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LEAVE BLANK REQUEST FOR RECORDS DISPOSITION AUTHORITY 
JOB NO (See Instructions on reverse) 

TO GENERAL SERVICES ADMINISTRATION DATE RECEIVED 

NATIONAL ARCHIVES AND RECORDS SERVICE, WASHINGTON, DC 20408 
1 FROM (Agency or establishment) NOTIFICATION TO AGENCY 

DEPARTMENT OF THE TREASURY 
In accordance with the prov1s1ons of 44 US C 3303a 

2 MAJOR SUBDIVISION the disposal request, including amendments, 1s approved 

INTERNAL REVENUE SERVICE except for items that may be marked "d1spos1t1on not 

3 MINOR SUBDIVISION 
approved" or "withdrawn" in column 10 If no records 
are proposed for d 1sposal. the signature of the Arch1v1st is 

Assistant Commissioner (Collection) not required 

4 NAME OF PERSON WITH WHOM TO CONFER 5 TELEPHONE EXT. ARCHIVIST OF THE UNITED STATES 

Anthony B. Cincotta C?'l-ēC-
Records Administration HR:F:S:R 535-9874 fL 

6 CERTIF ICATE 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 page(s) are not now needed for the business of this 
agency or w1 II not be needed after the retention periods spec1f1ed, and that written concurrence from the General 
Accounting Office, 1f required under the prov1s1ons of Title 8 of the GAO Manual for Guidance of Federal Agencies, 1s 
attached 

A GAO concurrence 0 1s attached, or ¿ 1s unnecessary 

B DATE C SIGNATURE OF AGENCY REPRESENTATIVE D TITLE 

Chief, Records Administration 

7 
ITEM 
NO 

8 DESCRIPTION OF ITEM 
(With Inclusive Dates or Re ten hon Periods) 

Records Control Schedule (RCS) 204 for 
Servicewide Collection function. 

The attached Records Control Schedule (RCS)
204 covers a description of all records and 
disposition authorizations for administering the 
Servicewide Collection function. This schedule 
also includes all records associated with the 
receipt and transmittal of tax returns and 
taxpayer-related documents received in the 
district Collection Office; the deposit of tax 
remittances received; and the collection of 
delinquent accounts and securing of delinquent 
returns. However, this schedule does not 
include the Collection function's records 
kept by Internal Revenue Service Centers. 

Attachment 

All changes to this proposed schedule have been apprmred by: 

9 GRS OR 
SUPERSEDED 

JOB 
CITATION 

10 ACTION 
TAKEN

(NARSUSE
ONLY) 

Agency representative 

NSN 7540-00-634-4064 STANDARD FORM 115 (REV. 8-83) 115-108 
Prescribed by GSA 

FPMR (41 CFR) 101-11 4 
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(Collection}ϸ 
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------,app-rop·r:i:at-e-ph·a-se) . ---------------

Housekeeping Correspondence. 

DES':E'ROY after 10 years. 

��--:ip:::>-1=-r·e-ee-012raJ: Hl-Fl·a-1::-\:ii:�.---------------------

Records. 
No. NCl-58-81-10, Item 1) 

·' 

Office of the Assistant Commissioner (Collection) 

(a) Reco?cis., whether studies, DESTROY after 10 years. 
analyse½or correspondence, 
which estabrrshed the policies, 
practices, and i)rogϷams for 
the management of the -Assistant 
Commissioner 
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 

(b) Records which document the 
history of the Assistant DISPOSAL NOT
Commissioner (Collection) . 

Correspondence and case files 

APPROVED "'+ ti. iԑ + ,·.., .._. 


of this type documentation may 

contain analyses, coordinations, 
approvals and disapprovals, 
recommendations, plans, and 
any background materials 
which contribute to an 
under st anding or provide 
an explanation for complete 
documents. (Cut off annually 
or upon completion of study) . 

- . 

(Job No. NCl-58-81-10, Item 2). 

Routine correspondence, tr 
mittals, teletypes 
requisitio at relate to the 
ad · rative role of the 
organization and, which are not 

- 1 -



per 

(E nn 
file 

Management 
and Clearance 

iss 

. 

(Job No. NCl-58-81-10, Item 3 )  . 

(a) Program review evaluations 
associated correspondence 
operations and activities 
regional offices, service cente 
and district offices; case es
of feeder reports, ana is, and 
correspondence as · uts to the 
Business Rev' , and visitation 
and team aluation. 

oject Manager' s files for 
input to the Business Review. 

(Job No. NCl-58-81-10, Item 5) . 

These records pertain to the 
development, revision, and 
distribution of internal and 
external use forms and for 
letters. Also includ are
records which n to the 
instruction r preparation 
of f»s nd form letters. 

is placed in inactive 
when rescinded, super­

seded, or rendered obsolete) . 

