Members of 

MT 1(15)59.26-9	 IR Manual 
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Religious Orders end Christian Science 
PreetiboII8fS, Public Othcers, State or PolitI- ' 
C8I Subdivision ~, etc. (Job No. 
HC1~S-10,1tem 77) 
(1) DESTROY 75 years after date of 

waiver. 
71. Social Security Tax Cotrection Records~::r. or. FiIf!S T~I)' SSN 

(1l CoIrespolldellce, forms Mel documentS 
used eo correct discrep8l1Cies ... Social 
Security tax account. (Job No. 
NC1-58-8s-10, Item 78) 
(a) Destroy 1year after end of year In 
which correction was 1Mde. 

I 

(2) Logs or Flies on TtIf11)OrIlry
Iigned. (Job No. NC1~10,ltem 

SSNs As· 
78) 

Ca) Destroy 
ing year. 

1year after end of process-

(3) Ustilg of Spoc IS8S ... SSN sequence.
(a) ~stroy old listing when new listing
Is received. (Job No. NC1-68-82-9, Item 

I' 

78) .:: E::::::> 
81. mpIoyer Appointment 01 Agent (Form

2678). Is used when an employer appoints 
an agent to pay his employee's wages. (Job
No. NC1-58-8S-10, Item 81) 

,; SEE ATTACHED INSERT 

(1) Account 
employer. 

with agent acting for only one 

(a) Destroy 3 years after termination. 
(2) Account with agent acting for more than 

one 8q)Ioyer. 
(a) Deatroy 3 years after all accounts 
have been terminated. 

12 .• Me II Uii J ax RetufIV" Hii""'~'Meter 
"Je'... ,.... Return or tax due on use of high-
way motor vehicle. (Job No. NC1-58-8S-10, 
Item 82) 
(1) Destroy .. years after the end of the 

processing year. 

Heavy Vehicle Use 

(2) Retire to Federal Records Center 6 
months after Ihe end of the processing 
year. 

83. Election by Small Business Corporations.
Fled by qualifying small business corpora· 
tions who make eTection not to be subject to 
taxes as prescribed in IRe 1372. (Job No. 
NC1-58-a2-9, Item 83) 

-(1) Destroy 75 years after end of process-
ing year. 

(2) Retire to Federal Records Center 1 
year after end of processing year.

84. (Reserved).
85. Information Returns and related docu-

ments submitted by domestic and foreign 

IR ...... ' MT 1(15)59.2&-9 



~ IN~ERT ~ ITEMS 79 and~ 

" 

79.	 Returns Delinquency Notice Review Register

used in reviewing CP 515 notices prior to
 
mailout. Identifies potential erroneous
 
notices.
 
(1)	 DESTROY after related notices are mailed 

or as otherwise determined by SCCB Management. 

80.	 Pre-Note Problem Register and Non-Pay Problem
 
Register identifies electronic fund transfer
 
problems on installment agreements.

(1)	 Keep listings in the unit for 1 year, in 

reverse order. 
(2)	 DESTROY listings after 1 year. 



· , 

"em ~oItei:Otds 
No. end dIaposItjon .Ufhoriutions 

ff,.	 firms to edviIe .. nMWI. emounts end 
types 01 Income paid lIDindividuals. 
(1)	 Domestic Filed. (Job No. NC1-a-n-4. 

lIem 1)
(a) Auociated with income tax mums. 

1	 o..troy or Aetain. .. ~te,
when "ted income tax returns are 
~ or retired. 

(b) Residue 01 Information Returns end 
00c:umenta not auoc:iated with related 
Income lax returns. (Job No. 
NC1-a-n-4.lIem 1)

1	 o.atroy aelec:ted sample 60 days 
after data has been converted to 
magnetic tape, the tape verified and 
eent 10 National CcIn1Mer Center (NCC).	 ,

2 be.tioy non8alacted documents 
after ample has been aelected, but 
no earlier than June 30th of currant 
processing year.

(c) Statement of Gambling Winnings and 
Transmittal (Fonn W-2G, W-3G and 
1099R). (Job No. NC1-~S-10, Item 
85)

1 Deatroy 3 years after processing 
year.

(d) Loose W-2's, with the exception of 
Copy C. which will continue to be re-
turned to the taxpayer. (Job No. 
NC1-5~2-9,ltem 85)

1 Destroy	 at the end 01 the process-
ing year.

(2) Foreign Filed.	 (Job No. NC1-58-77-4. 
Item 1)
(a) Associated with income tax returns. 

1 Destroy or Aetain, as appropriate, 
when related income tax returns are 
destroyed or retired. 

(b) Residue of Information Returns and 
Documents not assOCiated with related 
income tax returns. (Job No. 
NC1-58-82-9. Item 85) 

1 Information Returns and Documents 
selected for review. 
8 Destroy 1 year after processing 
or conversion to magnetic tape.

2	 Information Returns and Documents 
not selecled for review. 
8 Destroy January 2, following the
year received. 

(3)	 Creation of or Transfer to Certain For-
eign Trusts and Annual Return of Foreign
Trust with U.S. Benellciaries (Forms 3520 
and 352O-A) (Job No. NC1-58-8C1-6, 
Item 85)
(a) Destroy 7 years after date of filing. 

(4)	 International Boycott Report, (Form
5713). (Job N.o. NC1-5~CI-6, Item 85) 
(a) Destroy 7 years after end of proc-
essing year. 



Aecord~ Control Schedule 206 ., 

Hem 
No. 

Descripllon of records 
and drsposition authorizations 

(b) Retire to Federal Records Center 1 
year after the date of Inclusion In the 
acheduIed lriannuallisting January 2. July 
1 and October 1 of .. ch year.

(5) QuestiOnable Form W-4 Program.
(a) Forms W......(Paper Document). (Job
No. NCI-58-84-1. hem 85) 

1 DESTROY .. yelP after processing 

2 J:':~'RE .:; Fectei~I R~s Center 
1year after end of processing year. 

(b) Forms W...... Case Files. (Job No. 
NCI-58-8S-7. Item 85)

1 DESTROY 2 years after case be-
comes inactive based on the "/ast
.tatus date". as reflected on the ' 
W ..... Control File that is maintained . 

• by .. ch service center. t 
16_ Public Inspection Files (Hardcopy and Ap-

etture Cards) tor Returns of Organizations 
or Fiduciaries Exempt from Income Tax 

. 

maintained apart from the "retum" portion 
of these forms. (Job No. NCI-58-8S-10. 
Item 86) • 
(1) Destroy 3 years after end of process-

ing year. 
87. Undelivered Information Returns (Copy B) 

transmitted by employers. pa'l.ers and 
nominees to the service center ~06 No. 

(Foreign W-2). 
NN-17~16. Item 49)

(1) Destroy January 2 following the year in 
which prepared. 

88. Information Returns received from emplo~-
ees and recipientsl(J06 No. NC, SS=1t~: . 
Item 9) 
(1) Information Returns associated with in-

(Foreign W-2). 

come tax returns. 
(a) Destroy 
when related 

or Retain. as appropriate. 
income tax returns are de-

stroyed or retired. 
(2) Information Returns not associated 

related Income tax returns. 
with 

(8) Destroy January 2 following the year
In which prepared. 

89. Liquor Tax Assessment Worlc Sheet (En-
forcement). Used to determine rate of tax 
and amount of tax and penalties in enforce-
ment cases. (Job No. NCt-58-78-4. Item 
89) 
(1) Destroy 7 years after end of process-

ing year. 
(2) RetIre to Federal Records Center 1 

year after end of processing year.
90. Magnetic Tape Correspondence Files re-

lating to the receipt. processing, and return 
of magentic tapes containing tax state-
ments on wages. gambling winnings, recipi-
ents of annuitl8S. pensions or retired pay,
and information returns. Payment data filed 
by Govemment and non-Government orga-
nizations using-magnetic tape files in lieu of 



- . .. ., 
Records·Control Schedule 206 

Item DescflptlOnof records 
No. anddisposition authorizations 

94. Source Documents used for the establish-
ment of master files, consisting of mail slips,
 
addressograph plate lists, alphabetical list-

Ings by districts and other lists of business
 

.adiHA8 used to perfect the master file. (Job
 
/T No. -Congressional 1895, 90th Congress,
 

2nd Session)
 
(1)	 Destroy 60 days after data has been
 

converted to magentic tape, the tape veri-
fied and corrected, and master file
 
established.
 

95. Notice of Action for Entry on Master File or
 
equivalent forms. (Job No. NCl-58-82-9,
 
Item 95)
 
(1)	 Destroy 5 years after end of process-

ing year.
 
(2)	 Retire to Federal Records Center 1
 

year after end of processing year.
 
96.	 Master File Entity Change, or equivalent
 

forms not associated with case files. (Job
 
No. NCl-58-80-6, Item 96)
 
(1)	 Destroy 1 year after end of processing
 

year.

97. Block ControlCards, and equivalent forms
 

used as a card control for documents intro-
duced through the processing cycle.
 
(1)	 Master Control Cards. 

(a) Destroy 14 days after Control Data
 
Recap and required balancing have been
 
completed.
 

(2)	 Other Cards. 

(a) Destroy 30 days after data has been t.~_if-.p!.:I C't~.~.·~!(,/-..t<2~, to ·U4~!:_~~./ /C-//)'/,.;(7
converted to magnetic tape and tape bal- ~ ( "
 
§r)~~g 1M Y~ri!!ed. _
 

98.	 U.S. Annual Summary and Transmittal of (1) Paper Records (not microfilmed) 
U.S. Information Return (Form 1096). (Job ( )

No NCl-58-85-10. Item 98) a DESTfiOY3 years after end of processing year.
 -~="",,==========::-I-I(2) Microfilm 

IR Manual	 MT 1(15)59.2&-9 

1

(a) DESTROY 3 years after processing Year.
 

(3) Paper Records (microfilmed)

(a) DESTROY	 immediately after microfilming and film 

verification. 
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~ecord~ COIUrolSctledule 206 

Item DescnptlOn of records 
No. Bnddlspositionauthonzations 

INSERT FOR ITEM 102(2) thru 102(10) 

~ ACCCUlts Maintenance Claim Pending (.II)
 
(06-W) Transcripts, Forms 4179A, with
 
an unreversed TC 470 and Closing
 
Codes 00, 90,93, or 94.
 
(a) Destroy when no longer needed in 
current operation. 

103. Blocks	 Out of Balance Listings. (Job No. ,
 
NC1-58-85-10, Item 103)
 
(1)	 Blocks Out of Balance Ustings and
 

Source Documents Reflecting Corrective
 
Action Taken.
 
(a) Destroy 60 days after data has been I
 
converted to magnetic tape and tape has :
 
been balanced and verified.
 

(2) Blocks Out of Balance Card Check List. 
(a) Destroy 60 days after end of proc-
essing year.
 

104. CyclelBlocl<	 Proof Listing Register. Regis·
 
ter is printed each cycle reflecting each
 
document "input" In that cycle separated as
 
to IMF and BMF in DLN sequence. Used
 
daily to foolish information to the district ot-
fices, other services centers and taxpayers.

(Job No. NC1-58-85-10, Item 104)
 
(1)	 Destroy 1 year after end of processing
 

year.
 
105. Notice	 Registers. List by DLN, EIN, (BMF) 

or SSN (IMF), master file tax code, tax peri-
od, name oontrot by type of tax return and 
computer paragraph number. (Job No. 
NCl-58-76-9, Item 105) 
(1)	 Destroy 1 year after end of processing 

year. I. or computer generated Error/Edit Registers 
106.	 TranscrjJt Edit Sheets used in extracting 

data from retlnls for statistical processing 
programs. (Job No. Congressional No. 
1895, 90th Congress, 2nd Session) 
(1)	 Destroy after completion of each an-


nuaJ£M\m Enotification byStatis- of Income

tics" , Na IOnal Office. 

