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REQUEST FOR RECORDS DISPOSITION AUTHORITY

(See Instructions on reverse) ° A/ /_. 5’ 57, 90 -3

LEAVE BLANK

JOB N

TO GENERAL SERVICES ADMINISTRATION BATERECEIVED
NATIONAL ARCHIVES AND RECORDS SERVICE, WASHINGTON, DC 20408

¥-3i-%0

1 FROM (Agency or establishment)

DEPARTMENT OF THE TREASURY

NOTIFICATION TO AGENCY

2 MAJOR SUBDIVISION

INTERNAL REVENUE SERVICE

3 MINOR SUBDIVISION

Assistant Commissioner (Collection) not required

In accordance with the prowisions of 44 USC 3303a
the disposal request, including amendments, is approved
except for items that may be marked ‘‘disposition not
approved’ or “withdrawn’ in column 10 [f no records
are proposed for disposal, the signature of the Archivist 1s

4 NAME OF PERSON WITH WHOM TO CONFER 5 TELEPHONE EXT.

ARCHIVIST OF THE UNITED STATES

DA
Anthony B. Cincotta <=%3C- %%L = SN

Records Administration HR:F:S:R 535-9874

6 CERTIFICATE OF AGENCY REPRESENTATIVE

| hereby certify that | 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 =20

page(s) are not now needed for the business of this

agency or will not be needed after the retention periods specified, and that written concurrence from the General
Accounting Office, 1f required under the provisions of Title 8 of the GAO Manual for Guidance of Federal Agencies, Is

attached

A GAOQO concurrence [:l 1s attached, or @ IS unnecessary

B8 DATE

C SIGNATURE OF AGENCY REPRESENTATIVE D TITLE

Lewan €. Boins

Chief, Records Administration

'7/3 a/ 90
7

ITEM
NO

8 DESCRIPTION OF ITEM
(With Incluswe Dates or Retention Periods)

9 GRSOR
SUPERSEDED
JOB
CITATION

10 ACTION
TAKEN
(NARS USE
ONLY)

Records Control Schedule (RCS) 204 for
Servicewlde Collection functilon.

The attached Records Control Schedule (RCS)
204 covers a description of all records and
disposition authorizatlons for administering the
Servicewlde Collectlon function. Thils schedule
also 1ncludes all records assoclated with the
recelpt and transmittal of tax returns and -
taxpayer-related documents recelved 1in the
district Collection Office; the deposlit of tax
remlttances recelved; and the collection of
delinquent accounts and securing of delinquent
returns. However, thls schedule does not
include the Collection functlon's records
kept by Internal Revenue Service Centers.

Attachment

A1l changes to this proposed schedule have been approved by:
—

GO Moeses—liofs S o & Deane. 1206/

NARA appraiser date Agency representative date

115-108

Cg@u-} Cert G Ooprcy WMN-u W7 ANk NEF ‘/z//f,ag}

NSN 7540-00-634-4064 STANDARD FORM 115 (REV. 8-83)
Prescribed by GSA
FPMR (41 CFR) 101-11 4



Office of the Assistant Commissioner (Collection)

] A-dmd-nistrative—~Management
and Organization Records.
(Job No. NC1-58-81-10, Item 1)
(a) Records,. whether studies, DESTROY after 10 years.

analyséET\or correspondence,
which establlshed the policies,
practices, and programs for
the management of the Ass1stant
Commissioner (Collectlon)\\\\\\\
Included are organizational
changes, functional realignments
and responsibilities, long and
short range planning documents.
(Cut off correspondence annually;
studies and case files, upon
completion of study or at
———appropriate-phase)= - .

(b) Records which document the PESPROY—after—10—vyears——
history of the Assistant DISPOSAL NOT

Commissioner (Collection). APPROVED oot Huis +ima
Correspondence and case files ’
of this type documentation may
contain analyses, coordinations,
approvals and disapprovals,
recommendations, plans, and

any background materials

which contribute to an
understanding or provide

an explanation for complete
documents. (Cut off annually
or upon completion of study).

——— G e-Rpera - AdRdRd-s ot e—arrd
Housekeeping Correspondence.
(Job No. NC1-58-81-10, Item 2).

Routine correspondence,
mlttals, teletypes
at relate to the
rative role of the

organlzatlon and, which are not

N e WA T W o T - | 1. P
ya—vvvuua—u.&. = ) llu\.—ul—\.«.

tr DESTROY after 2 years.
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(Job No. NC1-58-81-10, I
(a) and
on the
of IRS

Program review evaluations
associated correspondence
operations and activities
regional offices, service
and district offices: cas 'S
cuid

DESTROY aft

of feeder reports i
correspondence as .0 the
Business ation
and tean
o DESTROY after 2 years or when
riew. no longer needed in current
operations, whichever is
egrlders
4 RSN SR S ern—Tadbep=Ttidas
(Job No. NC1-58-81-10, Item 5).

These records pertain to the
development, revision, and

distribution of internal and
external use forms and focr
letters. Also includ
records which pecrx

file when rescinded,
seded,

super-
or rendered obsolete) .

er 10 years.
Orical copies are main-
ained in Facilities Manage-
ment Division, Publishing
Services Branch].

Internal Management Issuances
and Clearance Documents.
(Job No. NC1-58-81-10, Item 6).

Reference copies which in

File is cut off when inactive
or obsolete).

DESTROY after 10 years.

[Historical copies are main-
tained in the Office of
Assistant Commissioner (Plan-
ning, Finance and Research);
Information and Productivity
Improvement Branch].




years after case is

N LTI TSI R
opinions; key area—sSummary
briefs; fiedd recommendations;

interndl audit findings and
comments indicative of required
revisions in procedures.

N - - ey zee e

7. Miscellaneous Internal Memoranda.
(Job No. NC1-58-81-10, Item 9).

These include records of
telephone calls ‘pe/rt.a-'rnlng to
individu:}d/tgx-pvayers but not

consi part of a taxpayer
Se file, as described in
Item 7).

8. Public Use Files of Offers

in Compromise.
(Job No. NC1-58-81-10, Item 11).

DESTROY after 2 years.

Edited copies of the Abstract
and Statement whici:o%e;%
the Offers in Con ise.
Includes st —erﬁf:) of the case
anﬂd/as«mhm/ai'; of the investiga-

i€ report which serves as the
justification for acceptance of
the offer.

9. ADP System Change Reguests.
(Job No. NC1-58-75-1).

DESTRQOY after 3 years.

Formal notification of system
problems and requests
action, such as F
TWX’s, phon 1 reports,
othe uation forms and

orts. (Placed in inactive
file when request has been
answered) .

DESTROY after 1 year (inactive
file).




10.

Symbolled Reports.

The Assistant Commissioner
(Collection) gathers opera-
tional data covering TDA and
TDI issuances, receipts, dis-
positions, and inventories;
notice issuances; installment
agreements; deferred accounts;
currently not collectible ac-
counts; delinquent returns
secured; overage case invento-
ries; production norms; re-
source expenditures; projec-
tions; yield; statute expired
accounts and employment tax
examinations. Reports in the
following categories have re-
port symbols beginning with
NO-5000-. The report symbols
were previously designated as
NO-CP:C- or NO-QOP:C-, reflect-
ing Collection’s organization-
al symbols, which changed with
the Collection reorganiza-
tions. The following catego-
ries organize report records
by their media; i.e., paper,
microfilm or microfiche, or
elect ronic.

Monthly paper (hard copy)
feeder reports which provide
data for composite reports
include the following:

Form 3469, Collection Division
Workload Staffpower Schedule,
NO-5000-79 (cancelled 1-88);

Form 4872, District Office
(Non ACS) Activity Report,
NO-5000-23;

Form 4872A, Automated Collec-
tion Branch Activities Monthly,
NO-5000-54;

Form 8420, Telephone Data
Feeder Report, NO-5000-80;

DESTROY 3 months after end

of report period.

DESTROY 3 months after end
of report period.

DESTROY 3 months after end
of report period.

DESTROY 3 months after end
of report period.



BMF Collection Yield Report,
NO-5000-7;

IMF Collection Yield Report,
NO-5000-8;

IRAF Collection Yield Report,
NO-5000-15;

BMF Run Control 160-85,
NO-5000-47; and

IMF Run Control 460-31,
NO-5000-48.

Quarterly and Semiannual Mon-
thly Paper (hard copy) feeder
reports which provide data for
composite reports include the
following:

Form 6670, Seizure Disposition
Report, NO-5000-33; and

Form 4196, Quarterly Report of
Offers in Compromise Activity,
NO-5000-108. .

WM iC v o40r
Reports retained on-elesé;;;ls
media after September 1984
include the following:

Taxpayer Delinquent Account
Monthly Report, NO-5000-1;

Taxpayer Delinquent Account
Cumulative Report, NO-5000-2;

Taxpayer Delinquency Investi-
gation Monthly Report,
NO-5000-3;

Taxpayer Delinquency Investi-
gation Cumulative Report,
NO-5000-4;

DESTRQOY 3 months

DESTROY 3 months after

of report period.