Internal Issuances
Documents. 

(Job No. NCl-58-81-10, Item 6).
Reference copies which in 
the supporting cas e pre­
pared and by Collection 
functio s well as internal 
ma men t documents . 
File is cut off when inactive 

or obsolete) . 

DESTROY after 2 years or when 
no longer needed in current 

operations, whichever is 

DES TROY er 10 years. 
[ orical copies are main­
ained in Facilities Manage­

ment Division, Publishing 
Services Branch] . 

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] . 

5. 
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int 
comments 

Memoranda. 

ϼa4n1ng 
_9.x-i:>·a'yers �Ͻpart getile, 

Item 7) . 

Offers 
Compromise. 

rϾ 
cϿJ?C1iillse. 

;..e1ilent 

e 

System Change Requests. 

� 

7. 

..pnfilaudit findings and 
indicative of required 

revisions in procedures. 

Miscellaneous Internal 
(Job No. NCl-58-81-10, Item 9) . 

These include records of 
telephone calls to
in di victual but not 

of a taxpayer 
as described in 

8 . 

9. 

Public Use Files of 
in
(Job No. NCl-58-81-10, Item 11) . 

Edited copies of the Abstract 
and Statement which to
the 0 ffers in 
Includes st of the case 
and a mary of the investiga-

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

ADP
(Job No. NCl-58-75-1) . 

Formal notification of system 
problems and requests 
action, such as F 391,
TWX' s, phon 1 reports,
othe uation forms and 

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

after 1 year (inactive 

(Job No. NCl-58-81-10, Item 7) . 


These include background and is

reference material pertaining 

to the collection of taxes; 

correspondence; adviso.t:.¥ 

opinions; key areaϹmary

briefs; fieϺϻecommendations; 

- 3 -



Symbolled Report s .  

- 4 -

1 0  . 

T he 	 A s sist ant Commis sioner 
( Collect ion)  gat hers ope ra­ 


t ional dat a covering T DA and 

T D !  i s suance s , receipt s ,  dis ­

p o s it ion s ,  and invent orie s; 

n o t ice i s s u ance s; in st allment 

ag reement s ;  de fe rred account s; 

c u r re n t ly not collect ible ac­ 

c o u n t  s; delinquent ret urns 

s e c u r e d; ove r age case invent o ­ 

rie s ;  p roduct ion norms; re ­

s o u rce e x pendit ures; p rojec ­ 

t io n s ;  y ield; st atute expired 

account s and employment t ax 

e x aminat ions . Report s in the 

follow ing c a t egorie s h ave re ­

po rt symbols beginning with 

N 0 - 5 0 0 0 - . T he repo rt symbols 

were p reviously de signated as 

N O -CP : C- o r  N O -OP : C - ,  re flect ­

ing Colle ct ion' s organiz at ion­ 

al symbols , which changed wit h  

t he Collect ion reorganiz a­ 

t io n s  . T he following catego ­

r i e s  o rganize report reco rds 

by t heir media; i . e . ,  p ape r ,  

m i c r o film o r  m ic rofiche , o r  

e le ct ronic . 


a .  	 Mont hly p aper ( h ard copy ) 
fee de r report s which p rovide 
d a t a for compos ite repo rt s 
include t he following : 

I. 	 F o rm 3 4 6 9 ,  Collect ion Divis ion D E S  T R OY 3 mont h s  aft e r  end 
W o r klo ad S t affpower S che dule , of report period . 
N 0 -5 0 0 0 - 7 9  ( c a ncelled 1 - 8 8 ) ; 

Ԑ. 	 Form 4 8 7 2 ,  Dist rict O ffice D E S  T R O Y  3 mont h s  after end 
( Non ACS ) Act ivit y Repo rt , o f  report period . 
N0-5 0 0  0 - 2 3; 

3, 	 F orm 4 8 7 2A , Automated Collec­ D E S  T R O Y  3 months after end 
t io n  B r anch Act ivit ie s Mont hly , of report period . 
N0-5 0 0 0 -5 4 ;  

F orm 8 4 2 0 ,  Telep hone D at a D E S  T R O Y  3 months after end'i. 
F ee de r  Report , N 0-5 0 0 0 - 8 0; o f  rep ort period . 