107. Quality	 Assurance Sample Selection 
Sheets and Assurance Control Sheets 
used to select and examine a group of re-
turns for National Office quality assurance 
review. (Job No. NCl-58-85-10, Item 107) 
(1)	 Destroy after completion of annual of Income
 

prograrA upon notification by Statisticroi-
vis' n Na' IOffice.
 

10	 . tICS 0 ncome rogrBm a (Reserved). 
Cards tisti I 
lected tax r 



LNSERT.FOR ITEM 102 ~	 o. 

102 Un po stables and Frror Pep;isters and Listings 

(2) Unpostable	 Run Control Reports (includes
Run Nos. 21-4Q, Fnd of the Day Run Control;
51-49, Extract Run Control; 11-40 (19R6 and 
prior), Run Control Report (now 11-4Q); and 
11-49 (19R7 and subsequent), Pun Control 
Report (formerly 11-40)).
(a)	 DESTROY after 90 days, or when no 

longer needed in current operations,
whichever is the lon~er period. 

(3) Unpostable RPS listings (includes Run 
No. 13-40, Match RPS Run Control).
(a) DF.STROY after	 two years, or when no 

longer needed in current operations,
whichever is the longer period. 

(4) Unpostable Weekly Cumulative Reports
(a)	 DESTROY after one week, or when new 

Cumulative Report is run or when no 
longer needed in current operations,
whichever is the longer period. 

(5) Unpostable Cumulative Closed Register,
End of Year Run (includes Run No. 57-40,
Cum Closed Register).
(a)	 DESTROY 3 years after end of pro-

cessing year, or when no longer needed 
in current operations, whichever is the 
longer period. 

(6) Unpostable	 Daily and Weekly Reports and 
Listings.
(a)	 DESTROY reports after n months, or 

when no longer needed in current opera-
tions, whichever is the longer period. 

(7) Unpostable Summary Reports and Listings.
(a) DESTROY after 2 years, or when no 
longer needed in current operations,
whichever is the longer period. 



.. INSERT FOR 02 - CONT'D	 . .. " . 

(8) Unpostable New Peceipt Report, Report

Summary, and Accotmt~ng Control Peport

(includes Pun No. 11-41 (lq8n and
 
prior), New Unpostable Report (now 11-
40): ~3-40, Accountln~ Control Report;

and 53-41, Inventory Workload Report).

(a)	 DESTROY after 2 years, or when no 

longer needed in current operations,
whichever is the longer period. 

(9) Unpostable Document Request Summary

(includes Run No. lQ-40, Interest
 
Reduction Report).

(a)	 DESTROY after h months, or when no 

longer needed in operations, whichever 
is the longer period. 

(10) Unpostable Quarterly Run Listing (Form
720) 
(a) DESTROY after 1 year, or when no 
longer needed in operations, whichever 
is the longer period. 



•
 

Item DescnptlOn of records 
No. and diSPOSitIon authonzallons 

111. Sample ~ectlon Sheets·and Data Identi-
fication Records issued in the Taxpayer

Compliance Mea~ement Program. (Job of lncon e
 
No. NC1-58-8~10. hem 111) ~
 
(1) Destroy	 aHer .completion of annual Backup Withholding (BWH) Program.
 

program uponnotiflcatlonby Stabstl - (1 ) BWHMan al
 
. VISIOn.Nabonal OffICe.	 u Transacticn Balancing Report, 

112. .	 BWHNotice Report, and BWHError List Summary.
113. Document Control SlIps used to control (

and-route statistICal documents in service a) DESTROYwhen next report is received or when no
 
centers and which are not returned with the longer required in current operations.

documents or returns processed. (Job No. () (6 )

NC1-58-8~10. Item 113) .~f' ~ncorne. 2 BWH-NCCReport NO-50oo-8 • 
(1) Destroy	 upon notification by tabs Ie< (a) DESTFOY1 year after the fiscal year ends.
 

OMslOn,National Office. (3) Notj ce of Action for entry on BWHFile (Form 8408),
 114. (~ese .ell) 
115.	 and related documents. 
116. (Reserved.)	 ( ) T'ESTROY h117. Employee Plans Entity Changes. (Job No. a l.- at t e end of June and at the end of 

NCl-58-8~10, Item 117) December when over 6 months old. 
(1) DESTROY 5 years aHer end of proc-

essing year.
 
(2) RETIRE to Federal Records Center be-

ginnmg July 1, 18 months after end of Examination Non-Examined Closings (Form 5351) used
 
processing year. to close all non-examined returns except claims.
 

118. Document Register-Slocl< and Selec- (1) DESTROY 1 year following terminal input.tion. Used to establish and maintain control 
of documents (block listings) for returns and
related documents. 
(1)	 Document RegISter (Form 813). ldenti- •
 

fl8S documents with remittance and those • Examination Return Charge-Out (Form 5546) used when
 
WIthout remittance for assessment (Job there is a missing return (Disposal Code 28. 29.
No. NCl-58-82-9, hem 118)
 
(a) Master File	 or 33).

1 Onginal Copy (1) DESTROY 1 year following terminal input.
a Destroy when related returns are ..\ 
destroyed. 

2 Duplicate Copy 
a Destroy 2 years after end of
 
proC8SSIIlg year.
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-Records Control Schedule 206 

lIem Descnption of records
 
No. and dIsposItIon eutnonzeuons
 
I' , 

. r . (b) Non-Master File 
1 Onginal Copy
 

a Destroy when related returns are
 
destroyed.
 

2 Duphcate Copy 
a Destroy 30 years atter end of
 
processing year. _
 
b Retire to ~eder8t'Reeords Center
 
2 years atter end of processing year.
 

(2)	 Document/Remittance Register (Form
 
RPS 813). Identifies documents and re-
mittances processed through the Remit-
tance Processing System. (Job No.
 
NC1-58-82-9, Item 118)
 
(a) Original Copy 

1 Destroy	 when related returns are
 
destroyed.
 

(b) Duplicate Copy
 
1 Destroy 6 years atter end of proc-

essing year.
 
2 Retire to Federal Records Center 1
 

year after end of processing year.
 
(Job No. NC1-58-85-10, Item 118)
 

-i-- (3) Encoder Tapes and logs.s('~ ~ ,.P_ - 'ejJ...IJ v : ~.. /j] ~~.
 
'"\ (a) Destroy 6 years after end of proc- (7U1Of. vr <J"~ --r-

essmg year.
 
(4)	 Block and Selection Record (Form
 

1332). Identifies returns and related doc-
uments without remittance.
 
(a) Original Copy 

1 Destroy	 when related returns are
 
destroyed.
 

(b) Duphcate Copy Used To Transmit
 
S5-4 Forms.
 

1 Destroy	 when related SS-4 Forms
 
are destroyed.
 

119. (Reserved.) 
120. Declaration	 of Receipts of PolitIcal Contri-

buuons. (Job No. NN-173-152, Item 12)
 
(1)	 Destroy on April 15, 5 years following
 

the year date on upper right hand side of
 
forms.
 

(2)	 Retire to Federal Records Center be-
glnnmg January 2 following the end of
 
processing year.
 

121. (Reserved.) (1) Form 5500EZ (Annual Return of One-Participant 122. Annual	 Employer's Return for Employee's 
Pension or Profit-Sharing Plans, including Pension Benefit Plan).
all related schedules, documents, corre- (a) RETIRE to Federal Records Center 6 months afterspondence and exhibits, filed by the em-
ployer who maintains a plan or plans for tus end of processing year.

employees or for himself. The EPMF proc- (b) DESTROY 6 years after end of processing year. essing year is July 1 to June 30. 

Destroy 6 years after end of pro All Other Form 5500 series returns and related documents. 
Ing Y . b No. NC1-74- , em 