DESTROY 3 months after

of report period.

of report period.

DESTROY 3 months after

of report period.

DESTROY 3 months after

of report period.

DESTROY 6 months after

report period.

DESTROY 6 months after

report period.

TRANSFER to magnetic
media after 3 years.
SUPPRESS or DESTROY
after 7 years.
TRANSFER to magnetic
media after 3 years.
SUPPRESS or DESTROY
after 7 years.

TRANSFER to magnetic
media after 3 years.
SUPPRESS or DESTROY
after 7 years.

TRANSFER to magnetic
media after 3 years.
SUPPRESS or DESTROY

after

end

end

end

end

end

end of

end of



Installment Agreement Monthly
Report, NO-5000-5;

Installment Agreement Cumula-
tive Report, NO-5000-6;

District Office (Non ACS)
Activity Report, NO0O-5000-23;

Special Procedures Function
Monthly Activity Report,
NO-5000-30 (cancelled 10/86);

Seizure Disposition Report,
NO-5000-33;

Collection Activity Analyt-

ical Report, NO-5000-40;

BMF Delinquent Return Notices,
NO-5000-46;

BMF Delinquent Account First
Notice Issuances, NO-5000-47;

IMF Delinquent Account First
Notice Issuances, NO-5000-48;

after 7 years.

TRANSFER to magnetic
media after 3 years.
SUPPRESS or DESTROQOY
after 7 years.

TRANSFER to magnetic
media after 3 years.

SUPPRESS or DESTROY
after 7 years.

TRANSFER to magnetic
media after 3 years.
SUPPRESS or DESTROY
after 7 years.

TRANSFER to magnetic
media after 3 years.
SUPPRESS or DESTROY
after 7 years.

TRANSFER to magnetic
media after 3 years.
SUPPRESS or DESTROY
after 7 years.

TRANSFER to magnetic
media after 3 years.

SUPPRESS or DESTROY
after 7 years.

TRANSFER to magnetic
media after 3 years.
SUPPRESS or DESTROY

after 7 years.

TRANSFER to magnetic
media after 3 years.
SUPPRESS or DESTROY

after 7 years.

TRANSFER to magnetic
media after 3 years.

SUPPRESS or DESTROY
after 7 years.



I,

Is

K0.

a2l

a2,

A2

SCCB Notice Activity Report,
NO-5000-50;

Automated Collection Branch
Activities Monthly report
9/87);

Average Taxpayer Per Bag
Carrying R/0, NO-5000-64
(last report 9/87);

ACS Comparative Report,
NO-5000-76 (last report 9/86);

Collection Division Workload
Schedule, NO-5000-79 (cancel-
led 1/88);

ACS Telephone Program Report,
NO-5000-80;

6020(b) Tracking Report,
NO-5000-85;

SFR Tracking Report,
NO-5000-84;

Total Accomplishments
Employment Tax Examinations,
NO-5000-94;

Collection Time Utilization
Report, NO-5000-100;

TRANSFER to magnetic
media after 3 years.
SUPPRESS or DESTROY
after 7 years.

TRANSFER to magnetic
media after 3 years.
SUPPRESS or DESTROY
after 7 years.

TRANSFER to magnetic
media after 3 years.
SUPPRESS or DESTROY
after 7 years.

TRANSFER to magnetic
media after 3 years.
SUPPRESS or DESTROQOY
after 7 years.

TRANSFER to magnetic
media after 3 years.
SUPPRESS or DESTROY
after 7 years.

TRANSFER to magnetic
media after 3 years.
SUPPRESS or DESTROY

after 7 years.

TRANSFER to magnetic
media after 3 years.
SUPPRESS or DESTROY
after 7 years.

TRANSFER to magnetic
media after 3 years.
SUPPRESS or DESTROY

after 7 years.

TRANSFER to magnetic
media after 3 years.
SUPPRESS or DESTROY
after 7 years.

TRANSFER to magnetic
media after 3 years.
SUPPRESS or DESTROY
after 7 years.



4.

26.

27

23

29.

30.

3.

IMF Report of Tax, Penalty
and Interest Assessed, Paid,
Abated and Written Off,
NO-5000-102;

BMF Report of Tax, Penalty
and Interest Assessed, Paid,
Abated and Written Off,
NO-5000-104;

Report of Levy on State Income
Tax Refund, NO-5000-106;

ACB Diagnostic Analysis,
NO-5000-107;

Quarterly Report of Offer in
Compromise Activity,
NO-5000-108;

Revenue Officer Taxpayer
Inventory Analysis,
NO-5000-119;

Annual Business Plan
Tracking Report,
NO-5000-229; and

Actual Versus Schedule Report,
NO-5000-230.

Paper (hard copy) reports in
the above prior to October
1984.

TRANSFER to magnetic
media after 3 years.
SUPPRESS or DESTROY
after 7 years.

TRANSFER to magnetic
media after 3 years.
SUPPRESS or DESTROQY
after 7 years.

TRANSFER to magnetic
media after 3 years.
SUPPRESS or DESTROY

after 7 years.

TRANSFER to magnetic
media after 3 years.
SUPPRESS or DESTROY
after 7 years.

TRANSFER to magnetic
media after 3 years.
SUPPRESS or DESTROY
after 7 years.

TRANSFER to magnetic
media after 3 years.
SUPPRESS or DESTROY
after 7 years.

TRANSFER to magnetic
media after 3 years.
SUPPRESS or DESTROY
after 7 years.

TRANSFER to magnetic
media after 3 years.
SUPPRESS or DESTROY
after 7 years.

MICROFILM and VERIFY.

DESTROY microfilm or
fiche after 7 years.

micro-



Paper (hard copy) reports con-
verted to microfilm or
microfichegy such—as:

IMF Report of Bankruptcies,
NO-5000-31; and

BMF Report of Bankruptcies,
NO-5000-32.

Paper (hard copy) reports con-
verted to microfilm or micro-
fiche; sueh—ames

Taxpayer Delinquent Account
Monthly Report, NO-5000-1;

. Taxpayer Delinquent Account
Cumulative Report, NO-5000-2;

~Taxpayer Delinquency Investi-
gation Monthly Report,
NO-5000-3;

. Taxpayer Delinquency Investi-
gation Cumulative Report,
NO-5000-4;

~Installment Agreement Monthly
Report, NO-5000-5;

_ Installment Agreement Cumula-
tive Report, NO-5000-6;

. IMF Deferred Accounts Activity
Report, NO-5000-10;

MICROFILM and VERIFY.
Deshos Paper Copies Ryears aller & \\M\w

DESTROY microfilm after 10 VeviFe-

cation

years.

-De5‘\w af-erCo'Z\es c.-p(-er -C-‘vvulsa-
Ve‘f\csce. VoL

MICROFILM and VERIFY.

DESTROY microfilm or micro-
fiche after 7 years.

MICROFILM and VERIFY.

DESTROY microfilm or micro-
fiche after 7 years.

MICROFILM and VERIFY.

DESTRQOY microfilm or micro-
fiche after 7 years.

MICROFILM and VERIFY.

DESTROY microfilm or micro-
fiche after 7 years.

MICROFILM and VERIFY.

DESTROY microfilm or micro-
fiche after 7 years.

MICROFILM and VERIFY.

DESTROY microfilm or micro-
fiche after 7 years.

MICROFILM and VERIFY.

DESTROY microfilm or micro-
fiche after 7 years.



BMF Deferred Accounts
Activity Report,

TDA Inventory Analysis Report,

NO-5000-12
(cancelled 9-30-84);

TDI Inventory Analysis Report,
NO-5000-13 (cancelled 9-30-84);

Collection Activity Summary
Report, NO-5000-25

(cancelled 9-30-84);

Report of Reminder Notice
Issuances - Yield (CP-71 and

CpP-71A), NO-5000-29;

IMF Notice Fallout/Data

‘Report, NO-5000-36;

BMF Notice Fallout/Data
Report, NO-5000-37;

IMF Delinquent Accounts
Collection Analysis,
NO-5000-42 (cancelled
4-30-86) ;

BMF Delinquent Accounts

"Collection Analysis,

.

NO-5000-43
(cancelled 4-30-86);

IRAF Delinquent Accounts

Collection Analysis, NO-5000-44

(cancelled 4-30-806);

NO-5000-11;

MICROFILM and VERIFY.

DESTROY microfilm or
fiche after 7 years.

MICROFILM and VERIFY.

DESTROY microfilm or
fiche after 7 years.

MICROFILM and VERIFY.

DESTROY microfilm or
fiche after 7 years.

MICROFILM and VERIFY.

DESTROY microfilm or
fiche after 7 years.

MICROFILM and VERIFY.

DESTROY microfilm or
fiche after 7 years.

MICROFILM and VERIFY.

DESTROY microfilm or
fiche after 7 years.

MICROFILM and VERIFY,

DESTROY microfilm or
fiche after 7 years.

MICROFILM and VERIFY.

DESTRQOY microfilm or
fiche after 7 years.

MICROFILM and VERIFY.

DESTROY microfilm or
fiche after 7 years.