""forº 
QlQctroi::u.c 

T ROY 

SUPPRE SS 

ȗ. TRANSFER 

3 

5", 	 BMF Collect ion Yield Report , 
N 0 -5 0 0 0 - 7; 

i;;, 	 I MF Col lect ion Yield Repo rt , 
N 0 - 5 0 0 0-8; 

?, 	 !RAF Collection Yield Report , 
N 0 - 5 0 0 0 - 1 5; 

BMF Run Cont rol 1 60-8 5 ,  
N 0 - 5 0 0 0 - 4  7; and 

I MF Run Cont rol 4 60- 3 1 ,  
N 0 - 5 0 0 0 - 4 8  . 

b .  	 Q uart e rly and Semiannual Mon ­
t h l y  P aper ( h ard cop y )  feeder 
rep ort s which p rovide dat a for 
comp o s ite report s include t he 
f o l l o  wing : 

J. 	 F o rm 6 6 7 0 ,  S eiz u re Disposition 
Report , N 0 -5 0 0 0 - 3 3; and 

F o rm 4 1 9 6 ,  Quart erly Report o f  
O f fe r s  i n  Comp romise Act ivit y ,  
N0-5 0 0 0 - 1 0 8  . 

WI•Đ 
c .  	 Re p o rt s ret ained on 

me dia after Sept embe r 1 9 8 4  
incl u de t he fol lowing : 

T axp ayer Delinquent Account 
Mont h ly Report , N0-5 0 0 0 - 1;  

T axp aye r Delinquent Account 
Cumul at ive Report , N 0- 5 0 0 0 - 2; 

T axp ayer Delinquency I nve s t i­
gat ion Mont hly Repo rt , 
N 0 - 5 0 0  0 - 3; 

4. 	 T axp ayer Delinquency I nve s t i­
g a t ion Cumul at ive Repo rt , 
N 0 -5 0 0 0 - 4; 

- 5 	 ­

D E S T RO Y  3 mont h s  aft e r  end 
of report period . 

D E S T R O Y  3 mont h s  after end 
of report period . 

D E S  3 mont h s  after end 
o f  report period . 

D E S  T R OY 3 months after end 
o f  report period . 

D E S  T R O Y  3 months after end 
of report period . 

DES TROY 6 months a fter end o f  
report peri o d . 

DES TROY 6 mont hs a fter end o f  
report pe r i od . 

TRANSFER to magnet i c  
medi a a ft e r  3 years . 
SUPPRE S S  o r  DES TROY 
after 7 years . 

to magnet i c  
medi a a ft e r  3 years . 

o r  DES TROY 
after 7 years . 

TRANSFER to magnet i c  
medi a a ft e r  3 years . 
SUPPRE S S  o r  DES TROY 
a ft e r  7 years . 

TRANSFER to magneti c  
medi a a ft e r  3 years . 
SUPPRE S S  o r  DES TROY 



SUPPRE S S  

SUPPRE S S  DESTROY 

TRANSFER 

SUPPRE S S  

s. 

G.. 

I. 

.g. 

10. 

II. 

I;<' 

1'3. 

I n st al lment Agreement Monthly 
Report , N 0 -5 0 0 0 -5; 

I n st allment Agreement Cumula­
t ive Report , N 0- 5 000 - 6; 

D i s t  rict O ffice ( Non ACS ) 
Activit y  Repo rt , N0-5 0 0 0 -2 3; 

S p e c i a l  P rocedure s F unct ion 
Mont hly Act ivit y Report , 
N 0 - 5 0 0 0 - 3 0  ( c ancelled 1 0 / 8 6 ) ;  

S e iz u re D i sposit ion Repo rt , 
N 0 - 5 0 0 0 - 3 3; 

Collect ion Act ivit y A nalyt ­
ical Report , N 0 - 5 00 0 - 4 0; 

B M F  Del inquent Ret urn Not ice s ,  
N0- 5 0 0 0 - 4 6; 

BMF De linquent Account F irst 
N ot ice I s suance s ,  N0-5 0 0 0 - 4 7; 

I MF Delinquent Account F irst 
N ot ice I s suance s ,  N0 -5 0 0 0 - 4 8; 

a fter 7 years . 

T RANSFER to magnet i c  
media a ft e r  3 years . 
SUPPRE S S  o r  DES TROY 
a ft e r  7 years . 

T RANSFER to magnet i c  
media a ft e r  3 years . 

o r  DES TROY 
a ft e r  7 years . 

T RANSFER to magnet i c  
media a ft e r  3 years . 
SUPPRE S S  o r  DESTROY 
a fter 7 years . 

TRANSFER to magnet i c  
media a ft e r  3 ye ars . 
SUPPRE S S  o r  DES TROY 
a ft e r  7 years . 

TRANSFER t o  magnet i c  
me dia a ft e r  3 years . 
SUPPRE S S  o r  DES TROY 
a fter 7 years . 

T RANSFER to magnet i c  
medi a a fter 3 years . 

o r  
a ft e r  7 years . 