1 
(a) RETIRE to Federal Records Center 1 year after) Retire to e cords Center
 

.. months of process Jo end of processing year .
 
~~~~~~~~~~
 (b) DESTROY 6 years after end of processing year. 

IR Manual	 MT 1(15)59.26-9 



Item Descnpuon of records 
•	 No. and disposition authoflzat,ons 

(3)	 EPMF Microfiche (Working Copy), 
1977, filed In Film Accession Number 
(FAN) sequence. (Job No. NCl-58~2-9, 
Item 122) 
(a) Destroy 3 years after retirement to 
Federal Records Center. 
(b) Retire to Federal Records Center 
July, 1982. .:. 

(4)	 EPMF Microfiche (Working Copy), 
1978, filed In Box Identifier Number (BIN) 
seooence. (Job No. NCl-5~2-9, Item 
122) 
(a) Destroy 3 years after retirement to 
Federal Records Center. 
(b) Retire to Federal Records Center 
July. 1983. 

NOTE:	 All 1977 and 1978 Returns and 
Master Copies of Microfiche were 
retired to the Dayton Federal 
Records Center after being proc-
essed by the IRS Data Center. 

123.	 Installment Billmg Closed Case Files. In· 
cludes Service Center notices, computer 
paragraphs 191 and 480 pnnted on Form 
4179. bank form. used as posting docu-
ments to manually update Installment cas-
es. . en 
the account IS timely and fully paid or when 
the account is transferred to TDA status. 
(Job No. NC-174-162. Item 4) 
(1)	 Destroy 1 year after calendar year in 

whICh case was closed. 
124.	 VehICle Registrant Records. Used for the 

Highway Use Tax (HUT) Compliance 
Program. 
(1)	 DESTROY those records which match 

the 2290 Alpha Listing after they have 
been through the transcnonon process In 
DOE. (Job No. NCl-5~5-10. Item 124) 

125. Information	 Returns Program. Payee Tax 
Identification Number (TIN) Perfection 
Match lists (CP 2010. Form 4906); Re-
quests for Verification of Name and SSN 
(CP 2011. Form 5332); Payee TIN Perfec-
tion Research Notices (CP 2013. Form 
5502); Payer Correction Transcripts (CP 
2016. Form 5437); Payee TIN Perfection 
Update Reject Records (CP 2014. Form 
3728); and Payer Correction Update Reject 
Records (CP 2017. Form 3624). 
(1)	 Information Returns. (Job No. 

NCl-5H0-6. Item 125) 
(a) Destroy 30 days after data has been 

.converted	 to magnellc tape, the tape ven-
fied. and the tape used to update the 
service center Payee TIN Perfection File 
or Payer Correcnon File, as appropriate. 

(2) Underreporter	 Select and Non-Select 
SSN List (Form 3624). (Job No. 
NCl-5H0-6, Item 125) 



Records Control Sch"edule 206 

Item 
No. 

Description of records 
and disposition authonzations 

(a) Destroy as classified documents 

126. 

when program completed. ! 
(3) Notice Data for CP-2000 (Form 5812). 

(Job No. NCl-58-82-9, Item 125) 
(a) Destroy when correct Underreporter 
Notices are enerated. 

It a ecords of the Information 

(4) Employee Lists 
(a) DESTROY as classified documents 

completion of program. 
1 year after 

Retums Program _CJiscrflpanayand 
derreporter Relateil Documents: 

Un-

(·1) Transcript Umiting Card and Specific 
Transcript Card. (Job No. 
NC1-58-85-10, Item 126) 
(a) Destroy 30 days after successful in-
put to Magnetic Tape for selected case 
cards or simultaneously with disposal of 
transcripts for non-selected case cards. 

(2) Non-select Audit (Discrepancy and Un-
derreporter) Transcripts. (Job No. 
NC 1-56-76-9 , Item 14) 
(a) Destroy non-selected transcripts 60 
da after final action. 

s . . 
128. Employee 

Record. 
lans-Plan Case Control Input 

Form 4646A. (Job No. 
NC1-56-76-9, Item 47) 
(1) Destroy 9 months after processing 

date. (Processing date is Julian date, 4th, 
5th, and 6th digits of control number.) 

129. Statement for Recipients of Interest In-
come (Form 1099-1NT Copy C). Issued by 
the Service Center for interest payment in 
excess of $10.00. (Job No. NC1-58-80-6, 
Item 129) 
(1) Destroy 6 years and 3 months after the 

calendar year issued. 
CASHIER, ACCOUNTING AND 
ADJUSTMENT RECORDS 

130. Document Remittance and Assessment 
Registers, Certificates of Deposit. Copies 
of registers and related documents and 
journals prepared for the control, classifica-
tion and applications of tax payments re-
ceived for deposit retained in the Clearing 
and Deposit Section and Receipt and Con-
trol Branch. (Job Nos. NN-170-16, Item 63 
and NC1-58-85-10. Item 130) 
(1) Destroy 1 year after end of processing 

year.
131. Daily Record of Teller Remittances. Daily 

accounting and recapitulation of individual 
teller receipts including cash, checks and 
money orders, with related papers (NCR or 
adding machine tapes) used in connection 
with the teller's daily balancing. 
(1) Original with 

NC1-58-85-10, 
tapes 

Item 
attached. 
131) 

(Job 
, 

No. 



Item D~scnptlon a f records 
No. and dlsJ:losition authonzatlons 

products, wine, beer. cigars and cigarettes 
• (Job No NC1-58-85-10. Item 144) 

(1)	 Destroy 3 years atter end of process-

Ing year.
 

145.	 (Reserved) If -
146.	 Certificates of Deposits and~ ~ D~fJlllt/.,"II.: tiC I'::> 

(1)	 DePOSit Tickets (marked ..Bonds ")
 
(Job No. NC1-58-85-10. Item 146)
 
(8) Destroy 7 years after close of hst
 
year. .
 

(2)	 DePOSit Tickets (others), (Job No
 
NC1-58-7B-4, Item 146)
 
(a) Destroy 3 years atter close of hst
 
year.
 

147.	 (Reserved.) 
148.	 (Reserved.) 
149.	 (Reserved.) 
150_ Schedules and Lists of Canceled and Un-

delivered Checks and Bonds. (Job No.
 
NC1-58-85-10, Item 150)
 
(1) Destroy	 after audit by General Ac-

countIng Otnce or when 3 years old,
 
whichever is earher.
 

151.	 Notices of Refund Checks or Bonds Re-
tumed. NotIces and forms supportmq
 
closed undehvered refund check or bond
 
cases, or equwalent forms used as a follow-

up to locate taxpayers.
 
(1)	 Closed Cases (atter taxpayer is located
 

or check redepoSIted). (Job No.
 
NC1-58-76-9. Item 18)
 
(a) Destroy after the calendar year In
 

which the taxpayer was located and case
 
closed, or In which undehvered check
 
was canceled and credited back to the
 
taxpayer's account
 

(2) Open cases (all notices reflecting unre-
solved Pre-ADP undehvered refund
 
checks and all unresolved NMF undehv-
ered refund checks). (Job No
 
NC1-58-80-6, Item 151)
 
(a) Retain. 

(3)	 Returns FIles Copy with related docu-
ments. (Job No. NC1-58-85-10, Item
 
151 )
 
(a) Destroy 3 years after processmq
 
year.
 

152.	 Refund InqUiry Control Correspondence 
Flies relannq to refunds, stop payments and 
rernaihnq of checks (rnamtained In alpha se-
quence In one-month blocks). (Job No. 
NC1-58-85-10, Item 152) 
(1) Destroy 3 years after case IS closed. 

153_ Refund	 Stop Payment or Relssuance of 
Replacement Check or Bond records relat-
ing to refunds, stop payments, errors In 

name or designation of payee. remaihng of 

IR Manual	 MT 1(15)59.26-9 



Records CO'htrol Sched\Jle 206 

Item 
No 

Descriptron of records 
anddlspoSlt,on authorizatIons 

(2) Where audit is not reqUIredby Regional
Inspector's Office 

(a) Deatroy 2 years after end OI~OC-esslng year. 
161. AccountlfJg Journals and Abstracts 

including Form 8616 , 
Form 8167, Supplemental 

Input Reconciliation 

Input Reconciliation 

Sheet and 

Sheet 
(1) Destroy 6 years and ~ months after 

period covered by 1he a~unl (Job No. 
NC1-GRS-81-12, Item 1) 

Relatinc: to Non-Assessment Documents. 

(2) Retire to Federal Records Center~l 
1A11i~alau"" "' ""IiIJa',aAa, II' 1 )88r, 
ts ..... e.. euer is eal',ei. (Job No. 
NGl 58 85 '8, Ite ... 1621 

162. Tax Trans'er Vouchers and Excess Col-

year after internal aud it of operations. 

lecr,on Post'rJg Document. Vouchers and 
Posting Documents prepared to effect the 
transler of an assessment. This Itel" also 
relates to credit transfer vouchers used to 
transfer credit entries on tax accounts be-
tween Distnct DIrectors 
(1~ Open or unapphed excess collection 

·doc:umoo,~..(Job NO. NC1-58-82--9: Item 
162) - . -. . '.. " 

--
(a) Destroy 30 years after end 01 proc-
essing year. 
(b) Retire to Federal Records Center 5 
years after end of processing year. 

(2) Closed excess collection documents 
(Job No. NC1-S~2-9, Item 162) 
(a) Destroy 5 years after end of proc-
ess""g year. 
(b) Retire to Federal Records Center 1 
year after end of processing year. 

(3) Tax Transfer Vouchers and Excess Col-
lection Posting Documents retlled to 
FRCs prior to 10/82. (Job No 
NC1-S8-80-6, Hem 162) 
(a) Destroy 8 years after end of proc-
essing year. 

(4) Credit Transfer Voucher (Form 2158)
Credit Transfer Vouchers used to transfer 
NMF Form 1042 transactions to the Phila-
delphia Service Center. 
(a) DESTROY 6 years after internal au-
dit of accounts. 
(b) RETIRE to Federal Records Center 1 
year after Internal audit of accounts. (Job 
No. NC1-58-85-10, Item 162) 

163 Vouchers,.,...schedules 0' P8ymenl~,
(1) I)~stroy 6 years, 3 months atter the pe-

nod 01 the account (Job No. 
NC1-S8-82-9, Item 163) 

(2) All Paid COPl8s' 
NC1-S8-85-10, Item 163) 
(a) Retire to Federal Records Cenler 2 
years from cloSing dale of last period
au:::hted 

(Job No. 

~ 

Certificate of Settlement (GAO-39). 

(3) Suspense copies
NC1-S8-16-9, Item 44) 

(Job No. 

" . - -, 



Ifem Description of records
 
No. and dispositionauthoriza tions
 

(a) Destroy when no longer needed in
 
current operations except when used in
 
lieu of "paid" copy.


164.Assessment Certifications and Usts.	 (Job
 
No. NC1-S8-a2-9, Item 164)
 
(1)	 Destroy 3Q year:.s after:-4Jnd of process-

ing year. . • - •
 
(2)	 Retire to Federal Records Center 3
 

years after intemal audit of operations.