MICROFILM and VERIFY.

DESTROY microfilm or
fiche after 7 years.

micro-

micro-

micro-

micro-

micro-

micro-

micro-

micro-

micro-

micro-



0.

a3,

A1

206,

27.

IMF Copy TDI Report,
NO-5000-49;

~Balance Due Notices by CP,

NO-5000-55;

Illegal Tax Protesters,
NO-5000-62;

Assistant Commissioner’s
Quarterly Statistics,
NO-5000-66;

W-4 Accounts Receivable
Report, NO-5000-70;

BMF Reminder Notice Report,
NO-5000-88;

Executive Summary Report,
NO-5000-89 (cancelled
9-30-86) ;

. BMF Last Return Amount

Report, NO-5000-96;

ACB Diagnostic Analysis,
NO-5000-107;

TDA Copy Report - BMF,
NO-5000-120;

MICROFILM and VERIFY.

DESTRQY microfilm or micro-
fiche after 7 years.

MICROFILM and VERIFY.

DESTROY microfilm or micro-
fiche after 7 years.

MICROFILM and VERIFY.

DESTRQOY microfilm or micro-
fiche after 7 years.

MICROFILM and VERIFY.

DESTROY microfilm or micro-
fiche after 7 years.

MICROFILM and VERIFY.

DESTROY microfilm or micro-
fiche after 7 years.

MICROFILM and VERIFY.

DESTROY microfilm or micro-
fiche after 7 years.

MICROFILM and VERIFY.
DESTROY microfilm or micro-
fiche after 7 years.
MICROFILM and VERIFY.

DESTROY microfilm or micro-
fiche after 7 years.

MICROFILM and VERIFY.

DESTROY microfilm or micro-
fiche after 7 years.

MICROFILM and VERIFY.

DESTRQOY microfilm or micro-
fiche after 7 years.



A8,

9.

3e.

3).

32

33,

Delinquent Returns Activity
Report, NO-5000-139;

Recap of Accounts Currently
Not Collectible, NO-5000-149;

Report of Statute Expiration,
NO-5000-176;

IMF (IRP) Phase IV Computer
Printed Reports, NO-5000-180;

Returns Posted to BMF/IMF,
NO-5000-193; and

Field Progress and Trend
Report, NO-5000-222.

Returns Compliance Program,
NO-5000-77.

Backup Withholding,
NO-5000-86.

IMF Report of Accounts
Suspended Due to Bankruptcy,
NO-5000-91.

BMF Report of Accounts
Suspended Due to Bankruptcy,
NO-5000-92.

Revenue Officer Employment Tax

Examination Program, ARP 5840.

Bankruptcy Postpetition Non-

compliance Report, NO-5000-
101.

- 12 -

MICROFILM and VERIFY.

DESTROY microfilm or
fiche after 7 years.

MICROFIIM and VERIFY.

DESTROY microfilm or
fiche after 7 years.

MICROFILM and VERIFY.

DESTROY microfilm or
fiche after 7 years.

MICROFILM and VERIFY.

DESTROY microfilm or
fiche after 7 years.

MICROFILM and VERIFY.

DESTROY microfilm or
fiche after 7 years.

MICROFIILM and VERIEY.

DESTROY microfilm or

"fiche after 7 years.

DESTRQOY after 3
DESTROY after 3

DESTROY after 7

DESTRQOY after 7

DESTROY after 5

DESTROY after 7

micro-

micro-

micro-

micro-

micro-

micro-

years.

years.

years.

years.

years.

years.



11.

12.

Report of IR Coded TDA,
NO-5000-103.

Report of District Office
Deposits, NO-5000-109.

Report of Taxes Proposed and
Assessed, NO-5000-118.

Questionable Form W-4 Program
Case Results Report,
NO-5000-121.

Questionable Form W-4 Program
Results Report, NO-5000-122.

Monthly Report of W-4 Cases,
NO-5000-123.

Questionable Forms W-4,
NO-5000-124.

Magnetic Media Statistical

These include the following:

TDA/TDI Installment Agreement
issuances, dispositions and
inventory;

Offer in Compromise data;
ACS data;

Yield data;

Schedule data;

Overage Case Inventory data;
SPf Schedule data;
Collection staff hour data;
Collection and analytical
data;

Seizure data; and

Work Planning and Control
data.

Recurring Reports.
Progress and production re-

ports and related work papers,
originals and copies.

_13_

DESTROY after 7 years.

DESTRQY after 7 years.

DESTROY after 3 years.

DESTROY after 7 years.

DESTROY after 7 years.

DESTROY after 7 years.

DESTROY after 7 years.

DESTROY by fiscal year after

3 years.

DESTROY 2 years after the end
of the year in which prepared.



Office of the Assistant Regional Commissioner (Collection)

e 1o Y B 0 N o e 5 o A e o
(Job No. NC1-58-82-1, Item 1).

Memorandums, teletypes, let-
ters, requisitions, e ich
pertain to_the=adiministrative,

houseke€ping, or facilitative
ﬁ@gwﬂmfﬁﬂﬁﬂgggrations of this office.

14. General Correspondence Files.
(Job No. NC1-58-82-1, Item 2).

TROY after 2 years.

Correspondence and related DESTR after 3 years.
documents pertaining to pro-

gram and internal managemept

activities of the regierfal

office, service er and

distriiﬁﬂgjf'ces. These re-
cords Clude allocation of

ources, organization pro-
edures, rulings and decisions
of a general nature.

Consolidation and Reorganiza-
tion Reference Files.
(Job No. NC1-58-82-1, Item 3).

Correspondence and relat RETIRE to the Federal Records

document pertaining—to con- Center after 5 years or when

solidatio s—oY reorganization no longer needed in current
or activities; and operations.

1gn1f1cant procedural
_gif,—/,,ff’ﬂﬂiatters. DESTROY after 30 years.

Routine Correspondence.
(Job No. NC1-58-82-1, Item 5).

Correspondence with the pub- TROY after 2 years.
lic, Congress and governme
agencies pertainin

ries, complaints~Or requests
for ge information on tax
€rs, which is not made a

part of the taxpayer case
file.

- 14 -
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Reports.
(Job No. NC1-58-82-1, Item 6).
Reports covering work lo DESTROY 2 years after close of

[
progress, fffg;gmﬂacffngy the reporting period.
opergg}gns, and other data

repared in accordance with
1A¢,,¢¢f"”§eporting requirements.
18. Office Evaluation and Manage- years after comple-
ment Review R tion or issuance of report.
I . NC1-58-82-1, Item 7).

19. T .
( Item 8).

T records Er0 1 year after the close

assi s and work flow. of the year for which the
‘r——"——_’”‘___,;uyuma records applies.




Administrative Records - All Collection Functions

B A Ve - 0 =471 5 o A o o " A s s o L g
(Job No. NC1-58-82-1)

Memorandums, teletypes DESTROY 2 years after the end

rela ents pertaining of the year.
._g—,_,—_ﬂf——“’to the operation of an office.
21. General Correspondence Files.

(Job No. NC1-58-83-6, Item 1).

Correspondence and related DESTROY 2 years after the end
documents (not covered else- of the y
where in this Schedule) to or
from the National Office, re-
gional offices, other district
offices, service centers,
area, zones, or local offj
covering program activities
involving proceduresy rulings
and decisions of~a general
nature andwget involving the
tax liabj#¥ity of a specific
case; .and general correspon-
demce with the public and
other Federal agencies regard-
ing Federal taxation and not
made a part of a specific

& case.

22, Routine Correspondence Files.
(Job No. NC1-58-83-6, Item 2).

DESTROY 6 months after the end
of the year.

Correspondence to the publi
Congress, and Governme
agencies dealdng with inqui-
plaints, or requests
T general information on tax
matters and replies.

e R ST L




—P B R @A RO —TRE O ENALdOR—-RE GUE ST
Files.
(Job No. NC1-58-83-06).

Written requests for: informa-
q ma-_—

tion; copies of tax returnss
blank forms or pub&ﬂﬁﬁﬁﬁﬁs;

notification~oT change of ad-

dre and letters of general
ihquiry from taxpayers or
- their representatives.

———

—

~~PESTROY after response or

information is furnished.

.-

24 . Routine Reference Files.
(Job No. N1-58-88-6) .

These include: contrel=ddcu-
ment s: status—cards, routing

</‘§liﬁﬁ?7'ﬁ6;k processing sheets,

DESTROY when work is completed
or when no longer needed in
the office, whichever is
earlier.

(ﬂﬂ{é,‘—’/ and work papers.
25. Internal Control Files.
(Job No. NC1-58-83-6).

These records control work
flow; document the action
taken; or serve as receipts
for records borrowed or
loaned.

(a) Disclosure Program.~

/

(b) BankruptTy Cases.

//167/311 others.

DESTRQOY after 5 years.

DESTROY 2 years after court
proceedings have been closed.

DESTROY 1 year after end of
the year, or after case is
closed, whichever is applicable.