TRANSFER t o  magnet i c  
media a ft e r  3 ye ars . 
SUPPRE S S  o r  DES TROY 
a fter 7 years . 

TRANSFER to magnet i c  
media a ft e r  3 years . 
SUPPRE S S  o r  DES TROY 
a ft e r  7 years . 

to magnetic 
media aft e r  3 years . 

o r  DES TROY 
a ft e r  7 years . 

- 6 ­
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S CCB Not ice Act ivit y Report , Jt./. N0-5 0 0 0 - 5 0 ;  

A u t o m ated Collect ion Branch ts. 
A ct ivit ie s Mont hly report 
9 /  8 7 )  ; 

Ave r age T axp ayer Pe r Bag lt<.. 
Carrying R/ O, N0 -500 0 - 6 4 
( l a st report 9 /  8 7 ) ; 

A C S  Comp arat ive Report , 17 
N 0 - 5 0 0 0 - 7 6  (l ast repo rt 9 /  8 6 ) ;  

C o l l ect ion D ivi s ion WorkloadIS. 
S c he dule , N 0 - 5 0 0 0 -7 9 ( c ancel­
l e d  1 / 8 8 ) ; 

A C S  T elephone P rogram Report , 1'1. 
N 0 - 5 0 0 0 - 8 0; 

6 0 2 0  ( b )  T racking Repo rt , RD. 
N 0 - 5 0 0 0 - 8 5; 

S F  R T racking Report , 
N0-5 0 0 0 - 8 4; 

T ot al Accomp lishment s 
E mployment T ax E x aminat ions, 
N 0 - 5 0 0 0 - 9 4; 

Co l l ect ion T ime Utiliz at ion Ȗ3. 
Report , N0-5 0 0 0 - 1 0 0; 

TRANSFER to magnet i c  
media a ft e r  3 years . 
SUPPRE S S  o r  DES TROY 
a ft e r  7 years . 

TRANSFER t o  magnet i c  
me dia a fter 3 years . 
SUPPRE S S  o r  DES TROY 
a ft e r  7 years . 

TRANSFER to magnet i c  
media a ft e r  3 years . 
SUPPRE S S  o r  DES TROY 
a ft e r  7 years . 

TRANSFER to magnet i c  
media a fter 3 years . 
SUPPRE S S  o r  DES TROY 
a ft e r  7 years . 

TRANSFER to magnet i c  
media a ft e r  3 years . 
SUPPRE S S  o r  DES TROY 
a ft e r  7 year s  . 

TRANSFER to magnet i c  
media a ft e r  3 years . 
SUPPRE S S  o r  DES TROY 
a ft e r  7 years . 

TRANSFER to magnet i c  
media a ft e r  3 years . 
SUPPRE S S  o r  DES TROY 
a ft e r  7 year s  . 

TRANSFER t o  magnet i c  
medi a a fter 3 years . 
SUPPRE S S  o r  DES TROY 
a ft e r  7 year s  . 

TRANSFER t o  magnet i c  
medi a  a ft e r  3 years . 
SUPPRE S S  o r  DES TROY 
a ft e r  7 years . 

TRANSFER t o  magnet i c  
medi a a ft e r  3 years . 
SUPPRE S S  or DES TROY 
a ft e r  7 years . 



SUPPRESS 

SUPPRESS 

SUPPRESS 

SUPPRESS 

SUPPRE SS 

SUPPRESS 

MICROF ILM 

ȕ-

I MF Report of T ax ,  Penalt y TRANSFER to magnet i c  ":).L/. 
a nd Interest A s se s se d ,  P aid, media aft e r  3 years . 
Abated and Writ ten Off, o r  DES TROY 
N 0 -5 0 0 0 - 1 0 2; aft e r  7 years . 

BMF Report of T ax ,  Penalt y TRANSFER to magnet i c  
a nd Interest A s se s sed,  P aid, media after 3 years . 
Abated and Writ ten Off, or DES TROY 
N 0 - 5 0 0 0 - 1 0 4; aft e r  7 yea r s  . 

Report of Levy on St ate Income TRANSFER to magnet i c  
T ax Refund, N0-5 0 00- 1 0 6; media after 3 years . 

or DES TROY 
aft e r  7 yea r s  . 

A CB Diagno st ic Analy sis , TRANSFER t o  magnet i c  
N 0 - 5 0 0 0 - 1 0 7; media aft e r  3 years . 

or DES TROY 
aft e r  7 years . 

Q u a rterly Report of Offer in TRANSFER to magnet i c  
Comp romise Act ivit y ,  media after 3 years . 
N0-5 0 0 0 - 1 0 8; or DES TROY 

aft e r  7 yea r s  . 