165. Revenue General Ledgers. Copies of gen-

eral and subsidiary ledgers which summa- (

rize the financial status of tax accounts with ./ refers to case histories)

supporting documentsfind reportS.
 
(1)	 Destroy 6 years, 3 months after the
 

period of the account (Job No.
 
NC1-58-a2-9, Item 165)
 

(2)	 Retire to Federal Records Center 2
 
years after internal audit of operations.
 
(Job No. NC1-S8-85-10, Item 165)


166. Revenue	 Reports and Accounting Control
 
Records relating to the collection and proc-
essing of remittances.
 
(1) Official file copy (record copy). 

(a) Destroy after audit by General Ac-
counting Office or when 3 years Old.
 
whichever is earlier.
 

(2)	 Accounting work copies. (Job No.
 
NC1-58-a5-10, Item 166)
 
(a) Destroy 1 year after end of reporting
 
year.
 

167. (Reserved.)
168. Postin Pa ment and Ad'ustment Docu- -includes documents associated with remittances-ments er an ngma ax etums}.
 

Used to process payments and other mis-
cellaneous adjustments. (Job No.
 
NC1-58-85-10, Item 168) 1:15 I LIAS -h: . ~,/ ... _• _ • _J J
 

(1) TDA/TOI Transfer (Form 2650) ~ "'~ ~ 'IlJ'l '//Tv ~~. 
(a) DESTROY after IDRS/ ACS terminal
 
research unless associated with hard
 

• copy TDA/TDI. 
(2)	 All Other postin~, Payment and Adjust-

ment Documents' other than onglnal Iax
 
Returns).
 
(a) DESTROY S years after end of proc-
essing year.
 
(b) RETIRE to Federal Records Center.
 
beginning July 1, 18 months after end of'
 
processing year.


169.Advance PaymentRecords. Used to docu-
ment and classify advance payments. (Job 
No. II-NNA-2107, Item 75) 
(1)	 Destroy 2 years after related unit ledg-

er cards are closed.
 
170. Remittance	 Registers (No Longer Accu-

mulating). (Job No. NC1-S8-82-9, Item 
170) 

MT 1(15)59.26-9	 IR Manual 



8ecord!.Coatrol Sct:tedule 206 

Item 
No. 

DeSCriptionof records 
anddiSpositIonauthorizatIons 

(1) Destroy 20 years after end of process-
ing years. 

(2) Retire to Federal Records Center 3 
yea~after end of processiI)9..)'eCll..-...- . 

171. CarrybaCKAajUSlmentCases WIth related 
schedules. supporting papers and work-

"S 

sheets. (Job No. II-NNA-2107. Item 85) 
(1) Destroy 

ing year.' 
10 years after-ent! 

-
of process-

(2) Retire to Federal Records Center 3 
years alter end 01 processing year.

172. Report of Tentative Carryback Applica-
tions and Offers in Comprormse. (Job No. 
NN-170-16. Item 88) 
(1) Destroy 3 years after end of process-

ing year . 
../'173. Unit Ledger Account Cards. Documents ;S'\~(L LJ. 

Registers and Recaps' ~Remittance ilJl1 ,.// ~,~ 
RegIsters and Recaps,'" (Job No. v-r--'1c r 
NC~-.~8-85-10. Item 173) (!) fAI!!/((tl) ....~ Account Cards that are closed (Paid In 

~. full. subsequently abated. and small debit 

.-ItA h'/ '" IL ~ 

ft/£&?AJ>..s 
.t 

AI~I 
, 1./£If 'Ii})

Ct,'NY' 

write-ofls). 
I J.a'I Destroy 

essing year. 
20 years after end of proc-

~ Retire to Federal Records Center 3 

I'~ 
_V-I 

ft.,) ~ 

years after end of processing year. 
All other account cards after the collec-

non statute expiration date has expired. 
I ~ Destroy 20 years after end 01 proc-

essing year In which expired.
:l..(8t" Retire to Federal Records Center 3 

years after end 01 processing year. 
Document Registers and Recaps. and 

Remittance Registers and Recaps 
I ~ Destroy 20 years after end 01 proc-

essing year.
:l ~ Retire to Federal Records Center 3 
~ears after end of processing year. 

".--..,

(1)	 RETIRE to Federal Records Center 1 
year after processing YPIf, 

(2)	 DESTROY 3 years after end of processing year
176. Transmittal Memo Accounting Control or after internal audit of operations and accounts,

Documents. (Job No. NN-170-16. Item 91) whichever is later. 
IR Manual	 MT 1(15)59.2&-9 

I'{~ 
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Insert Item 173(2) 

(2) Paper	 records converted to disk pack (Test being conducted at IA~_ 
ATSC).
(A.)	 Account cards that are open and/or closed but loaded 

onto the data base (Paid in full, subsequently abated,
and small debit wr i te+o f f s as needed), Doc umen t 
Registers and Recaps, and rtemittance Registers and 
Recaps.
1.	 Paper Records 

a.	 RETIRE to Federal Records Center 18 months 
after conversion to disk. 

b.	 DESTROY 20 years after conversion to disk. 

2.	 Disk 
a.	 Write disk pack to microform 5 years after 

end of ~rocessing year, erase and reuse disk. 

3.	 ['Hcroform 
a.	 l.i.ETIREto Federal Records Center i m.ned ia t e Ly 

after microfil~ing and film verification. 
b.	 DESTROY 20 years after end of proc8ssing 

year. 

(~)	 All other account cards after the collection statute 
expiratiun date has expired. 

1.	 Paper Records 
a.	 RETIRE to Feder al Record s Ce n ter 13 .non ths 

after conversion to disk. 
b.	 DESTROY 20 years after conversion to disk. 

2.	 Disk 
a.	 Write disk pack to microform 5 yeara aicer 

end of processing year in which expired,
erase and reuse disk. 

3.	 ivlicroform 
a.	 RBTIRE to Federal Records Ce n ter i nuned ia tely 

after microfilming and film verification. 

b.	 DeSTROY 20 years after end of processing year
in which ex~ed. 



·. . . . 
.,
 

Ln s e r t Lt.e .n 173(2) 

(2) Paper	 reco rds converted to disk pack (rest be i nq cond uc t e.J at rA,o_ 
ATSC)
(A.)	 Account carJs that are open and/or closeJ but loaJeJ 

onto the data base (PaiJ in full, subsequently abateJ,
anJ small debit write-offs as neeJed), Doc u.ne n c 
Reyisters and Recaps, and Remittance Registers and 
Recaps.
1.	 Paper Records 

a.	 RErIRE to Federal Records Center 18 months 
after conversion to disk. 

b.	 DESTROY 20 years after conversion to disk. 

2.	 Disk 
a.	 Write disk pack to microform 5 years after 

end of processing year, erase and reuse disk. 

3.	 Microform 
a.	 RETIRE to Federal Records Center inunediate Ly 

after microfilming and film verification. 
b.	 DESTROY 20 years after end of processing

year. 

All other account cards after the collection statute
 
expiration date has expired.
 

1.	 Paper Records 
a.	 RETIRE to Federal Records Center 18 months 

after conversion to disk. 
b.	 DESTROY 20 years after conversion to disk. 

2.	 Disk 
a.	 Write disk pack to microform 5 years afcer 

enJ of processing year in which expired,
erase and reuse disk. 

3.	 i>1icroform 
a.	 RETIRE to Federal RecorJs Center immediately

after microfilming and film verification. 

b.	 DESTROY 20 years after end of processiny year
in which ex~ed. 



. -

Item Descnption of records 
No. and dispositIon authorizations 

(1) Destroy	 90 days after verification of 
receipl

177. Adjustment Control	 Ustings-Weekly Ad-
justment Control Index, Multiple-Duplicate
Ustlng, Weekly Index, Overage Case list,
Case Assignment Ust, Daily Supplemental
Index, and New Case Control Number Se-
quence list (Jab No. NN-H.o-l&, Item 92) 
(1) Destroy	 upon receipt of new listing or


index or when no longer needed in cur-
rent operations.


178. HIstoric Transcripts	 related to closed ac-
counts. (Job No. NN-17G-16, Item 93) 3
 
(1) Destroy	 ,.years after end of process-

ing year.

179. TDA Registers. Printouts reflecting IMF and
 

BMF payments for last four cycles. (Re-
placed every 4th cycle.) (Job No.
 
NN-17G-16, Item 94)

(1) Destroy arter receipt of new Register.

180. Tax Claims Files (Except Claims Filed by

Corporations) and Record of Claims.
 
Claims files pertainang to allowances for
 
overassessments, notices of disposition,

and nonees of refund with related corre-
spondence and records. (Claims filed by

corporations are covered in Item 58 of this

Schedule.) Claims allowed in full, in part,

and disallowed ctaims, (Job No.
 
NCl-58-7~9, Item 21)
 
(1) Destroy	 after audit by GAO or when 3


years old, whichever is earlier.

Concurrence of Regional Inspector shall be


obtaIned for any drsposet before the three
 
years.


181. (Reserved.)
182. Technical	 SectIon "Closed Sensitive" 

Case Folders. Residual papers remaining
in the folders such as work papers; tran-
sCriptions of tax account or accounts; Form 
3870, Request for Adjustment, and 4173, 
Special case Referral; and copies of corre-
spondence. (Job No. NN-17G-16, Item 96)
(1) Destroy 18 months after closed date. 

183. Transcripts of Accounts	 requests and relat-
ed documents. (Job No. NCl-58-80-6, Item 
183)
(1) Destroy	 6 months after end of proc-

essing year, or when no longer needed in
 
current operations, whichever is earlier.
 ~d,dc,1d.JI &~.!./184. (Reserved.) 

185. Payment Tracers. . ~(l ) 1 year payment is closed. RETIRE after tracer 
(1) geetrey 1 )eer efter I'e,l'I'Iel'lt tle!!r is (2)

eleseel.	 DESTROY 3 years after payment tracer is closedo 

186. Reports of Currently Not CollectIble Taxes 
for Non-Master File TDAs. (Job No. : 
NCl-58-85-10, Item 186)
(1) Service Center Collection Branch Case


Files on accounts reported as currently

not collectible. Form 53 not sent to the
 
district for mandatory follow-up.
 

http:d,dc,1d.JI


-----------------------------------
..	 °e .. 

Item' Description of records 
No. and disposition authorizations 

). 195.	 Permanent Work Record-Tentative Car-
ryback Allowance (Form 6902). (Job No. ~ 

~~ID;';!~~~:;G/iI~iOi;ii::-...':i;:ii;~a::~~i&&=liiiMi8:e;8R~'F8~R;-f(90ajtW :tw)~~ ~ 
saRBas!la ~8~1~epM -H ,tit -rf<ells. -f5At .-AA7;

196. (Reserved.)	 /"V /"', ~-. 
197. Reject Registers used to process rejected
 

documents. (Job No. NCI-58-82-9. Item
 
197) . _ .'.
 

(1)	 Deleted reject reQ'isters '(records that
 