26. Transmittal Control Files.
(Job No. NC1-58-83-06).

Records pertaining to the re-
ceipt and shipment of regturns
and documents between district
offices, serwvice centers, re-
gional-offices, National

_~—0ffice, and the Social Secu-
rity Administration.

—

DESTROY 60 days after end of
the processing year.

- 17 -
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Consist E-=For

A Ceddalnds £ T haa.n
i o ot Orim——ie et

Reports.
(Job No. NC1-58-79-5,

Item 4).

652 and re- DESTRQY after 5 years.

28.

29.

Minutes or Summaries of Con-

ferences and Meetings.
(Job No. NN-170-16, Item 5).

Original documentations of DESTR: 3 years after event or

action is taken.

minutes or summaries of con-
ferences and meetings, i§§é5d=/”/
ing information on decigiefis

DESTRQOY 1 year after the end
of the year, or when no longer
needed in current operations,
whichever 1is earlier.

S Bl ae

Evaluation, Assistance and

Internal Audit Reports.
(Job No. NC1-58-77-1, Item 3).

Narrative reports (excluding DESTROY 2 yedrs after close
Internal Security reports) of file,
prepared by regional office,
district offices, subordinate
offices and Offices of the
Regional Inspector, together
with related correspondence~x
Such reports contain ag¢é§él—
uation of program ggﬁivities,
progress of field~-operations,
as well as copformance or
variations #£0 existing

S, and regulations

on-record copies. DESTROY when no longer needed
in current operations, but not
later than 2 years after close
of file, whichever is earlier.




TG

e D .““C 376 S - o . B ol a
Records and Reports. eof—the—reporting year.
_(Job—Ne=—NN—169=57, Item 10)

31. Recurring Reports.
(Job No. NC1-58-77-1, Item 4)

Progress and production re- DESTROY 2 years after the end
ports and related work papers, of the year in which submitted
the originals of which are

retained in the district

offices or area, zone and

local offices.

Non-record copies. DESTRQY when no longer needed
in current operations.

[V§)
N

aventor y-w,Produ\,t Fon—and—T4ime
Reports.
(Job No. NC1-58-83-6, Item 14)

Recurring progress, produc- DESTRQY 2 ye after the end
tion, workload and program of the year”

activity reports and related
work papers (not covered else-
where in this Schedule) that
reflect inventories of
assigned work, production
records and time repor
original of which submit-
ted to the dis ct office,
regional office or National
Office.

-record copies. DESTROY when no longer needed
in current operations, but not
later than 1 year after the en
of the year, whichever occurs

first.
33 Type "X" d "E" Award Report
Files.
(Job No. NC1-58-83-6, Item 15).
Teletypes, co§£g§pondence and RETIRE to the Federal Records
reports coneefning inquiries Center 2 years after year in

and-refuests from the National which report or investigation

,,/f,,,,,—~”’7fffice for tax check was requested.
investigations and reports on

_19_



prospective—Presidential————DESTREY F—years—af

appointees, or nominees for
Presidential "E" Awards
established by Executs rder
1Q218Ff&nd’6ﬁﬁ5;f£ain other

.
which repor ; Efigation
equested.

NS
— -~ ____persons. } -
34. Delegation of Authority Files
(except DAR).

(Job No. NC1-58-83-6, Item 16)
Record copies documenting

to an individual or office in
accordance with prescribed

regulations and q;;,inﬁfﬁded
in the internal _mdnhagement
system. d};ﬁmﬁgrrecords are of
a limited nature as opposed to

ation

Bl e et Tt

which are part of the Internal
Management Document System).

DESTRO

1 year after close
the delegations of authority ////,e% calendar year in which

delegation of authority was
terminated.

- e~ o —

35. Registered

(Job No. NC1-58-83-6, Item 17)

Registers and receip
cominag and outgoing certidfied
mail=

DESTROY after 4 years.

DESTROY 10 years after the end

of the processing year.

NC1-58-83-6, Item—T
Recoxd

ﬁﬂ’,,,,,«fv—’”ﬁée of the seal.

of the processing year.

37. Reference Files.
(Job No. NC1-58-83-6, Item 19)

Internal man ment documents,
copdes—0f correspondence,

ﬂfﬂ__¢,,,¢¢’””ieports and related documents.

DESTROY when obsolete, super-
seded, or when no longer neede
for reference.

- 20 -
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38= Iitigation—=File SW——“————-——BE-S-T—RGY—-Z—yea@s—a-E-Ee-r—Ehgpﬁe-—

(Job No. NCl-58-83-6,_Iltem—23 ceedings are terminated.

ff 1 vears after the end
of the processing year, or
-6, Item 24) after cases are closed, which-

ever occurs first.

39, Special Procedures S
Cards.
(Job N

- 21 -



40'

41.

D)

Delinquent Accounts, Returns

Trust Fund Compliance
Documents.

These include: Letter 903(DO);
Form 2674; and Form 2481.

Closed Taxpayer Delinguent
Accounts (TDA’s) and Taxpayer
Delinguency_ Investigations
(TDI’s-TYD-14).

(Job No. NC1-58-85-11,
and NC1-58-85-11,

Item 2
Item 3).

These records include:

Forms 53, Report of Currently
Not Collectible Taxes;

Form 433 Statement of Financ-
ial Condition and Other Infor-
mation; Form 433-D, Install-
ment Agreement;

Form 433-F, Collection Infor-
mation Statement;

Form 433-G, Direct Debit In-
stallment Agreement;
Form 2159, Payroll Deduction

Agreement;

Forms 2209 and 2209A, Courtesy
Investigation;

Form 2650, TDA or TDI Transfer;

Form 3870 Part 4, Request for
Adjustment;
Form 4907,
Account;
Returns Compliance Program
(RCP) Leads (Matched);

CP 196, Federal Tax Deposit
Alert; and

TDI Supplement Sheets

Taxpayer Delinquent

Bankruptcy related forms
which are maintained by
Special Procedures function.

- 22 -

and Office Service Records

DESTROY 6 months from issuance
date or 2 years after a CID
investigation.

RETIRE to the Federal Records
Center at least every 90 days
or when no longer needed,
whichever is earlier.

DESTRQY after 3 years.

DESTRQY 2 years after court
proceedings have been closed.



(N rast Fund Recovery Porslty Gase [ fes

e A -
é) 100% Penalty Taxpayer Delinquent 7 ,7\/." 5% 0% S
Accounts Case Files. "
(Job No. NC1-58-85-1, Item 1; and
Job No. NC1-58-83-6, Item 31).

These records include all RETIRE to the Federal Records
forms or documents required by Center 2 years after assessment
Form 5013, 100% Penalty File year.
Transmittal. 12
3 after assessmenf
—LP Receipt-s—for~Paymer —afrer—icouanece

Form 809. , X . in book.
(Job—No—NCT=58=83" Dy o/

43, Notice of Federal Tf’TVLA*TT\&—' 5??6?’3223;;;

Lien and Certificat

—/”____———’ statutory
Rglgggg of Eederal™
e J No. NC1-58-83-

ection has

44, Certificates of Discnarge, DESTROL}«(y,em
Non-Attachment and clesed?

Subordination; Notices of-Non="

Judicial Sale_and-Rédemption
Cases=—" -

__——""(Job No. NC1-58-83-6, Item 36)

45, Suits to Foreclose Federal
Tax Liens.
(Job No. NC1-58-83-6, I —38)

Bills—of~interpleader and bill DESTROY 1 year after the pro-
in equity. ceedings are terminated.

46. —Reecord—eof——Seigure—and RETAIN—a-S-a—permanent—record
(Eme INSERT) Sale—of—Real-FEgtate,~Record-21.,. - —with-attached-Notice—ef Encum-

(Job—No+—NC1=58-83=6, Item 39) brances Against or Interests
in.Property..Offered—for—Sate,

—~FEorm—2434=RB.,
47. Certificate of Sale of DESTRQOY 2 years after closed
Seized Property, Form 2435. or after redemption period

expires, if applicable.

(If the United States Govern-
ment acquired the property,
destroy 2 years after the fina
disposition.)

- 23 -
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(INSERT)

46. Record of Seizure and DISPOSAL NOT AUTHORIZED.

Sale of Real Estate, Record 21,
(Job No. NC1-58-83-6, Item 39)



>
(o]
.

T-gx=Co ] ectden—Waivery—Formn—900-
(Job No. NC1-58-79-5, Item 15) ”_”,,,,«—7

Agreements and correspondence DES :Q§f1’§g;;;’;fter the
pertaining to the extension of ccount on which the statu-
the statute of limitatd for tory period for collections ha

the collection axes. been extended is satisfied; or
DESTROY 3 years after statutor
period,as extended,has expired
whichever is applicable.

49, "Records of Offers in

Compromise™, Form 2515.
(Job No. NC1-58-79-5, Item 16)

These records_also~include DESTROY 2 years after the

compro ise—ftransmittals and statutory period for collec-
cCeptances of offers with tion has expired.
‘“,,fijiiﬁzfdfelgggd correspondence.
. , /
50. Offers in Compromise Case Bj;LLBE_EﬁLJJM%APederal Records
File. ’_‘“ggnEer”B years after the case
(Job No. NC1-58-79-5, Item=F0) is closed.