Revenue Office r T axp ayer TRANSFER t o  magnet i c  
I nvent o ry Analy sis, media after 3 years . 
N 0 - 5 0 0 0 - 1 1 9; SUPPRE S S  o r  DES TROY 

after 7 years . 

30. 	 A nnual Bus ine s s  Plan TRANSFER to magnet i c  

T racking Report , me dia after 3 years . 

N 0 -5 0 0 0 - 2 2 9; and SUPPRE S S  or DES TROY 


aft e r  7 years . 

s1. Act ual Versus S chedule Report , TRANSFER t o  magnet i c  

N0- 5 0 0 0 - 2 3 0  . media after 3 years . 


or DES TROY 

aft e r  7 year s  . 


d .  	 P ap e r  ( hard cop y ) report s in and VERI FY . 
t he above p rior t o  Oct obe r 
1 9 8 4  . DES TROY microfi lm or micro­

fi che after 7 years . 

- 8 ­



stt:h as: 

s11cb es: 

\Ď'ď'\' 
DES TROY Ċav-ċ';,, 

DESTROY 

co.-+-1..._• """ 

DES TROY 

DES TROY 

e .  	 P ap e r  ( hard cop y )  report s con­
ve r t e d  to microfilm o r  
mic ro fiche! 
I MF Report o f  Bankrup t cie s ,  

N 0 - 5 0 0 0 - 3 1; and 

B M F  Report of Bankrup t cie s ,  

N0- 5 0 0 0 - 3 2  . 


f .  	 P ap e r  ( h ard cop y )  repo rt s con ­
ve r t e d  t o  mic rofilm o r  mic ro ­
fiche: 

1. 	 T axpayer Delinquent Account 
Mont hly Report , N0-5 0 0 0 - 1;  

Ԍ-	 T axp ayer Delinquent Account 
Cumul at ive Report, N 0 -5 0 0 0 - 2; 

3. 	 T axp ayer Delinquency I nve s t i­
gation Mont hly Report , 
N0-5 0 0 0 - 3; 

4. 	 T axp ayer Delinquency I nve sti­
g at ion Cumulative Repo rt , 
N0-5 0 0 0 - 4; 

5. I n s t allment Agreement Monthly 
Repo rt , N0-5 0 0 0 -5; 

ԋ. I n st al lment Agreement Cumul a­
t ive Rep ort , N 0-5 0 0 0 - 6; 

7. 	 I MF Deferred Account s Activit y 
Report , N0- 5 0 0 0 - 1 0; 

MI CROF I LM and VERIFY . 
\)l!!>f..,0ԏ ԍc..Ԏ.r C<»p•Ȕs .'2Č-'So.čkrC\ 

mi cro fi lm after 1 0  
years . 

MI CROF I LM and VERIFY . 

DES TROY mi cro fi lm or mi cro­
fi che a ft e r  7 year s  . 

MI CROF I LM and VERIFY . 

mi c r o fi lm or mi cro­
fi che a ft e r  7 years . 

MI CROF I LM and VERIFY . 

DESTROY mi c r o f i lm or mi cro­
fi che a ft e r  7 years . 

MI CROF I LM and VERIFY . 

DES TROY mi c r o fi lm or mi cro­
fi che a ft e r  7 years . 

MICROF I LM and VERIFY . 

mi c r o fi lm or mi cro­
fi che a ft e r  7 years . 

MI CROF I LM and VERIFY . 

mi c r o fi lm or mi cro­
fi che a ft e r  7 years . 

MI CROF I LM and VERIFY . 

DES TROY mi c r o fi lm or mi cro­
fi che a ft e r  7 years . 

-	 9 ­



g 	 B MF Deferred Account s 

Act ivit y Repo rt , N0- 5000 - 1 1; 


Cf 	 T DA I nvent ory Analy sis Report , 

N0-5000- 1 2  

(cance l led 9 - 30- 8 4 )  ; 


o. 	 T D I  I nvent ory Analy sis Report , l
N 0 - 5000- 1 3  (cancelled 9 - 30- 8 4 )  ; 

Collect ion Act ivit y S ummary 11. 
Report , N0- 5000-2 5 
(cance l led 9 - 30- 8 4 ) ; 

1.;;;i. 	 Re p o r t  of Reminder Not ice 

I s s u a nce s - Yield (CP - 7 1  and 

CP - 7 1 A )  , N0-5000-2 9; 


15 I MF Not ice F al lout/Dat a 

'Report , N0-5000 - 3 6; 


ĉ. 	 BMF Not ice F allout/Dat a 
Report , N0- 5000 - 3 7; 

1!:>- I MF Del inquent Account s 

C o l l e c t ion Anal y sis , 

N 0 - 5000- 4 2  (cancel led 

4 - 30 - 8  6)  ; 


I b 	 BMF Delinquent Account s 
·Co l l e c t ion Analy sis , 


N0- 5000- 4 3  

(cance l led 4 - 30- 8 6 ) ; 


q !RAF Delinquent Account s 
'Co l lect ion Analy sis , N 0-5000 - 4 4  

(cance l le d  4 - 30- 8 6) ; 

MI CROF ILM and VERIFY . 