have been removed from processing).
 
(a) Destroy 1 year after processing. 

(2)	 Selected reject registers (corrected
 
records that have not been removed from
 
processing).
 
(a) Destroy after 90 days or when veri-
fied that record did not appear on aged
 
list. whichever is earlier.
 

198. Reject Control Listm!1s to monitor and con-
trol the reject Inventory. (Job No.
 
NCI-58-85-10. Item 198)
 

(1)	 Inventory listings in DLN sequence, dis-
postnon, verincation listings, and Rejected
 
Records list.
 
(a) DESTROY 1 year after processing
 
date.
 

(2) Other inventory listings, age listings. 
(a) Destroy 6 months after processing
 
date.
 

(3) Manually prepared routing controls. 
(a) Destroy 6 months after closing date.
 
(Job No. NCI-58-82-9, Item 198)
 

199. Service Center Control File Adjustment
 
Records (Job No. NCI-58-82-9. Item 199)
 
(1) Processing Copy.	 3 

(a) Destroy r'5ye-::a;;;r;;:s-a:::1ftli:e:;;r'"':e:::1n:::1a:r::o:Tf-:p""r""O'7<C'---
essmq year,oF 1 \'935 ,"pal i"d" 0'
eM 

cpara':en5 snd asco' 'p', tt.b'Cbp"Q' i,
 
~
 

(2)	 File Copy (retained by preparer outside
 
of Accounllng Branch).
 
(a) Destroy 1 year after preparation. 

MACHINE (PAPER) PRINTOUTS AND 
MICROFILM REGISTERS, INDEXES AND 
DIRECTORIES 

(Prior to conversion to microfilm and transfer 
of returns processing and revenue accounting -
functions to service centers. district offices were 
charged With the responsibility of maintaining and 
retiring the record (official) copies of machine 
(paper) printouts of registers. indexes and direc-
tones. Effective With the conversion to microfilm 
and transfer of these functions to service cen-
ters. service centers were charged With the re-
sponSibility of maintaining and retiring all record 
copies of registers, indexes, and directories in 
accordance With thiS Schedule.) 

MT 1(15)59.26-9	 IA Manoa' 
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IIem DescnptlOnof records
 
NO. and dIspoSItIon'Buthora:a"ons
 

(a) DESTROY dll years \fter the year

f=orm 53 was initiaTed. '
 
(b) RETIRE to Federal Records Center 1
 
year after the Form 53 was Inltaated
 

(2) NotificatIOnto Accountng	 on Non-Mas-
ter FdeTOAs
 
(a) DESTROY after end of processing
 
year


187. ONers in Compromjse. c.~ fdes including
 
data concerning offers in cortlpromlse by

cash, installment, transminals. and accept-
ance of oHerswith related correspondence

(Note: II a compromise case file contains an
 
installment offer, or if an oNer involves a
 
collateral agreement, the date of clOSingthe

case shall be the date the offer in compro-
mise IS accepted or rejected after payment
 
in full has been received, or the date on
 
which full compliance has been rrede with

the terms of the collateral agreement,

whichever is the later date.)
 
(1) Destroy	 6 years after close of case
 

(Job N9. NCI-58-82-9, Item 187) . '
 ,'.'..' -(2) .Retlre ,Ib l;ed8ral'· RkOrds' -c8hter .i .~.~,". .. ' . .. -. .-... . ' . 
years after close of case. (Job No. 
NCI-58-85-10, Item 187) 

188. Balled	 DefICiencies. Copies of Form 3999
 
used to report statute expiration of barred

deflCtences and overassessments and on
 
certain no change and survey cases to the
 
regional office. (Job No. NCI-58-85-10,
 
Item 188)
 
(1)	 Destroy 1 year, after end of processing
 

year.

189. (Reserved.)
190. Statement	 of Account for Participants in '
 

IndIvidual Retirement Accounts of Annui·
 
ties, Form 5498 (Copy A). (Job No.
 
NCI-58-76-9, Item 23)
 
(1) DESTROY	 2 years after filing year or


year of receipt, whichever is later.
 
191. Closed	 Problem Inquiry File (Forms 4442 

end 4442C). (Job No. NC1-58-80-6, Item 
191) 
(1)	 Destroy when no longer needed in cur-

rent operation.

192. Correspondence	 Suspense File (Ac-

counts Services). (Job No. NCI-58-80-6, 
Item 192) 
(1) Destroy	 when no longer needed in cur-

rent operation.
 
193.	 IRS Employee File--(Employee DelIO-

quency Check.) (Job No. NCI-58-80-6. 
Item 193) 
(1) Destroy	 when updated or new pro-

gram flied.
 
194.	 Closed TC 130Cross-Reference File. (Job

No. NCl-58-85-10, Item 194) 
(1) Destroy	 source documents 6 months
 

after they are closed.
 

. . , - .. . .:	 ..: '.0 .• .... ,... 



R~cord. Control Schedule 206 
, . 

__ ' ., 0 ~ ___ 

Itt 'n n()~l"J 't,un off' (Vf1"'t 

No and d,SPOS",on 8IJlhorlz'at,ons 

(a) Destroy 7!J years after end 0' proc-
essmo ye ar
 

(;' I COPI(" 01 Arl'lllil' D"('~ Ill'I(' rec.n« 0
 
tor rl':'C;H(tl (Jul) NCI ConO'l'SSIO'la' Nli
 

189~, 90th Conoress 2nd Sp~!.lon)
 
(a) Destroy 5 yeilr~ altpr end 0' proc-
V~~!'I~J yt'd' 01 ",..ht,r nc i':"H1QC', n(~{)dt u HI 

current opeianons -

(3)	 Quarterly and Interim DJrPctonos (Job
 
Nc· Conou-s s.o-ia' No 1B9~" 90tt, Con
 
gress. 2nd Session)
 
(a) Destroy after receipt of annual or
 
Quarterly directory covering samo taxpay-
ers and tax pcnods.
 

213. Exempt	 Otaemreuons ALPHA Registers 
and C,oss-Reff'.lf'nCe~ (National and 0/5-
t"ct-M/G""t"<l<lRPii ..k~rl and &IN Reg 'I",!,.:~FI(tlt.. 
Isters (Mtsrilli/ti) COntaining an enlmes Oil r'Id"C{jlJli.
thf> ~, I.e. oroamzanon name. aaaress. 'e.MfH'~lon, drstnct COOl'. and other IdentIfYing
 
symbols. (producr-d b)' f'ruladplphla Service
 

_ Center ) .. , ••
 

(1)	 Annual RE'9,ster M!I~te, (Job No
 
NCl-58 lUI 8, Item 213)
 
(a) Destroy	 --~_""-y-e-a-r-s-a":"'-te-r-e-n-d"-o""'-p-r-o-c-·

essmq year
 

(2)	 Supplemental RegIsters "!Iter (Job
 
No WJ 179 1i,
 "I!~112) 
(al Destroy after receipt 01 annual 
reglste~ __ ------------U" lill/.JF,{ tI~)
 

is) 9ttJ!heete 6e~lel Ideb .4e.
 
NCl ii 78 4, Its", "1 a)
 

44~8)~g~•••	 E h' ~,.;s-'("~.~Y~~":"8~1'1~,~.~s~e~1J!~'~"~8~",:;!.:"':e~'~'9~'~8_1?214	 Exempt OrganizallonlBMF 4_-'101 I'll, 
RegIster, Each cycle an entity or lax penod 
IS acuve all poslmgs to that penod will ap- II? ~"Iirtf 1. Y / ,{'E TiJ/aA)5pear on Ihew&l;l Eo/SMF ~ 'Rli Reg-
rster The A_I'R~ t!@lS1er fOr mat cyel~ IS rlirv~j61.5
 
merged WIth Ihe .1MJItiM!jeglsTer lor the
 
next ~ Ihus, ffiese ~ are accumu- /YIiJ.(.1111/ /J1~.lI77tS
 
lated for a senes un"l a fInal accumulatIon IS
 eyrna.i-. on a se.... : .., l>2S! Ea:hla"pCii'" -0',(.,: ",.2,1 r.. 'von trle reg'~!C' IS listed Uy tax penod, wltrll'.
 
MFT code, wrtrun EIN. Enuues whIch con-

tam an EO secnon WIll also drsplay the EO
 
entrty Status/Cooc- and Date, Subsection
 
Code, FIle Folder Number. Foundation
 
Cod, Cias s'•cat«o Cocos a'l:~ Grout) ElI.-
E'''lpt'Of1 Numbp' (Jot Nc N:::1~58....e?-8.
 
Ih <r , ;;1~)
 

(;) Destroy"" ,( "'!. ;;'1, . ( . ~()I r'~;:-t:!" - .3
 
Ing ye ar.
 

If) Retire to Feeerel Reeer!ls Gerlte' ~
 Y"_" .ttv, ,pg "t P"',,,,,,, \'£liU
r ~ 

MT 1(15)5926--9 
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R~cords Control Schedule 206 .. 
Item [)esc"ptlOn of records
 
No and disposition authonzatlOns
 

(1) Processed 
(a) Deltroy 3 years after end of proc-
eSSIng year.
 

(2) Unprocess~rogram Terminated 
(a) Destroy when no longer needed for
 
research or relerence purposes.
 

(3) MICrOfilm OIrectones 
(a) Return Preparer Alpha, 
(b) Return Preparer TIN: -
(c) Return Preparer Manufactured TIN 
(e) Destroy when no longer needed lor

~:lS1E~""."""...-.s. SEE INSERT FOR ITEMS 222. 223. 224. and 225 

226. Control	 Record List and Summary

(EPMF). (Job No. NC1-58-85-10, Item 226)
 
(1)	 Destroy 18 months after end 01 proc-

essing year or 1 year after internal audit 01
 
operabons accounts, whichever IS earl/Bf.


227. Block	 Completions LIst (EPMF). (Job No.
 
NC1-58-85-10, Item 227)
 
(1)	 Destroy 1 year after end of processmg
 

year
 
228.	 Suspense Release LIst and Summary


(EPMF). (Job No. NC1-58-85-10, Item 228)
 
(1)	 Destroy 18 months after end of proc-

essing year or 1 year after mernal audit 01
 
operaborls accounts. whichever IS earlier.
 

229.	 Potential Non-Federal Filer Records 
(Forms 4869). Records are generated and 
used In the statellederal matchmg of feder-
al unemployment tax records. (Job No. 
NC1-58-82-9, Item 229) 
(1)	 Destroy after tran~ and error
 

correction processing.
 
230.	 Systems Audit Trail Repotf (CDC 3500 

Computer listing). (Job No. NC1-58-82-9, 
Item 230) 
(1) Destroy 1 year after date of report. 

231.	 Account Verification FIle Listing (Honey-
well 2OSOA). (Job No. NC1-5&--82-9, Item 
231) 
(1) Destroy after r8C8lpt of following 

232.	 e~t'~~'8-*IAI' ,lSri. mcuntalned Listing of Aged ZTIF Accounts 
by Entity trel entrtJeS that have reached 
age cnteria lor removal and have not ~ (Run No ERA6o)
establIShed on a Master Filet (J06O: • •
 
NC1-58-82-9, Item 232)
 
(1) BMr,"EPMF-E~'	 ~, EO-EMF, NMF, and EPMF-ADlist. 

(a) Destroy 111 S. after receipt. " 
(a~ iQ eMF, t4MF, alld EPMF ,w. -. - 3 years 

\ 
1)i8....~: ••,aJ ~"'F.Y ...~ ~I8J"t. {

233. Annual	 'nformat _ 3~um~f WindtaU Forms 624S/6248-T, Transmittal and Summary of 
Profit Tax Return . 1-58-62-9, Windfall Profit Tax Information). 
Item 233) 
(1) Destroy t years aher dale of receipt. 5 



•	 , . . . 

INSERT FOR ITEMS 222, 223, 224, AND 225 

222.	 U.S. Real Estate Mortgage Investment Conduit Income 
Tax Return (Form 1066) (ANSC only). 
(1)	 RETIRE to the Federal Records Center 1 year


9 months after the end of the processing year.

(2)	 DESTROY 6 years after the end of the processing


year.
 

223.	 U.S. Withholding Tax Return for Dispositions by Foreign 
Persons of U. S. Real Property Interests (Form 8288) and 
Statement of Withholding on Dispositions by Foreign 