DESTROY 6 years after case is
closed.

Sihe Taxpaver CQleiaIel/g‘e-—l\ie—a:_s_’/_D ure—- _____DF years after end
ment Program Files- of processing year.
_!zxfgﬁ,,—,a—+aob’ﬁb. NC1-58-85-2) .

52. Daily Transaction

Registers (DTR’s).
(Job No. NC1-58-79-5, Item 19)

Computer printout use post DESTROY 60 days from the date

transaiziggﬁft Xxpayer on DTR’s.
Dg%%gg ¥ Accounts and in-

eStigations assigned to
ﬂ(’,,,—,,—”’igevenue Officers. e
53. Civil Suit Recommendation, _ s

Form 4477 (Parf=6)y==="
—__==?_ﬁ$gwmﬁ”%ﬁdﬁﬂ 0. NC1-58-79-5, Item 20)

- 24 -



- (a)=—=Active—-Judgement—Fi-l e s————c-RE-PATN—

(b) Inactive Judgement Files. RETIRE e Federal Records
er 3 years after being
j;ﬂ?/;yaﬂ"’gﬁiced in inactive judgement
’14; = files.
I
¢{¢¢ﬁ¢¢/ DESTROY 6 years after being
placed in inactive files.
(c) Satisfied Judgement Files. DESTROY 2 years after satis-
L fied.
54. Special Procedures function
Case Files.
(Job No. NC1-58-79-5, Item 21).
(a) Case files developed for DESTROY 2-years after litiga-
recommending suits against tion ca is closed.

taxpayers, not specifically
mentioned, or in defense of
suits brought against the
Service.

The file may contain
copies of legal documengs,
account readings, eyidence of

proofs of debt a related
correspondenc
(b) Case”files developed in DESTROY 2 years after statu-
processing Estate Tax Exten- tory period for collection has
siefis. expired.

(25%
(c)A,files developed in proba- DESTROY 2 years after case is
tion cases, government con- closed.

tract offset cases, anti-pov-
erty organization cases, etc.

T ——
55. Installment Agreement Accounts . ..DESHEROY™] year after the end
List. of the processing year.

e —=(JODNG . N1-58-88-6)

e
o S =g U

—’rc’fn’aﬁ:—

56. Collection Employment Tax TRANSFER to ma
Examination Case Information when ¢ IS closed.

(Form 8333).

DESTROY Form 8333 (paper)
1 year after case is closed.

SUPPRESS OR DESTROY magnetic

_25_



57. IRC 6020(b) Assessment Case_
Files.
(Job No. NC1-58-79-5, Item 21)

Office Service Records

58. Distribution Ledger

Records maintained showing the
distribution of change-making
funds to all sub-agents by the
Agent Cashier.

(No longer accumulating)

an
o

related documents

o o ; 5
s § syt =3 oY0 OB T OB ICYCYSL S KR V0 ZHTIEC S

DESTROQOY 2 years after statu-
tory period for collections
has expired.

DESTROQOY 2 years after end of
processing year.

Certi-ficates—of—Peposits—and————PpRESFROY=3=years—aftor—cnt—ofe

—..processiIng=year.
NC1-58-83=5;—Tt&m 18)

(Job_No
60. Vouchers and Schedules RETIRE to the Federal Records
of Payments Center after an audit or one
(Job No. NC1-58-83-6, Item 62) fiscal year, whichever is
earlier.
DESTROY 6 years, 3 months
after the period of account.
:-=-—6-1———-—-—-Reven=u—e—R 5 @Bt Ge= ) @ CORAE-1=REr peppfandid el ot S s ww e e Sl @i @nai]
Control Records relating to Accounting Office or—wien 3
the collection and processing years o0ld iThever is
of remittances. earlier.
(Job No. NC1-58-77-1 em—13)
a)y—ccounting work copies. DESTROQOY 2 years after end of
reporting year.
62. Tax Transfer Vouchers

Vouchers prepared to effect

RE to the Federal Records

the transfer of an assessmen Center 1 year after internal
This item also relate audit of accounts.
credit transf uchers used

;;f;;;u&sfé?’éiidit entries on
X accounts between District
faaﬂfwﬂ’ﬁ”’birectors.

DESTROY 6 years after internal
audit of accounts.

- 26 -


mailto:pr.G@e-&s-f-n�g=year

Serii-fiogbog=of=fettlonent—af
Accounts of accountable offi-
cers, statements of diffe:
ences, and related papers

(Job No. N1-58-88-06)

N
(83}

(a) Certificates covering DESTROY 2 years after date of
closed account settlemen#s, settlement providing certific-
supplemental sett eméﬁfs, and ate is cleared.

final balance~Settlements

Certificates covering DESTRQOY when subsequent cer-
periodic settlements tificate of settlement is re-
ceived.

64. Public Inspection Files of
Returns of Organizations or
Fiduciaries, Exempt from In-
come Tax
(Job No. N1-58-88-6)

Forms 990-A, Return of Orga-
nization Exempt from Inceme
Tax, and 1041-A, U.S=
Information %g;urn on Trust
Accumulation®of Charitable
Organjizdtions, etc. amounts,
whaCh constitute a public in-
spection record and maintained
apart from the "return" por-
tion of these forms,

DESTROY 4 years after end of
the processing year.

65. Gasoline and Lubricating 0il
Bonds
(Job No. NN-173-24, Item 1)

Bonds which have been ter-
minated as in the cas

RETIRE to the Federal Records
Center 2 years after termina-

discontinued busimeSses or tion or cancellation of the
businesse longer requiring bonds.
a bo Bonds may also have

en cancelled by the surety. DESTROY 6 years after termina-
tion or cancellation of the
bonds.

- 27 -



Addre
(Job No. NC1-58-77-1,

Item 15)

Taxpayer’s personal records
obtained for review o o8-
sible aud%E‘gase—WﬁTEizgoes
not materialize, and efforts

return the records fail to
locate the taxpayer.

—BES TROY after one year.

f=—Ee S N S G S e e

67. Applications for Exemption
and Registry
(Job No. N1-58-88-06)

Applications for exemptions
from tax responsibilities and
regulations applying to re-
stricted or specially con-
trolled businesses.

—Income—Tax Index Cards

o))
(e o}

RETIRE to the Federal Records
Center after January 1 of the
year following the processing
year.

DESTRNOY 5 years after end
of the processing year.

(Job No. NC1-58-85-4, Item 81).
(a) Index cards for individ-
ual, partnership and fiduci-
ary income tax returns, and
other miscellaneous returns.
(No longer accumulating at the
district office).

W\Wémw w

(b) Index Cards for Corporation

Income Tax Returns
(1917-1948)

(c) Index Cards for
tion Income Tax
(1918-1948)

DESTROQOY
returns h

ESTRQOY 75 years after end of
processing year.

DESTROQOY as they are no longer
needed by Federal Records Cen-
ters for cross-reference.

RETTRFE to the Federal Records
Center 5 years after end of
processing year.

DESTROY 75 years after end of
ng vear.

- 28 -



e Q=@ o re=ificarb--on—of—Rocument
Files
(Job No. NC1-58-83-6, Item 84)

Records requesting certifica-
tioqﬂgg_ggcuments under the
eal—0f the Department of the

_{{% reasury.

DESTROQOY 2 years after the pro-
cessing year.

DES-PROY™T year after end of

70. Subpoenas - Closed Record
of SerYES%—______—‘————-""——~_—“—year of service.
__r,,,,¢¢=—ﬂ—"4J@b'N°' Cl1-58-83-6, Item 95)

71. Payment Transcrigts from_ Bank——"
uptc T rustees

DESTROY when new list is re-

ruptcy Trustees ceived.
- eee———(J0D No. NC1-58-83-6, Item 96)
72. Bankruptcy Control Logs OY 4 years after most

___Jg&gLJML-—4W3T=58:B3—6, Item 97)
s —

current date of case closure
on log.

73. Individual Master File

(IMF) Index or Directory
(Job No. NC1-58-79-5, Item 34)

(a) Copies of Annual Direct-
ory or Index

(b) Supplemental Directory or
Index

(c) Cumulative Directory or
Index

(d) Monthly Directory or Index

_29_

DESTROY after end of process-
ing year.

DESTROY after receipt of sub-
sequent supplemental directory
or index covering same tax-
payers and tax periods, or
when no longer needed in cur-
rent operations.

DESTROY after receipt of sub-
sequent cumulative or annual
directory or index covering
same taxpayers and tax periods
DESTROY after receipt of sub-
sequent cumulative or annual
directory covering same tax-
payers and tax periods.



4.

75.

Business Master File (BMF)
Taxpayer Number Directory

(Job No. NC1-58-83-6, Item 110)

This directory includes a List
of the taxpayers’ employer
identification Number; name;
address; employment, location,
and filing requirement codes.
(No longer accumulating.)

(a) Annual Directory

(b) Cumulative Supplemental
ister (printout)

(Job No. NC1-58-83-6, Item 111)

(c) All other copies of annual
and Cumulative Registers re-
quired for research.