DES TROY micro f i lm or m i cro­
f i che a ft e r  7 years . 

MI CROF I LM and VERIFY . 

DES TROY micro film o r  micro­
f i che a fter 7 years . 

MI CROF I LM and VERIFY . 

DES TROY micro film or m i cro­
f i che a fter 7 years . 

MI CROF ILM and VERIFY . 

DES TROY micro film or micro­
f i che a ft e r  7 years . 

MI CROF I LM and VERIFY . 

DES TROY micro f i lm or micro­
f i che a ft e r  7 years . 

MI CROF I LM and VERIFY . 

DES TROY micro f i lm or micro­
f i che a fter 7 years . 

MI CROF I LM and VERIFY . 

DES TROY micro film or micro­
fi che a fter 7 years . 

MI CROF I LM and VERIFY . 

DES TROY micr o f i lm or mi cro­
f i che a fter 7 years . 

MI CROF ILM and VERIFY . 

DES TROY micro f i lm or m i cro­
f i che a fter 7 years . 

MI CROF I LM and VERIFY . 

DES TROY micr o f i lm or micro­
f i che a fter 7 years . 

- 10 ­



DESTROY 

DESTROY 

MICROF I LM 

VERIFY . 

1g 	 I MF Cop y TDI Report, 

N 0 -50 00- 4  9; 


19. 	B a l ance Due Not ices by CP , 
N0- 5000-55; 

ȓo. 	 I llegal T ax P rote s te r s , 

N 0 -5000- 62; 


A s s i s t ant Commis sione r' s ;;). I 
Quart e rly S t at ist ics , 
N 0 - 5000- 6 6; 

ԇ-	 W - 4  A ccount s Receivable 
Report , N0-5000- 70; 

ԉ3. 	 B MF Reminder Not ice Repo rt , 
N 0 -5000-88; 

ȑq	 E xecut ive S ummary Report , . 
N 0  -5000-89 (cancelled 
9 - 30-8 6); 

Ȓs. 	 BMF L a st Ret urn Amount 

Report , N0-5000- 9 6; 


Ԋc.. 	 A CB Diagno st ic Analy sis , 
N 0 -5000- 107; 

ԈI. 	 T DA Copy Report - BMF, 

N 0 - 5000 - 1 20; 


MI CROF I LM and VERIFY . 

mi cro f i lm o r  micro­
fi che a ft e r  7 years . 

MI CROF I LM and VERIFY . 

DES TROY micro f i lm or micro­
fi che a ft e r  7 years . 


MI CROF I LM and VERIFY . 


DES TROY micro f i lm or micro­ 

fi che a ft e r  7 years . 


MI CROF I LM and 


DES TROY micro f i lm or micro­ 

fi che a ft e r  7 years . 

MI CROF I LM and VERIFY . 

micro f i lm o r  micro­
fi che a ft e r  7 years . 

and VERIFY . 

DES TROY micro f i lm or micro­
f i che a ft e r  7 years . 

MI CROF I LM and VERI FY . 

DES TROY micro f i lm or micro­
fi che a ft e r  7 years . 

MI CROF I LM and VERIFY . 

DES TROY m i c ro f i lm or micro­
fi che a ft e r  7 years . 

MI CROF I LM and VERI FY . 

DES TROY mi cro f i lm or micro­
fi che a ft e r  7 years . 

MI CROF I LM and VERIFY . 

DES TROY micro f i lm or micro­
fi che a ft e r  7 years . 

-	 1 1  ­



MICROF I LM 

DESTROY 

DESTROY 

Ԅg Delinquent Ret urns A ct ivit y MICROF I LM and VERIFY . 
· Rep ort , 	 N0-5000- 1 3 9; 

DES TROY m i c r o fi lm or mi cro­
f i che a fter 7 years . 

Ԇq. Recap o f  Account s Cu rrent l y  	 and VERIFY . 
N o t  	 Collect ible , N 0 - 5000- 1 4 9; 

DES TROY mi cr o f i lm or micro­
f i che a fter 7 years . 

30. Report of S t at ut e  E xp iration, MI CROF I LM and VERI FY . 
N 0 - 5000 - 1 7 6; 

DES TROY microfi lm or micro­
fi che a ft e r  7 years . 