Persons of U.S. Real Property Interests (Form 8288-A) 
(PSC only).
(1)	 RETIRE to the Federal Records Center 2 years


after the end of the processing year.

(2)	 DESTROY 7 years after the end of the processing year. 

224.	 Return of Excise Tax on Undistributed Income of Real 
Estate Investment Companies (Form 8612). (These are 
penalty excise taxes.)
(1)	 RETIRE to the Federal Records Center 2 years after
 

the end of the processing year.

(2)	 DESTROY 7 years after the end of the processing year. 

225.	 Return of Excise Tax on Undistributed Income of Regulated
Investment Companies (Form 8613). (These are penalty
excise taxes.)
(1)	 RETIRE to the Federal Records Center 2 years after
 

the end of the processing year.

(2)	 DESTROY 7 years after the end of the processing year. 



.. ' .... 
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Item Oescnplion ot rfICOI'ds
 
No. .mdrspoalbOn.,fhotimtions
 

237. Unidentified	 RemiaMce File Analysis.

o.iIy ..... 1IOry. ~1Ne tor the month, of
 
ectMIy on URF ........ Iisted ~ diItrict
 
end Ihow the previous beIMce. new ~
 
era. end cumulalNe toIaIs. After inventory

• c:hec:Ud 8nd .., ..... listing becomes
 
ot.(IIIIe
 

(1)	 Acr:our*1g 8rw1ch, l;JNdeIlIified Func-
lion copy. .
 

. (a) DIlly AneIySiI. (Job No.
 
NC-174-1S2.11em 6)
 

1 Destro, attar 8nd of month balanc-

Ing operations.
 

(b) UonIhIy ArwIysis. (Job Nos.
 
NC1~. ...." 237 and
 
NC1-56-a5-10 ...... 237)
 

1 Deatroy 18 monIhs after end of 
proc"'T\V ~ 01 1 ye. after inteJ-
... audit of operations and ac-c:ouru. whic:he .. is .....
 

238.	 ~"",*Iied R.,"'uces. (Job No.
 
NC-174-162. hem 7)
 
(1) Added in last 1s-45 days. Register r. •
 

fIectI all IlemI lidded to the file and no
 
action has been taken. This register.
 
which served .. alollow-up tool. was not
 
procb:ed...., ry 1.1974.
 
(a) Deatror eo days. 

(2)	 Aged 10 MonIhs. MonIhIy printout used
 
as a laSt di8n'1Jt to apply money from
 
URF before bang aged to Excess
 
CoIec;tions.
 
(a) Destroy after eo days. 

239.	 I.JnidenIrtiecI R~ File Dropped

UAnQ. A permanent record of the URF
 
procUled as IIems .. aged from the URF
 
... c::a.ng KtiOn. The Dropped UstJng is
 
.-110 purge the ~."...., (paper)

a.ckp file ofwidellIi6&d remiaances.
 
(1) AccDl-*'D Branch. UnidentifI8d F~ 

:'=." ~"'~--after-end--of~proc-.--1
 
..... r--. ~ No. NC-174-162. Item
8, ..(b) .....,. to FedInII Records Center "i'"- ;t yIfMS
 
.......... end ofprocessing yeer. ~ '.
.... r ••

No. NriM 58 16 , •• Item 239) 
(2)	 AccIu'ding Branch. Journal FunctJon
 

CIIPr. (Job No. NC-174-162. nem 8)
 

(a) Des~after 80 days.f240'i~ .~~~~~	 
..' 

iunidentified Remittance Case Files. Filed . ~ alphabetically or in date. employee number order. 
; Case files may contain corresp~ndence. photocopies 

(1) o.... o",..! en. 8nd of ~ Of. checks. or miscellaneous documents.
 
Ing,.... .',-.. .........	 rn 1(15)59.26-8
 

Il/If',? 



. , 

o 

Itpm Descnpuon of records 
No and osoosiuon eutnonreuons 

(2)	 Retire to Federal Records Center 1 
year aftert!"'see ~h!tle!t 0" URF Otopped 
b1S1111tg) 

241 Excess Collection Postmg Documents 
Computer Paragraph 550 (Form 4830) 
(1)	 Used as an open excess collection doc-

ument (Job No NC-174-162, item 10) 
(a) Destroy after money IS applied 

(2)	 Used as a cioseo e-xcess couecnon doc-
ument (Job No NC' -58-85-1 0, Item 
241 ) 
(a) Destroy 3 years after end of proc-
essIng year 

242 IDRS Collection Unreversed Transaction 
Code 594/599 Transcripts and assoc.areo 
nonces. (Job No NC1-58--{10-6, Item 242) 
(1) Destroy	 after 6 months or after all re-

search IScompleted wh,cheller IS earlier 
243	 Remittance Register (Dally) A dally print-

out, by area office, 01 the payments reo 
cewed and Input onhne through the IDRS 
terminals The OrigInal IS rnaueo to the area 
omce. WIth one copy maintained In the Ac-
countmq Branch lor researcrunq payment 
tracers and one copy mamtained by the Ac-
counting Branch Leager Funcnon for nota-
tIOns and adJustments 
(1) AccountIng	 Branch copy (Job No 

NC-174-162. Item 12) 
(a) Destroy 1 year after end 01 process-
ing year 

(2)	 AccountIng Branch ledger FuncliOn 
copy. 
(a) Destroy -& years alter end of proc-
essmq year (J91l~je ~jCl 58 8D-<i, item 
243) 
(b) Retire to Federal Records Center ~ 
~after end 01 processmq year (Job 
No. ~ICl 68 86 19, Item 243) 

244.	 Document Register lIstIng by oistnct 
shOWIng EI or SSN 01 Taxpayer, name con-
trol, tax penod and amount (Job No 
NC1-58-76-9, Item 244) 
(1) All cooes 

(a) Destroy 1 year alter end 01 process-
ing year 

245	 Special ActfVIty Report. A penodic report 
whIch shows any acuon taken by an IDRS 
user to the account 01 any IRS employee or 
hIs/her spouse (Job No NCl-58-85-10, 
Item 245) 
(1) Destroy 1 year alter end 01 processing 

year. 
246~~~~--------------------~ 
247 IDRS Servce Center Control Case Inven-

tory and Service Center Control Inventory 
Recap_ LIStingSare by age and category 01 
the total cards controlled on IDRS whIch are 
511" open and assIgned to each Seclron, hst-
ed by Unit 

end of processing year. 

~------

Service Center Control File (SCCF) Aged Historical
 
Files. Documentation of Closed SCCF aged cases
 \ 
related to Form 6752 (Return Non-Refile Flag).
(1) . DESTROY 5 years after end of processing year. 



Item Df'scnptl[>n of recoro:
 
No and dIsposItIon authOrIzat,on!'
 

27(>	 In~'.l/ml("lt Ao,ppmf'nt Arrount' LI"
 
(IA,',L) (.Iot, No NC1-~f\-<-:· 1lI I\(-r; ;- j:"
 

(1) Destroy sllpr (, rnontn; 

F[D[RAl TAX D[POSIT (FlD)SECTION 

Ttus g,,,f'~ HIP dl!.posltIO'1 tOI ~pdt-ral la>. Dl
 
posn (F'I D) torrns or aqurvalnnt nocu-nonts USf'~
 

b~ ta)"a\'("~ to O{,,)O'.lt ~ed('ra' Ta'{'~· With a
 
cornmer crat ban". Deposuarv for ~ederal 1axes
 
or WIth a Federal Reserve Bank (FR8J
 
300 FTD Error Recusters. and Delete lists (Jot>
 

No	 NC1-~f'- 77-13, Item 1) 
(1) tncluoor. 

(a) nD E:rror Reolsters Prapareo anc
 
used at the service cente: to portec:
 
transact.on records pnor to forwarding to
 
Master Fill
 
(t,) F 1[) Errol D('I£11(>Lrsts A II~! (l' nc+:
 
tna: cannot bp com.ctcc from the E 1[(1'
 

'Rf!i:Jlster and must, t)e Qeleted for t~e. j:I~ -.
 
countmp ·functron to correct 'and remput
 

(2)	 ae:~~~~EHj~--et~~~ (2) Destroy after 12 months ~r wh'en 
lonoer ne~e~~~~~~~~~~~ no longer needed in currentwhIchever -~ earhet
 
f'<lCf~5=1e, lIe'" Sea) operations, whichever is later.
 

301	 FTD Block Out of Balance (BOOB) LIsting 
and Summary A record of blocks that fa, 
to pass other validity cnecks 
(1) lIstll1g (Job No NC' 56 77 , 9 Ite-

2) ~.--~--:-----,,---	 2 
(a) Destroy ~ months after data has I
 
been converted to good tape
 

(2) Summary. (Job No. NO' 58 82 9, Item 
301) c---------/l
(a) Destroy .; months after date of
 
hstrng
 

302	 FTD Block Out of Balance (BOOB) Delete 
List A Itst of blocks that cannot be correct-
ed from the BOOB Register and must be 
deleted, corrected and reinput (Job No 
NCl-58-76--4, Item 302) 
(I)	 Destroy 30 days alter data has beer,
 

convened to oooo tape
 
303	 FTD Control R-ecord LIst and Summa~ 

Replaces the Control Card List and Tape 
Data Control Sheet of the BMF Ope> 
ations (Job No NC1-5~~10, Item 303) 
(1) US' 

(a) Destroy 1 year aile' end of P'OCESo
 
Ing year or (, months afte' rnlt::rna auc : 0'
' 
ope- at.ons and account'> W'lIenE vc: I~
 

eart« ,
 
(2) Summar, 

(a) Destroy 1 year alter end of pror es-

Ing vcar unless the Supervisorv Aucto: a'
 
the service center asxs for them to be re
 
tamed for a longer pence
 

M1 1(15)59 2(~~ 

.. -.. . .. .-: 
, "	 ....' . ", 

http:transact.on
http:O{,,)O'.lt


Item 
N,» 4 

Oescnouon 01 rf>("(lrd~ 
Bn(~d'~P0~'t/(ln 8, '~hc>":a"(' 'l~ 

307 Block ComplC>!Ion LIst A monthly report 01 
SCCF modulp!- whIch meet all the cnteua 
for a closeo module to be removed Irom the 
('urr(''l! sec f anc1 pla,pd on ttlP rusto:« 
Sect (Jot, Ny_ ~~~ '" _+] 1CiL!t.~:~~1 
(1) Destroy 7 yea-s atte: end 01 proce-s 

. .5 

,n9 YP<ll 
~(lfl ('-<>'11111("( 1;,1 fli''1k A,i,i'C"" F"e A k,~ o! ;;11 

depll<'llar/('~ II a '1<;,.,1111I 'Ill r III lor rns- to Itlal 
service cenre- (J0r,·NC' NC1-6f\-77-13, 
Item 9) 
(1) Destroy whpfI an updated listing has 

been receveo and verrfled to be 
accurate 

309 Hts-toru: SCCF Analvs/s Report and Spo-
erBr 1ransc'lp!~ A m('lnthly report which 
provides management Information regard 
mQ tImeliness 01processing FTO's (Job No 
NC,-58-77-13, Item 10) t 

(1) R('port 
(a) Destroy 1 yea' aflp' It IS produced 

(2) 1 ra-IS(,'1r~~ 
• (al 

310 -Month 
Destroy atte review IS.cornpictoc 
End Unccinflrmeti Ciassifie'C1 Report, • . ' "0' .' . . . , 

and Summary A listing and summary 01 
modules that have bee" ctass.neo but lor 
which no FRB venncauon record has been 
r('celved 
(1) list (Job No NCl-56-77-13, Item 11) 

(a) Destroy 30 davs after date of IIsfl'19 
(2) Summary (Job No NCl-58-85-10. 

Item 310) 
(a) Destroy 1 yea~ alter eno 01 process-
ing year unless the Supervisory Auditor at 
the sennee center asks for them to be re-
tained lor a Ion er nod, ATAXPAYER ENTIT) CHANGE REPORT. 

listing generated as a result of the 
taxpayer indicating a change to the 
name or Employer Identification 
Number (EIN).

{I)LISI 
(h) l)':".~~:\~~ _L ;;.l\:_t~.1:? 2.~·:'E~" t.: ..~:. :'.':.!.::!1 

gener s..t ec un.Le ss tile S·""pervisc.,r:\' Acl..li tor at 
t.r,e se r v i c e c ei.t er re=!..lE:s-:s li s t DL' r et.a i r.e a 
f'cr s, ~ ':)!,i,-E:-::" l'c~"ioj. 

-
312 no TEP G00d 1aDE- Rel('asC' list Sum-