(d) First Supplemental Regis-

ter for documents posted since
printing of Annual Register

(e) Monthly (Temporary) Reg-
ister

Alphabetic Index Register

{Employer’s Tax)

(No longer accumulating).

(Job No. NC1-58-79-5, Item 44)

(a) Annual Register

(b) Copies of Annual Register

(c) Quarterly Supplemental
Register

- 30 -

DESTROY 75 years after end
of processing year.

DESTROY 75 years after end of
processing year.

DESTRQY after the end of pro-
cessing year.

DESTROY after receipt of
Cumulative Supplemental Bus-
iness Returns and Document
Index Register covering same
taxpayers and tax period.

DESTROY after receipt of sub-
sequent Cumulative or Annual
Business Returns and Document
Index Registers covering same
taxpayers and tax period.

DESTROY 30 years after end of
the processing year.

DESTROY after end of the pro-
cessing year.

DESTROY 60 days after receipt

of annual index register, or



6.

-+
-+

Register of Estimated Income
Tax_Accounts

(Job No. NC1-58-79-5, Item 45

Quarterly list of ES accounts,
which includes the total esti-
mated, total paid, and amount

due for each account.

(a) Annual Register
(January Listing)

(b) Quarterly Register

when no longer needed in cur-
rent operations.

DESTROY 30 years after end of
processing year.

DESTROY after end of the pro-
cessing year.

(Estlmated Tax Declarations)
(Job No.

(a) List of all taxpayers
whose estimated tax r
were indexed_i service

Ce?EELgff”’/
/ Extra COpieS.

NC1-58-79-5, Item 46)

DESTRQY 30 years after end of
the processing year.

DESTROY when no longer needed
current operations.

78.

~J
O

Alphabetical Index Regist-

line Tax Refun
Claim)
(Job No. NC1-58-79-5, Item 47)

DESTROY 30 years after end of
processing year.

Peocument—hocator—Number—Rec
ister
(Job No. NC1-58-79-5, Item 48)

Printout listing of Document
Locator Number and tax with-
held for each 941 return,

adjustment, 940 return K-
cluding tax w1thh and
each transac n posted to the

941 file~
onger accumulating).

(a) Printout of the Annual

DESTROY 30 years after end of

_31_



(b) Quarterly Cum +vE Reg- DESTROY 60 days after receipt
ister of annual Cumulative Document
- Locator Number Register.

80. Quality Review Machine Print- DESTROY

ter current

outs €ssing year or when no
(Job No. NC1-58-79- 49) longer needed in current
operation, whichever comes
first.
—~81— Delingquent Tnvestigation and DESTROY upon-—receipk- of next
——Aeeount—bisting—Print oubs~— menthly—ki-eting——However,
—~—{BEAL} ‘émyﬂmk%he-meneh;y—éisting
(566 uosazr> wsed—fer—annuat—mateh until
completion-of-next.annual
ke

82~ —Document—~Remndttance—and
Assessment Registers
(Job No. NC1-58-83-6, Item 13)

Copies of register related

documents and journal
pared for th ﬂf?SI?

classi ion and application
payment received for de-
‘posit by the teller area. _

DESTROY 1 year after end of
e-— the processing year.

83. Record of Teller Remittances
(Form 2679)
(Job No. NC1-58-83-6, Item 14)
=
Daily accounting and recapit- DESTROY 2 years after end of
ulation of individual te{ig£/¢/4¢%processing year.
receipts, including cash,

checks, and money o¢ordérs with

related paper —~(Eash register

or add%g chine tapes) used

in comijunction with the tel-
T’s daily balancing.

(a) Teller’s copy. DESTRQOY after 1 month.
84. Armored Car Messenger Receigts I e
(Job No. NC1-58=83—67 em 15)

M& T o T T e e —_ ——— — . P
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(INSERT)

80. Delinguent Investigation and
Account Listing Printouts
DIATL

(a) Monthly listing used for DESTROY upon completion of
annual match. next annual match.

(b) All other versions. DESTROY upon receipt of
next monthly listing.



Re eeipt-s—from—ecarriers—for—m———DpPESTROY -l-—vear-after epd of

cash and checks received for ProeessINng year.

deposit—in—anks.
85. Discovered Remittance Lists

(Form 4287)
(Job No. NC1-58-83-6, Item 16)

Record used to_comt¥0l cash DESTRQY 2 years after end of
receive ough the mail and processing year.

irscovered at the point of
mail extraction.

86. Statement of Advance of

Change-Making Funds
(Job No. NC1-58-83-6, Item 17)

Annual accounting by teldeTs DESTROY 2 years after end of
and the Agent Cashietr the processing year.

(Direz;ggifef’ﬁil advances of
change”funds to the Regional
isbursing Office.
(No longer accumulating).

87. Teller’'s Error Advice DESTROY 3 years after issu-
(Form 5919) ance.
= - — 8§ RO PO L g=0f=DeposiE e ——

(Job No. NC1-58-83-5, Item 19)

Deposit fund records of offers to the Federal Records
in compromise, property sa Center after audit or after on
and deposits, misc eous full fiscal year, whichever is
deposit fu 2 . earlier,

DESTROY 6 years, 3 months aftef
the period of account,

Qe SOR-E-1et=Records—~for Re-
COAPES O TP A MmO T O S
_ = :
(see msger) =S
Cett i G i B O e el A S E O O L DESPROM—I—poars—attar preparat
DE-8-E-ENCELOR—OE—RECEIPE-SmEQEm et e
Papmers—ofTaie s, —inventery-
eontrol—records,—and—inentory—
aceont.abd.l 1'1-:7 TQI\AV“F Sea

.
O
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(INSERT)

88. Control Records for Re-
ceipts for Payment of Taxes

(including Form 8551)

Certification of Transfer or DESTROY 3 years after end of
Destruction of Receipts for calendar year of the prepara-
Payment of Taxes, inventory tion date.

control records, and inventory
accountability reports.



90-.

Ly LTSN =P .

. 3
Motige—pf—tleangfepr-F

===
e~

_-/-"’“& e

Qut —of-District Returns
(Job No. N1-58-88-6)

This notice_is—prepared in DESTRQY 1 year after end of
fconneett6ﬁ’§€£h returns re- the processing year.
ceived with remittances.

Sy T e =

91.

Notice of Statute Expiration

(Form 895)
Record of extension of statute DESTROY 3 years after case is
for assessment of employment closed from group.

tax return.



92.

93.

94.

95.

Examination Request Master File

(Form 5345)
Record of returns opened for DESTROY 3 years after case
examination. closed from group.

AIMS Table 4.0

Report of examinations with DESTROY 3 years after issuance
assessment statutes to expire
within 180 days.

Inventory Validation Listing

Report of returns assigned to DESTROY 1 year after issuance.
group for examination accord-
ing to AIMS.

Appeals Transmittal Memorandum
and Supporting Statement

Report of results of Appeals DESTRQY after 2 years.

actions on employment tax re-
turn examinations.

_35_



96.

97.

98.

Records Generated by the Automated Collection System (ACS)

Magnetic Media Management and Production Records

Lien Release List (ACRW 7004)

A computer-generated report
consisting of taxpayer ac-
counts whose TDA Tax Modules
are closed and on which a lien
on property has been placed.
Since all the tax modules are
closed, the lien on the tax-
payer property can be re-
leased.

Filing Arrangement: District

Missing ZIP Code List
(ACRW 7005)

A computer generated report
containing all the ZIP codes
that do not exist on the ZIP
Code Master File, as well as
the number of accounts affec-
ted. This is used at the Call
Site to update the master
file.

Filing arrangement: ZIP Code.
Medium: 8 1/2" x 11" computer
stock paper.

Frequency: Weekly.

Reguested 53 Listing
(ACRD 7001).

A computer generated report
that provides a cumulative
daily listing of taxpayer ac-
counts that managers have
deemed uncollectible. The
listing includes information
on the taxpayer’s TEA tax
module. This report is used
at the Call Site by the manag-
er to review account status.
Accounts are displayed whenev-
er a manager enters certain
action/subaction codes during
workstation operation.
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DESTROQY at the end of June and
December, once the list is
over 1 year old.

DESTROY when all actions are
completed.

DESTROY after 60 days or

sooner if no longer needed in
current operations.



File arrangement: Functional
assignment of requesting em-
ployee.

Media: 8 1/2" x 11" computer
stock paper.

Frequency: Daily.

99, Information Transcript
for TDA and TDI (ACRW 8002).
The Information Transcript for DESTROY when actions are com-
TDA and TDI lists TDA and TDI pleted or 1 (one) weekly
accounts that are transferred cycle, whichever is later.

to the WPSS Queue, Collection
Field function or Special Pro-
cedures function during the
current cycle.

Management Reports

These reports assist managers
with monitoring employee
activities in order to make
more informed decisions on
resource allocation, employee
time requirements, and
policy-making. The management
reports tell managers identify
how employees use their time
for personnel scheduling
purposes. As a result, peak
demand periods can be
effectively managed.
Management reports are
generated daily and may be
viewed on a terminal.