3!. I MF ( I RP )  Phase I V  Computer MI CROF I LM and VERIFY . 
P rint ed Report s ,  N0-5000 - 1 80; 

DES TROY mi c r o f i lm or micro­
fi che a ft e r  7 years . 

3ԅ Ret urns Posted to BMF/IMF ,  MI CROF I LM and VERIFY . 
N 0 - 5000 - 1 93; and 

microfi lm or micro­
fi che a ft e r  7 years . 

F ield P rogress and T rend 	 MICROF I LM and VERIFY . 33. 
Report , N0- 5000-2 2 2  . 

DES TROY mi c r o f i lm or micro­
" fi che a ft e r  7 years . 

g .  	 Re t u rns Comp liance P rogram , a ft e r  3 years . 
N0- 5000-7 7 .  

h .  	 B a c k up Wit hholding, DES TROY a ft e r  3 years . 
N0-5000 - 8 6 .  

i .  	 I MF Report of Account s DES TROY a ft e r  7 years . 
S u spended Due t o  Bankrup tcy , 
N0-5000- 9 1  . 

j. BMF Report of Account s DES TROY a ft e r  7 year s . 
S u spended Due t o  Bankrup t cy , 
N0-5000-92 . 

k .  	 Revenue O ffice r Emp loyment T ax DESTROY a ft e r  5 years . 
E x aminat ion P rogram , ARP 5 8 40 .  

1. 	 B ankrup t cy Postpet it ion Non­ DES TROY a ft e r  7 years . 
compliance Report , N 0 - 5000­
1 0 1  . 

- 1 2  ­



Magne t ic S t at i s t ical 

Recurring Repo rt s . 

p .  

m .  	 Repo rt of I R  Coded T DA ,  

DES TROY 

DES TROY a ft e r  7 years . 
N0- 5000- 103 . 

n .  	 Re p o r t  o f  Dist rict Office DES TROY a ft e r  7 years . 
Depo sit s ,  N0-5000-10 9 . 

a ft e r  3 years . 
A s se s sed, N0- 5000-1 1 8 . 

o .  	 Report of T axes Proposed and 

Q ue st ionable Form W - 4  P rogram DES TROY a ft e r  7 years . 

Case Re sult s Report , 

N0- 5000- 1 2 1  . 


q .  	 Q ue st ionable Form W - 4  P rogram DES TROY a ft e r  7 years . 
Re s ul t s Report , N 0-5000- 1 2 2  . 

r .  	 Mont hly Report of W-4 Case s ,  DES TROY a ft e r  7 years . 
N0-5000- 1 2 3  . 

s .  	 Q ue s t ionable Form s W - 4 , DES TROY a ft e r  7 years . 
N0- 5000 - 1 2 4  . 

1 1  . Media 
F il e s  . 

T he s e include t he follo wing : 


T DA /  T O I  Inst allment Agreement 

i s s u ance s ,  dispositions and 

invent o ry; 

O f fe r in Comp romise dat a; 

ACS dat a; 

Y ie l d  dat a; 

S c he dule dat a; 

O ve rage Case I nvent o ry dat a; 

S P f  S chedule dat a; 

C o l l e c t ion staff hour dat a; 

Co l l e c t ion and anal y t ic al 

dat a; 

S e iz u re dat a; and 

W o r k  P l anning and Cont rol 

dat a .  


1 2  . 
P rogre s s  and p roduct ion re ­
port s and related wo rk p apers,  
o r ig i n a l s and copies . 

DES TROY by fi s c a l  year after 
3 years . 

DES TROY 2 y e a r s  a ft e r  the end 
of the year in whi ch prepared . 

- 1 3  ­
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-
tQ_j;..ll&-a"f &.s.e·k' g ,  

C o r re spondence 

DE&ƕR 
p ro - · 

rnanagemƖ� 
t he regi.e-rfal 

se rvice ¶r Q.tf¹ • . 
co rµMr'Clu de 

S"'Ou rce s , 

Ȏ--�"'--����������������������������� 
Reo rganiz a­

pert aininƗ 

====-c ........ ----=-------------,_,.......,""""...,_===--=� .................... __ _,,,,.,..,,. __________ ȏ--Ȑ===-
Rout ine Correspondence . 

Ԃ 

ԁ ers , 

NCl-5 8 - 8 2-1 , I t em 1 )  . 

telet ype s ,  let ­
e ich 

p e  rt ain 

pub­
and gove rnme 

age n c ie s  p e rt a inin inqui­
r ie s ,  complai or reque st s 
fo r ge 

which 
p art of t he 
f i l e  . 

inist rat ive , 

ope r a t  ion s o f  

G e ne r a l  F ile s  . 
(Job No . NCl-5 8 - 8 2-1 , I t em 2 )  . 