rnd'~ A ca . ,,~t 'I" IO(-:,fYlng ta:r, 1L r~ 
and the related count a'id amount for uans 
actions placed on the transaction tape to be 
sent to the Nauona: Computer Cerne- The 
Revenue Receipts 
tape release 

Summary IS used as a 

'. -~ " " . .' , 



Records Control Schedule 206 

IIf.m Descnrlton of ~(i>cord~
 
No anddlsposI"on Buthoflztllions
 

(1) List (Jot No NC 1-58~5--1 O. lIE'm3I 2) 
(a) Deltroy 18 months after end of pror
 
f'!>s'nq VPiI' or I VPi!' attr-: Intprnlll au(1I\ o'
 
orl"a'tlon~ Whl;'I!pvP' l!o E'll'lIl"
 

(21 Summa'\- ("JOt, No Ne1-56 77-13
 
IIpn"', 13)
 
(R', DI'!>troy :< yPd'~ Rlh" ond Of p'W
 

e!:,~I'I~ yua' unll'~' 1nt' ~.JPtHVI~()· y A ..hJ
 

tor at thl' S(>1'Vll tc ~f>ntpr 8S~~ lor thl'm \0
 

tx rC'talrlpd for a 10'101" perod
 

313	 no TEF'M,smatclJ L 1St A Irs: printed 10' al:
 
drscrepanoes, and nonrnatches between el
 
tner release records. delete records, or
 
manual deletion cards and the oood tape
 
FlD blo::" (Job No NC1-5f4l~10, Item
 
313)
 
(1)	 Destroy 6 months ane· end of proc-

assmq year or 1 year atter mlernql audit of
 
operations and accounts. Whl~hevC'r IS
 
earlle'
 

314	 nUSCCF Gono,«: •• i Dctc :« List A/lsr"J':
 
of all bloc"s d,J/f'tt'd from me oood ta;'!
 
Ir~s<!ctlOn tape bet;avse.of dlscr~p.ancles
 ,.. .' 'between control records and the'SCa:.
 
(Job No NCl-5e.-B5-10. Item 314)
 
(1)	 Destroy 18 months alter end of proc-

essmg yea' or 1 year after Internal audit of
 
operations and accounts. whichever IS
 
earlier
 

315	 SCCF SpeCial Trenscoot List A trsnscuo: 
of selected SCCF mooutes used for analv· 
SIS purposes (Job No NCl-5B-85-10. 
Item 315) 
(1)	 Destroy 30 days atter date of hstlng or
 

when no longer needed In Current opera,
 
tions. whIChever IS earher
 

316	 FRS Day Classified Report. A computer 
fJenerated report that reflects the match, 
109 of FRS venticeuon records tor a specs-
Ie day With the commercist bank transmrt, 
tals mput. The report lists the tax classtf,· 
cation of those Items matched and crass-
fled, each item where adjustments to the 
block are reqUired. the vent.ceuon cards 
mput where there IS no matching comme', 
cia! bank transmIttal on the SCCF and thf-
amounr on the SCCF not yet classrfled 
(Job No. NSf 5B Be 19. Item 316) 
(1)	 Destroy ~ after the month ge'1e',
 

ated unless the Supervisory Auditor at th£'
 
service center reauests that they be re
 
tamed for a loncer period
 

317	 Sut.sequpntfy Ctesemco tor FRB Da~ Re 
port A report refle:"tl'1g subsoouent cra=s -. 
cat 0'" 0' ttICJ~~ It€'lIS r(';)~)"1tj as unc'z- c, 

f,ed or, the F REo Da ~ Classified Reperl 
(1)	 Destroy ~'a"f1eTTfle monTh gene"
 

atea unless the Supe-rvisory Auditor at Ir,t:
 
service center requests that thev be re-

tamed tor a longer penod (jot No
 
pm, S8 as 18. Item 317)
 

P-~",-'CCs~:i!~ - ~ 
I 

(Lt / :~ ~.:~ ~,,,,,,. ~:=. r..vL~:.~ a.f~E;?~ t ...t 
mont?> r-~Yler2te'1 un.less the 
s upe rv i sory auuitor at the service 
center requests that they be re-
t.a i.r.e c for a lor,[er pe r i o d 0 

.' .' . 

http:bet;avse.of


FTD-PEL Default List. A report that cqntains
----!.----_. ----~- Federal Tax Deposits tha~ither tax type, or 

both were left blank by t~ taxpayer.
(1) List 

fH 8	 fr::h f (r ,'" (a) DESTROY 30 days after the month generated.~18 "illc'l" '61\1 l 

320	 f-edC'ra' nosorv« Bank Dev Classif,ed At--
port E,alil'lrrrh: Ptoo (F orm 5fl:J.l1 A V("
 
Iit'd rl', (lid a!lil~h('d to triP report S"'0"''''~ I:
 
w,,' a bd'd'1: I'd report (Jot, Nt
 
NC1- ~R- 7b -4 Iterr. 3;'0) '3
 
(1)	 D(~~troy~(;~( -,,1 prO( ~.~~~-Yf(l-:-- --- y('ar~


unll'~~ ~UP("\lI~or\ Auc1,IO' a! till !-pn...:,
 
Cf'nl(' I reoucsts tnat tt1l'~ be r('talned 10'
 
a lonoor Pl'rJO(,
 

32 t t,IJI)~('Q()l'n: Dav Clas9tw,j Rcpor: Be;:
 
enema Pt oot (Form 5805) A to-rn used If
 
tllere ;~,any cla~slfled amount S')0"/I on th(
 
ff'pOrl or II Hll'rc 15an) cnanpr 10 unciass
 
IIPO totau. (Jot. No NC:1-!,>b- 7E~, nrrr.
 
321)	 3 years (1)	 Destroy~lter close 01 proces srnq yea'
 

untos.s th(' Supervisory Auc1to' a; thf-
sorvir o center requests tna: thC'> be, rE-
tal'lf'O lor a 10'10(" pc-noo It coupons.


-.'.:	 M,,'r()tJlT" o' F iL' ~ \J0~ t,: 
N: 1 t,t-, -R:. , ( 1t(,'T 32~J 

(1)	 ReSN'Jrch t>'\1C'!'OhlmJ,,·......:....------'--:----:-:. (rio t .mand a tory) .... 
(a:	 Destroy 3 years af\pr erose of pror 

(2)	 H(,Cl'fC MlcrofJJrI~ (Jo:-- No
 
NC1-S8-8?-9 Item 322)
 
(a)	 Destroy 7 years after close o~ proc 
e!:>!-.!nu v« ,1'
 
(bl R-etlre 10 Federal Reco'c~ Cpnte' 9D
 
OClVS atte: crcat.on ana ve'I;':d~'='~
 

32:;	 FRB v enticsuon Card USI ana Cards Fit' 
ceiveci trom the FRB s Cards and L15t~ 
showino mdividual advices 01 credit which 

total to-the" related oeposu ticket 
(1) Listing	 (Job No NC1-58---82-9, Item
 

323\ 12
 
(a) Destroy I months alter date; of ust-

InO unless H,e Supervisory Auo t,v at thE
 
service center requests tnai ttw, D( re-
tained lor a longer penod
 

(2)	 Cards (Job No NC1-58-77-13 Itn
 
241
 

(a \ Destroy after data has ['('0'1 con
 
vc-te-c to rnaonet.c tape ana FFie- 0&::"
 
Di1' close: •
 

:;2~ F7D CO'1lr(Ji Rciustet s A nurnbe: 01 fna"lU 

ally prcp"r(,c connot re9'stf"~ u"c'~ to IS: 
131< 1'" \I"'IOJ~ S(,O'Tl£'ll~ 0' thf FTD S\'o 
ler., to tfl(- s:2'ern("11 01 ctas s : (::1 col . : 
11~'1~ tor Ht vEnUt He~e:pts Ht.. t : ~119 2",: 
to- t~'1.!d·l::Inc 1'"',formatr:1r-, tel m~.Jrt. trl( In:L'C 
n!\ cep1f ~~"~'f''''''' (J~lt NC' N:"-:)f ..-E<-S 
ItL'"' :,~>.:I 
(1) Destroy yea' alte' tr« mo~t' 

http:crcat.on
http:5fl:J.l1


RecordS' Control Schedule 206 

/lem .Des-cnption O"records • 
No and dl5poslllon Buthor~ZB"ons 

325	 DBlly Wile Transrrntted dally to Treasury re 
flechnQ classrne-d data balancod to data reo 
pol1t'd'bl the FRB u~'n~ data Irom thp Clas 
s.I,('(j RCP0rt~ confirmed and adjustrru nt 
F orrns 21~ anc !>504 (Jot, No 
NCI-5f'~~-10, Item 3;>5) 
(1)	 De s troy 1 yed' Iltlf" th( marl' P'P 

pal{,d 01 whpn no longf" nef'dpd In co: 
rent opotauons. whlchevel IS ellrltel 

326	 no AdJustment Aciran Request (Form 
5526) A request usoo to notlt} thr- FRB 
when an adjustment IS belO9 made to the 
comrnercrat banks onglOal advrce 01 credu 

(1)	 Rp9ula' Adjustments (Job No 
NC:1-56~2-9, Item 326) 
(a) Destroy 2 years atter date 01 "stIng 

(2)	 Other Adjustments (Jpb No 
NCl-5B-77-13, Item 27) 
(al Destroy 3 yea's alter date of con!«-
mClll~)r, from the FR!:l lor dlshon;)'cd 
checks, credn reversals and Of-G,t 
.aodltlan~ .. '.. 

327.'	 Federal 7ax DepOSIt (FTO) Forms or equv-
alent documents used by taxpayers to de-
pOSIt Federal Taxes WIth a cornrnerc.at 
ban". Deposnary tor Federal Taxes, or WIth 
a Federal Reserve Ban" (Job No 
NCI-5~:'-10, Item 327) 
(1)	 FTD Forms or equivalent documents 

(hale copy) 
(a) Destroy J; days aller rrucrotnrrunq 
and ntrns venhed correct 

328.	 Federal TBX Deposit RegIsters (FTO) 
(Name Control, EIN RegIster, Amount Reg· 
ister) ltsltng of FrO payments received by 
the Service In the NatIonal Computer Cen-
ter are lIsted In three separate sequences to 
provide research sources for tracmp and 
Identifying FrO payments (Job No 
NCI-58-78-4, Item 328) 
(1) Name Control and EIN RegIsters 

(a) Cumulative Registers (Record Copy) 
1 Destroy 2 yea-s ane- end o! pror-

essl')g year 
(b) Weekly and Monthly Registers 

1 Destroy upon receipt 01 cumulative 
quanuty register. 

(2) Am o..Jn t Reglste~ 

(a) Cu-nuiauve RegIsters (Record CoP}) 
1	 Destroy 5 years atter end 01 prcc-

e~~,,",;,Y(,ilr. 

(b) Weekly ano Monthly Registers 

1 Destroy upon receipt 01 cumutatve 
quantity register 

IR Manu,,'	 MT 1(15)592(-9 
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R~cord. Control Schedule 206 

Descnouon of records
 
Ilnd aisoosniot» '8uthonz.lllon~
 

(a) Destroy 3 months aher data IS re 
fleeted on the Monthly Report tor thE' 
pellod

338	 DORMS Output Document» (Jot> No
 
NC1-5B-62-9 item 338)
 
(1) Monthly RerOr1!> includIng Input Error 
R(>~olutIO'I Reolsters not els('"h~'p 
cove-eo -

(a) Destroy 1 year aher end. of reporting 
year . 

(2) Quarterly and Semi-annual reports 

(a) Destroy upon receipt 01 annual re-
port covennq the same penod 

(3) Annual Reports 

(a) Destroy 2 years atter end of report 
year 

(4) Special Reports or reports other than 
those covered above t 

(a) Destroy when no lonqer needed but 
no latf" th,m 2 yea's atu- end 01 rcr.ort 
year. whlchevel occurs Ilrst 

339	 DORMS Data Flies (Job No 
NCl-5B-82-9. Item 339) 
(1) Record copies of all DORMS tues. rna-
chine reaoaore or hard copy 

(a) Destroy 5 years alter end of yea' to 
which data pertains 

(2) All other copies 

(a) Destroy when no longer needed 

(NOTE Records covering docurnentatroo 
and processing are covered b, 
RCS 301. GRS 20. "MachIne 
Readable Records" "8"'S 943 
t",et.l!l~ 849 IIPe re!er;ee fer ftl 
\ttle a88'\'8"S te ''''e DOnllf,S 
PF9~F8~ 

340	 Exammallon Update (Form 5348) Used to 
Input data In the Audit Inlormatlon Managp· 
men! System (AIMS) 
(1) DESTROY 120 days atter Input to 
AMFRZR as determined from the Input 
date. (Job No NCl-56-85-20. Item 340) 

341. MIA/KIA	 Cases (AUSC only) Case files 
contain photocopies of income tax returns. 
transcnpts of accounts and history sheets 
shOWing all acnon and communications 
made AUSC processes all MIA/KIA cases 
lor the enure nation Files contain mtorma-
uon as to dates when deterrrunanon was 
made that status changed from MIA to KIA 
and other mrormauon that may be needed 
to work future cases (Job No 