These reports show information
management is concerned about,
such as schedule status and
account processing statistics.

100. Employee Time Summary (MGT 002)
(Symbolled Report
NO-5000-111).
A computer generated report DESTROY after 30 days or soon-
listing statistics on er if no longer needed.

telephone call processed by
the operator on the ACS.
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101.

For each combination of
function/unit, the report
identifies for each employee
number the number of accounts
accessed and the amount of
time spent on displayed ac-
counts and on telephone calls
placed. The report displays a
function/unit combination per
page and, at the end, displays
the totals for all functions.
From this report, the manager
is able to analyze the
workload of individual
employees. Monitoring this
information helps managers to
make personnel scheduling
decisions.

Filing arrangement: Employee
number.

Medium: CRT and 11" x 14"
computer stock paper.
Frequency: Daily/Weekly.

Telephone Operational Report
(MGT 003).
(Symbolled Report NO-5000-112)

A computer generated report
describing telephone activity
throughout the day at three
levels: the Call Site, the
Function, and the Unit Level.
At the Call Site level, the
report provides summary in-
formation for all functions
and units. At the Function
level, the report provides
telephone activity statistics
for each function for all
units. Finally, at the Unit
level, the report provides
detailed telephone activity
statistics for each unit.
Each report provides incoming
and outgoing call statistics
per TDA, TDI and Combined
Entities. This report is a
tool for personnel scheduling
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DESTROY after 30 days or

sooner if no longer needed.



102.

decisions. As a result,
managers can improve the
identification of the
personnel requirements for
specific time periods.

Filing arrangement: Call
Site/Function/Unit.

Medium: CRT or 11" x 14" com-
puter stock paper.

Frequency: Daily/Weekly.

Delinguency Type Time
Summary (MGT 004).
(Symbolled Report NO-5000-
113) .

A computer generated report
providing information on de-
linquencies on a weekly and
monthly basis. Management
receives information at the
weekly level by function and
unit. The report provides
data on directory assistance
calls made by research and
investigation operators as
well as on taxpayer calls made
by contact operators. A full
breakdown by function and unit
gives detailed information on
employee activity by type of
work performed. This requires
a page break between delin-
quency types. Management
receives information at the
monthly level with year-to-
date summary totals by
delinquency type. This sum-
mary information helps to
identify any trends or
variations between delinquency
types. This allows management
to systematically track per-
formance on an ongoing basis
without having to manually
calculate the statistics.
Filing arrangement: Run numb-
er, by date.

Medium: CRT or 11" x 14" com-
puter stock paper.

Frequency: Daily/Weekly.
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DESTRQOY after 30 days or soon

if no longer needed.



103.

104.

Activity Report (MGT Q006).
(Symbolled Report NO-5000-114)

A computer generated report
summarizing the number of
realtime actions performed
each day on different types of
cases (TDA, TDI, and Total).
The report also shows the real
time actions performed within
the case by File Source (IMF
and BMF). The report is an
audit trail of the amount and
type of work performed by each
function and indicates the
amount of production work done
to print forms and notices.
The activity report is divided
into two levels: Call Site and
Unit Level.
shows the total activity for
all action codes regardless of
function/unit. The unit level
is identical to the Call Site
level except that activity
counts are broken down to the
function/unit level.

Filing arrangement: Action
code.

Medium: CRT or 11" x 14" com-
puter stock paper.

Frequency: Daily/Weekly.

Inventory Report (MGT 007) .
(Symbolled Report NO-5000-115).

A computer generated report
describing the inventory posi-
tion of taxpayer cases as of
given date for each type of
case (TDA, TDI, TDA and TDI,
Total, and within the case
types, by File Source IMF,
BMF). The inventory is broken
down into unassigned and
assigned cases and priority
value. The report describes
the inventory production at
three levels: the Call Site,
the Function, and Unit.
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The Call Site level

DESTRQOY after 30 days or soon
if no longer needed in current
operations.

DESTROY after 30 days or soon
if no longer needed in current
operations.



105.

At the Call Site level, the
report provides summary in-
formation for all functions
and units. At the Function
level, the report provides
inventory statistics for each
function and for all units.
Finally, at the Unit level,
the report provides detailed
inventory statistics for each
unit.

Filing arrangement: Run numb-
er.

Medium: CRT or 11" x 14" com-
puter stock paper.

Frequency: Daily/Weekly.

Production Report (ACRM 5001)
(Symbolled Report NO-5000-116)

A computer generated report
providing information to
monitor new cases, processed
cases, and the remaining num-
ber of cases. The Call Site,
District Office, and National
Office require this informa-
tion at the Function, Unit,
District Office, and Call Site
levels. Monitoring this in-
formation permits management
to make policy decisions on
resources, taxpayer account
status, and caseload sched-
uling. The Production Report
shows beginning and ending
inventory balances for the
major categories of activity
which account for these
balance changes.

Filing arrangement: Run num-
ber.

Medium: CRT or 8 1/2" x 11"
computer stock paper.
Frequency: Weekly.
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DESTROY after 1 year.



106.

107.

Analysis of Balance Changes
(ACRM 5002).
(Symbolled Report NO-5000-117)

A computer generated report
providing analysis of the
dollars owed on delinquent
accounts. This report pro-
vides management with the
ability to monitor the dollars
collected, dollars not
collectible, and dollars out-
standing. The report also
provides the balance due
amounts, recent account ac-
tivity, installment agreement
amounts, and IMF and BMF
account balance totals. This
report allows assessment of
the collection system’s effec-
tiveness by reporting begin-
ning and ending balances, re-
ceipts and dispositions.
Filing arrangement: Run numb-
er.

Medium: 8 1/2" x 11" computer
stock paper.

Frequency: Weekly.

Monthly Call Site Time Report
(ACPM 8000).

A computer generated report
summarizing the Call Site’s
personnel activity for the
month. The report lists the
standard time reporting op-
eration codes with the total
hours charged to each. It
also lists each non-standard
operation which has had hours
charged to it. Monthly re-
porting is based on quarter.
The operation codes are divided
into those which reflect di-
rect staff hours and those
which reflect overhead staff
hours. Filing arrangement:
Report number.

Medium: 11" x 14" computer

DESTRQY after 1 year.

DESTROQOY after 2 years.



108.

109.

stock paper.
Frequency: Monthly.

Security Sign-on Audit Trail
Report (ACRD 7201)

A computer generated report
providing an audit trail of
each attempt to sign on the
ACS. This audit trail
monitors ACS employee sign-on
attempts to ensure that the
system and confidential in-
formation are secure. The
report displays both wvalid and
invalid sign on attempts and
references each attempt to the
employee number given.

Filing arrangement: Run date,
run number.

Medium: 11" x 14" computer
stock paper.

Frequency: Daily.

Security Maintenance Report
(ACRD 7202).

A computer generated report
providing an audit trail of
all changes to the Security
Data Base. It lists the con-
tents of the fields in the
Security Data Base before and
after maintenance has been
performed. This security re-
port documents any changes and
preserves the old information
for later review. As a re-
sult, management can monitor
the Security Maintenance
Report to maintain the integr-
ity of the Security Data Base.
Filing arrangement: Employee
number.

Medium: 11" x 14" computer
stock paper.

Frequency: Daily.
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DESTROY 2 years after end of
the processing year.

DESTROY 2 years after

end of processing year.



110.

111,

112.

Password Expiration Report
(ACRD 7203).

A computer generated report
identifying ACS employees
whose password has expired or
is about to expire within a
predefined number of days.
This report identifies the
user function, unit, employee
number, and the expiration
date. From this report, the
security administrator is up-
dated daily on the status of
the employee password expira-
tion dates.

Filing arrangement: Password
number of days left.

Medium: 11" x 14" computer
stock paper.

Frequency: Daily.

Telephone Number Look-Up
List (ACRW 7001).

A computer generated report
containing all new accounts
established during a cycle
which do not have a taxpayer
telephone number of the ATAF
of LOAF file. IRS employees
review the accounts on this
list and locate unidentified
telephone numbers.

Filing arrangement: Name con-
trol, by Taxpayer ID number.
Medium: 8 1/2" x 11" computer
stock paper.

Frequency: Weekly.

Aged Case List (ACRW 7002)

A computer generated listing
providing open accounts that
are over 24 cycles old. The
accounts are broken down by
functional assignment
(Research, Investigations,
Service Center or Contact).
It identifies each account
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DESTROQY after 30 days or when
no longer needed (password
changed) whichever is later.

DESTROY after 30 days or soon
if no longer needed in current
operations.

DESTROQOY after 90 days or soon
if no longer needed in current
operations.



number and the type of module
involved (TDA or TDI).

This list is used to track the
progress settling outstanding
accounts within each func-
tional area. The Aged Case
List provides Call Site man-
agement with information for
analyzing old cases. The
current schedule date and the
last action taken against an
account helps to determine the
reasons for an aged account.
The total balance due further
aids in analyzing the account
in order to determine the
appropriate course of action.
Filing arrangement: Priority
code, by functional assignment.
Medium: 8 1/2" x 11" computer
stock paper.

Frequency: Weekly.

113. Employee TEACH List (ACRD 7003)
A computer generated report DESTROY after two cycles or
summarizing an employee’s sooner if no longer needed.

actions taken in a taxpayer’s
account each day. This list

is generated from the Temporary
Employee Action Code History
(TEACH) file. The manager
reviews this list to monitor
employee performance and to
ensure that proper actions are
being taken on taxpayer accounts.
Filing arrangement: Requesting
employee, by function.

Medium: 8 1/2" x 11" computer
stock paper.

Frequency: On request by managers.

114. Function TEACH List (ACRD 7004)
A computer generated report DESTROY after two weeks or
summarizing the daily action sooner if no longer needed.

taken by the employees within
a specified function/unit.
This listing is generated from
the TEACH file. The manager
reviews this list to ensure
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that proper actions are being
taken on taxpayer accounts.
Filing arrangement: Requesting
employee, by function.

Medium: 8 1/2" x 11" computer
stock paper.

Frequency: On request by man-
ager.
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115,

116.

ACS/ACD System Reports

These reports provide statis-
tics on the calls processed by
the ACD Telephone System.
These reports aid in under-
standing how the system operates
and in detecting short- and
long-term trends that affect
service levels, position staf-
fing requirements, and trunk
use. The reports are provided
hourly, daily, long- term and
on request. The ACS/ACD Sys-
tem Reports provide status and
summary information on the
system, assistors, circuits,
and delayed calls.

System Status Report (Hourl

A computer generated report to
display the principal parameters
defining the status of the sys-
tem’s operation for the previous
hour for up to 32 gates. This
report is used to restructure the
system for better efficiency.
Filing arrangement: Gate.

Medium: Computer stock paper.
Frequency: Daily.

System Summary Report (Iong-Term)

A computer generated report
containing monthly summary
data on the performance of a
particular gate in the ACD
system. This report is used
primarily to obtain call dis-
tribution patters. This in-
formation is used in schedule
generation and force provis-
ioning for future period of
time.

The System Summary Status also
assesses long-term gate per-
formance.
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SUPPRESS FROM THE SYSTEM or
DESTROY after six months or wh

no longer needed, whichever is
earlier.

DESTROY hard copy after six
months or when no longer neede
whichever is earlier.



117.

Filing arrangement: Gate, by
date.

Medium: Computer stock paper.
Frequency: Monthly.

Assistor Status Report (Hourly)

A computer generated report
providing the key parameters
for up to 32 information (or
reporting) groups. These
parameters define how the
groups are using their time.
The grouping of positions into
information groups is flexible
and is defined through the
system software. The use of
this report tracks individual
position performance. As a
result, all information groups
are implemented at the time of
the system build when all of
the "term table" assignments
(system software translations)
are written. All information
groups are implemented even
though positions may not be
initially assigned to some of
the groups. Information
groups without designated
positions are used to assign
individual positions to ac-
cumulate information or any
specified period of time. The
positions can be reassigned to
their original information
groups, and another position
can be assigned for the ac-
cumulation of individual posi-
tion information.

Filing arrangement: Group.
Medium: Computer stock paper.
Frequency: Hourly, during ACD
system operation.
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SUPPRESS FROM THE SYSTEM or
DESTROY when no longer needed.



118.

1109.

120.

Assistor Summary Report (Daily)

A computer generated report SUPPRESS FROM THE SYSTEM or
tracking each individual in- DESTRQY hard copy after 6
formation group over several months, or when no longer
hous. This report is used needed, whichever is earlier.
with the System Status Report

(Hourly). The System Report

is used to track individual
position performance and special
groupings of positions, such

as all positions belonging to

a manager or to all newly
trained positions.

Filing arrangement: Group.
Medium: Computer stock paper.
Frequency: Daily.

Assistor Summary Report

(Long-Term).
A computer generated report DESTRQY hard copy when no
used to track each individual longer needed.

information group over several
days duration. It also contains
monthly summary data on the
performance of a particular
position information group.

The report is also used to
track individual position and
special groupings of positions,
such as all positions belonging
to a manager or to all newly
trained positions. This in-
formation can be analyzed over
time to establish major positive
or negative trends.

Filing arrangement: Agent

group.

Medium: Computer stock paper.
Frequency: As requested.

Circuit Status Report (Hourly)

A computer generated report SUPPRESS FROM THE SYSTEM
showing the parameters that or DESTROY when no longer
define circuit (trunk) group needed.

usage and efficiency. The
grouping of trunks is flexible
and is defined through the use
of system software. The re-
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121.

122.

port is also used to determine
if individual trunks are being
used efficiently (if single
trunks are assigned to indi-
vidual trunk information
groups) . Decisions and changes
to trunk quantities are made
on hourly basis.

Filing arrangement: Group.
Medium: Computer stock paper.
Frequency: Hourly, during ACD
system operation.

Circuit Summary Report (Daily).

A computer generated report SUPPRESS FROM THE SYSTEM or
containing the daily summary DESTROY hard copy after 6
data on the performance of a months.

particular trunk (circuit)
information group. The report
provides system message in-
formation to track trunk in-
formation group use, determine
t runk information group busy
hours, and determine required
levels of trunking based upon
measured and projected usage.
Filing arrangement: Group.
Medium: Computer stock paper.
Frequency: Daily.

Circuit Summary Report

{Long Term)
A computer generated report DESTROY when no

containing montly summary data
on the performance of a par-
ticular trunk (circuit) in-
formation group. The report
provides system message in-
formation to track trunk in-
formation group use, determine
t runk information group busy
hours, and determine required
levels of trunking based on
measured and projected use
over the long term.

Filing arrangement: Trunk
group.

Medium: Computer stock paper.
Frequency: As requested.
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longer needed.



123. Delayed Call Profile Report

(Hourly) .

A computer generated report SUPPRESS FROM THE SYSTEM
displaying the distribution of or DESTRQOY when no longer
the delays experienced in needed.

handling all incoming calls to
the position staff and groups.
The report determines incoming
caller tolerance delay. The
manager uses this information
to determine if the levels of
average speed of answer per-
formance should be changed to
capture more abandoned calls.
Filing arrangement: Time.
Medium: Computer stock paper.
Frequency: Hourly, during ACD
system operations.

124. Delayed Call Summary Report
(Daily) .
A computer generated report SUPPRESS FROM THE SYSTEM
used to determine incoming or DESTROY hard copy after 6
callers’ tolerance to delay. months.

Managers use this information
to adjust staff and staff sch-
eduling.

Filing arrangement: Gate.
Medium: Computer stock paper.
Frequency: Daily.

125. Delayed Call Summary Report
(Long-Term).

A computer generated report DESTROY when no longer needed.
used to determine incoming

callers’ tolerance to delay.

Managers use this information

to adjust staff and staff

scheduling.

Filing arrangement: Gate.

Medium: Computer stock paper.

Frequency: Daily.

_51_



126.

127.

128.

1209.

Assistor Performance Summary
Report (Daily).

A computer generated report
for all operators (agents)
containing summary data of the
performance of an agent for
each gage assignment of the
agent.

Filing arrangement: Gate.
Medium: Computer stock paper.
Frequency: Monthly.

Assistor Profile Report
(Long—Term)

A computer generated report
containing summary data on a
particular agent (assistor) in
terms of primary and secondary
performance information.
Filing arrangement: Time.
Medium: Computer stock paper.
Frequency: Monthly.

TEACH Root Iocked Field
Report (ACRD 7005).

A computer generated report
listing cases locked to an
operator.

Filing arrangement: Employee
number. Medium: 8 1/2" x 11"
computer stock paper.
Frequency: Daily.

Master Listing of System Users

A listing which provides his-
torical documentation on all
current and past system users.
Filing arrangement: Employee
name and employee number.
Frequency: As needed or when
changes occur.

Medium: Combination of paper
logs, screen image prints, and
floppy disks (optional).
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SUPPRESS FROM THFE SYSTEM
or DESTROY hard copy after 6
months.

DESTRQY hard copy when no
longer needed.

DESTROY after thirty days,
when cases are unlocked, or
when no longer needed, which-
ever is later.

DESTROY 2 years after end of
year in which employee is re-
moved from the security data
base.



130.

131.

132.

133.

134.

135.

i

-

w

Inventor

Migéing and Destroyed Media _
Records

s
-
PP

These include Forms 3220 used
with Transaction Code 1 for
addition or deletion of tapes
and disks.

Mass Storage Media
(Form 3220 except Transaction

Code 1)

Execution Log
(Console Controls)

Batch Report Control Log

Request for Taxpayer/Employee/

Financial (TEF) Data
(Form 6759)

Problem Log
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Records and Reports;

r

DESTROY 2 years after end of
the processing year.

after end of
year.

DESTROY 1 year
the processing

after end of

year.

DESTROY 1 year
the processing

DESTROY 1 year
the processing

after end of

year.

DESTROY 1 year after
response to request.

DESTRQY 1 year after
resolution of the stated
problem.