NC1-56-8~~1O. Item 341) 
(1) DESTROY 25 years after end 01 proc-
esslng year 
(2) RETIRE to Federal Records Centc-
when no longer needed In current 
opera lions 

( "-'-, . 
J.~ 1_ .L.-... • 11 er..s 342 tnro u.(;:, 3-+51 

are reserve~ for f~~~rE 
use. ) 



/"-

[)P!'OC'rl,t,;'~ of record» 
and d ~;"'~l~ :,(V/ al1r~kHI:ar'nn!l, 

AUDIT INFORMATION MANAGE ME NT 
SYSTEMS(AIMS)1i3ep'ac's '"d,I', 5ys'em 

Ie, Ge,.t'elhA~ Rsl""R51" 1,,"eRtery """ 
P'I •• lli p "Fi'P) 

1,),	 AU(1' Ir', ~<"'", MiHl<lo,,",pn! Sy~t(-
(A:~~l I~ n1(~!~I~.'" c ,: j"'" {'~i~" ~('·""I\..( Cf'n1t I...........
 

t flO:" 1tl'~ f ..If. .1 H 1£' 
c ~." {)..... t' ~ a- n, ''<'t ~,(,"...l o- F,\,....... ~,_t
 

t(~\ pC"IOC 50.)'':-t cC·,]t', act.vn, C(tO. (>t( o·f, 

retLl'n~, tn E xar,'- 2' ~- ano Ap,lPil'" Tru folio",
 
1'-);:' ree-oro!:. arf· crf-a~t)a and mCi'r)1C1'''-I{-d tor th,~
 

3:'0	 [Jel,vo')' 8-;1 c: InvC'ntory Reports: CO'T 

pUI(·r PPn!' <itt.- reports. u~('c1to orcr- ta,
 
r£':ufn!' to' E~2"'1?t,on Procrarn (Jot, NC'
 
NC:l-~f--t',I: 11,,, :1:'0) -
(1)	 Destroy 1 yea: after ptocess.nq yea' or
 

811£'rIntp'na Audit approval, whichever IS
 

earh("
 
351	 Comp.nc- Ftn,~t", Cards for Forms 7(1~, 

2.?9:J iVh~ ~f:'~ CCl'd~ fo' all cases BV.J':
 
Ina (.1c:l1..~..11 .. 2·,""· Ati.t'· cas • ~ arf {Ict~~ + t .:
 

ca-'d~ a', 1"1;,' to or nf""H labcl~ WId
 

cnaroe out oocurnents (Job No
 
NC1-=5B-7t--4 Item 351) ,
 
(l) Destroy a':e' 6 months 

352	 Seiccu-o Cast? Card File Cards held tOf
 
research PJrr~~es ShOWing thl distnct to
 
which case v. as transte-red (Job No
 
NCl-56- 7f.~ I:r-m 352)
 
(l) Destroy a':e: 6 months 

353	 Multiple F,le' Card File Muillpip file' cross 
reference tile 0" open cases In Exarnria 
non (Jot No NCI-58-78-4, item 353) 
(1) Destroy when case IS closed 

354	 Audit Unpostable Cards Computer ca-ds 
showmq wrncn case IS unpostable and the 
unpostabie cooe (Job No NCl-58~5-10, 
Item 354) 
(1)	 Destroy 1 year aner end of process-op
 

year In w"':~ closed, or when no longer
 
needed lor mternal audit whichever IS
 

earlier
 
355	 Statute Cards cards showmq statute pen-

od cases Ir, Examination (Job No 
NCl-56-eS-10. Item 355) 
(l) Destro a'ter 2 years ) 

356.~~~~~~Ree;5fiR~iir--='-(K IE Sf!./' t'£ P 

35:"'	 DU(kt!t.::~c.,:;( ~'5tlnl)~andCardF'It? LIS' 
Ing!.. and Cac- 8' ar case-s arr',-alpd tc 1",( 
U S 1 B' Co.;1 (Job No NC1-58- 78-4, 
Ite'T.357) 

MT 1(15)59 2&-9 

http:ptocess.nq
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/lprr. (H,~C""p"(ln of re,;-'orC1< 
No anddlspos/tlonauthonzB:/"ns 

(1) Destroy ~r:-_--------t. /,1,~ ',#II!-al101 

3~8 GIft, H/phwB)' Rnd A,rwav Use TB) Lr.;tlnp 
A 11~llflU r(lC"P,vpn Witt' hn;i(' , Cilrd~ fOl 
Forms 709, <'?flO and 463f\ case s (Jot' Nc, 
NC 1-~1'- 71>-4, I\pm 3~f\) 
(1) Destroy altpI (, monrvs 

3~,~	 COrl,' .. ,J "".1' L,q:n.; LI!'I"),; ~~:'''''''1: a' 
cases that nave had cer111w~1c1lt"S Sl'1: 
(Job No NCl-5f4l5 '10, IIpm 359) 

(1 J Destroy alter 3 yeil's 
360	 Old Age listing (lDRS) A hsl 01 cases as 

Signod 10employees and Ihe del" assl~l'1erl 
(Job No NCI-~7S-4, Item 360) 
(1) Destroy atter 1 wep~ 

361	 BMF Llstmg Computer hsllng shOWing the 
BMF- selected for district and the date 
shipped for lhe weelo.. (Jqb No 
NCl-5B--f1~)-IO, Item 361) 
(I) De stroy aftp' 1 YPil' 

362 Aud,t Adl<Jstrnent ReJ/!'tPf A h!'tmg 01 Au 
dlt AQluSlmenb (Job No .NC1:-58- ?b-4,
 
Item 362)
 
(l)	 Destroy after 30 days, or when no
 

longer neeoed In current operations,
 
whlchevel 151helongpr penod, untcss the
 
Supervisory Auditor asks 10' them to br
 
retained for a Ion or nod
 

363 "~~~~~~~~&;;~;e;::~\ 

365	 AIMS Reject Backup RegIster, Computer 
listing shOWing cases rejected on AIMS 
(Job No NCl-58-7S-4. Item 365) 
(1) Destroy	 after 60 day", or when no 

longer needed In current operations. 
whichever IS the longe' o=noo. unless the 
Superviso-v Aud,tor asks for them to be 
retameo for a lonqe: pe"::':) 

366	 AIMS Error RegIster Computer hS\fng 
shOWing tne cases With errors (Jot> No 
NCl-58-7B-4. Item 366) 

IR Manua'	 MT 1(15)5926-9 



------------------------
.. °e 

net» ,Dr.<;ropt,Of) of rf'n)re1!- •
 
No • 8ndd,spos'''on8t1th''rt7111'()n~
 

(1)	 Destroy atler 60 oavs or when no
 
Ionop· needed In curr('nt op{'ra\'0"~

v.°tt;, hf'vpr IS tttf~ tonor- pfl"l(ld unlp~ ~ t·)(
 
5"p,,,v'~()'y Aurtnor .ask;. lev ttW'T1 to t'(
 
rPI,,,',(;{ IO! a loq~w: pe",Jd
 

3C7	 (Ht' ,( '\t,' ) 
3(1!'	 Trn »: ",rt()fAr\nt'P"J~ lra·I(.",~~"r~<... U~t ~~1-\"
 

8~c....('!,~.nl(,rl! \le'dlcatl~)'l. (Jotl N ....·
 
NC1-~"-8~, 10, ft!'m 3t->fl)
 
(1)	 Destroy 1 yea' atte. end of process.n;
 

yPii'. o: Whf-fl no longer neec. j In currt'~:
 
opor anons, whlchf've' IS eartlC'r
 

369	 H,slm,[ FIle (Service Cenler) AIMS Th'5 
f,l(' contavis complete records of cI0S(·j
 
cas«: S"lCl AlrlS Imp,C'mr"\I;1t,::>" In tn,,'
 
service center (Job No NC1-58--8~~1C
 
Itern 369)
 
(1) Destroy 3 years alter end 01 process 

.ng yeil'

(NO"!'! I\('''l, os
 

LL	 ,''",1...-" "l "t_ 

AUTOMATED COLLECTION SYSTEM (ACS) 
The Automated Couection System (ACS) IS 

mavua.nec at the cal' sites and produces pane 
output at the service cente-s Trus tile coma-is a 
cas! loae Ille 0' OPl", Taxpayer De"nqJe~,: Ac-
count (TDAs\ and Laxpayer Delinquency In"E'S~' 
93t,0'1 (TDI!» that have no: been directly as-
s-o-red to the field 
400 ACS Dieonost«: Llsl Computer listing of 

unpr ocessibte data records (Job No
 
NC1-58-8S--10, Item 400)
 
(1)	 DESTROY after 6 months, or when no
 

longer needed In current operatrons.
 
whichever IS the longer penod unless su-
pervisory personnel at the service center
 
ask for them to be retained for a longer
 
period (Job No NC1-56-85-10, Item
 
401)
 

401. ServICe	 Center Error List. Computer LIsting 
showing TOA, TOI, and Levy Data Records 
that were unreadable by the ACS compute' 
(Job No NC1-5H5- 10, Item 401) 
(1)	 DESTROY after 6 months. or when no
 

longer needed In current operauons.
 
whichever IS the longer period, unless Su-
pervisory personnel at the service center
 
asks for them to be retamed for a lonqc-
perood
 

402	 Service Cenler OTR Error Report Comp,n-
er Llsllng showlfig DTR records that we'e 
unreaaable by the ACS computer (Job l'oK> 
NCl-5f.~:, 10. ne-r 402; 
(1)	 DESTROY ane- 6 months, or whe' no
 

lom,lpr needed In current operanoos
 
whlctlever rs the longer penod. unless Su
 
pervrsory personnel at the service cerne-
ask lor them to be retained for a longer
 
period
 



· .. 

INSERT ITEMS 370, 371 and 372 

r-",--~_~Centralize'd Revenue Agent Report File (RAR) - (Non-TEFRA) - Copies
'of field examination reports on cases involving income, excise, and 
employment taxes for flow-through entities, maintained in the Examination 
Branch for use of investor districts to make adjustments to investor 

(1)	 Prior Field Examination Report.
(a)	 DESTROY prior field examination report when a copy of a later 

RAR pertaining to the same tax year is filed for a taxpayer.
(2) Partnership or S Corporation RAR. 

(a)	 DESTROY when RAR for all investors within the same 
Partnership!S Corporation is closed for the same tax year. 

3710	 Miscellaneous Civ~l Penalty Assessment ~ile - Copies of
 
Form 8278 (Computation and Assessment of Miscellaneous
 
Penalties). These files include all documents and/or

workpapers which relate to the assertion of civil
 
penalties under the following Code sections: IRC 6652,

IRC 6676, IRC 6678, IRC 6679, IRC 6682, IRC 6694,

IRC 6695, IRC 6700, IRC 6702, IRC 6705, IRC 6707, and
 
IRC 6708.
 

(1)	 ~RE to the Federal Records Center 6 months 
after receipt of the file from the District after 
Examination/closure. 

(2)	 DESTROY 6 years and 9 months after the end of the 
calendar year after Examination closure.
 
Form 211 A lication and Public Voucher for Refund for Original Information
 

372.	 Rewards Claim Cases. ith related indexes documenting requests for rewards 
for supplying information to the Government relative tc alleged tax 
violations. They include correspondence, special reports, memorandum of 
opinion closing the case, notice of action taken relative to the claim,
and evidence of collection or deposit of tax upon whicb the re~ard, if 
any is based. (NOTE: ~here.separate claims are filed in connection with 
related taxpayers, the reten~~eriod commences when final action is taken 
on the last related claim.) 

(1) DESTROY 3 years after close of case. 
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IIem DescnpllOn of re'cords 
No. and dISpositIon authorizatIons 

403. ACS Dy/a/(or Management	 Reports. Com-
puter generated reports Of Nlventory, group
performance, terminal usage, etc. (Job No. 
NC1-58-8>-10, Item 403) 
(1)	 DESTROY after 30 days or when no 

longer needed in current operations un-
less Supervisory personnel at the selVlCe 
center ask for thero to ~ ,etained tor a 
Iong-er period. • - -

404. Telephone	 LOOk-Up List. Computer gener-
ated listing 01 ACS accounts that do riot 
have a telephone number at the time of 
case insurance. (Job No. (NC1-58-85-10, 
hem 404)
(1)	 DESTROY after 30 days, or after input 

of telephone data to ACS, whichever is 
the longer period. 

405. ACS	 Aged Case Listing. Computer Ofnerat-
ed listin~ 01 TOA and TOI cases more than 
188 ..., old .n ACS serviCe center invento-
ry generated at the call site and transmitted 
to the service center. (Job No. 
NC1-58-8>-10, Item 405) 
(1) DESTROY when new listing is I 

received. 