Co r re s p ondence and rel at ed 
document s pert aining t o  
g r am and inte rnal 
act ivit ie s o f  
o f fice , and 
d i s t  rict T hese re ­

o rganiz at ion p ro ­
du re s  , rulings and deci sions 

a ge neral nat ure . 

Con s o l  idat ion and 
t io n  Refe re nce F iles . 

N Cl-5 8 - 8 2 - 1  , I t em 3).  

and rel at 
o con­

s o l  idat�s-er´organizat ion 

RET I RE 

Office 

1 4  . 

1 5  . 

1 6 .  

of the Assistant Regional commissioner (COllection) 

(Job No . 

Memo randums , 
t e r s  , re quisit ions , 

o r  facilit at ive 

t his office . 


a l locat ion of 

(Job No . 

Co r re s p ondence t o  the Federal Re cords 
do cument Cent e r  a ft e r  5 years o r  when 

no l onger needed in current 
o f³·o r act ivit ies; and operat ions . 
Ƙign i f  icant p rocedu r al 

matters . DES TROY a ft e r  30 years . 

(Job No . NCl- 5 8 - 8 2-1 , I t em 5 ) .  

Corre spondence wit h  t he 
l ic ,  Cong re s s  

in format ion on t ax 
is not made a 

t axp ayer case 

- 1 4  ­
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-:l,..7-:....-----:!:Nb$tt%!:!:&t:i·'(a;·e)a;ti1**1+:§S,t:sar!t-rt;' s;:a::t�ic�·sa:a±� 
Reports. 

Item 6). 

Reports covering wor͛ , DESTROY 2 years after close 

͜
m-a:ct:1vity 

Office Evaluation and Manage- years after comple-

-<3m 
..J%e$͞#͟;:"͠cr!͡ci N�͢bl�ͣaͤ�P�8 P̀-.r..t;�a_2̂ �ͥi�,̄ �It�e�m�?�)].--

-°±::::;-=-_ :::-::²==:: 

recor®·t-rti 
Ĉand 

(Job No. NCl-58-82-1, 

of 

18. 

progress, the reporting period. 
oper͝ns, and other data 
..I?ep ared in accordance with 

reporting requirements. 

tion or issuance of report. 

19. Internal Control Files.
(Job No. NCl-58-82-1, Item 

These work
work flow. 

DESTROY 1 year after the close 
of the year for which the 
records applies. 

- 15 -
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telety..pͦsZROY 

-to the operation of an office. 
--=-S__.________..TU--__;:....;.,.,...;;..V;;__.:;..!.,.W...;....;._.;;..:.:_..:;..:::,_..;;.;.;:.;;._;;..;;;.;;;.;;;.X..;.....Y...-ZP[\]PPPPPPPPPP'.::" 

Correspondence Files. 

activ' 

a 
and,..pGYE 

de.r<l.'Ce 
other 

Correspondence 

Govͨe 
0!'fl'g"'"""with 

+r ?'Pf" Z'R Fl! 

(Job No. NCl-58-82-1) 

Memorandums,
rela ents pertaining 

Administrative Records - All Collection Functions 

21. 	 General 
(Job No. NCl-58-83-6, Item 1). 

Correspondence and related 
documents (not covered else­
where in this Schedule) to or 
from the National Office, re­
gional offices, other district 
offices, service centers, 
area, zones, or local off' 
covering program 1es
involving procedur , rulings
and decisions o general
nature involving the 
tax liab.Lll'lty of a specific 
casͧa1id general correspon­

2 years after the end 
of the year. 

22. 

with the public and 
Federal agencies regard­

ing Federal taxation and not 
made a part of a specific 
case. 

Routine Files. 
(Job No. NCl-58-83-6, Item 2). 

Correspondence to the publ' 
Congress, and 
agencies de inqui­
ries plaints, or requests 

r general information on tax 
matters and replies. 

DESTROY 6 months after the end 
of the year. 

- 16 ­



� 
ret:J:!Pls, 

pub1-±cations; 
notificatian-oͪ.:change 

and 

�LGl-docu-
statu-s-cards, 

sliͫk ---
p_:�=:_·�-� --===-ͯ=eͰ a_r_1_ 1_· e�r�·-�----

� 

/Ԁ 

./ 
ć,,,.. 

reͱDESTROY 

____..oI"'fice, 
-----===--=-

,/Y 

Files. 
(Job No. NCl-58-83-6) . 

Written requests for: inforͩ,,-.BE'S'TR(;Y after response or 
t ion; copies of tax information is furnished. 
blank forms or 

2 4  . 	
(Job No. Nl-58-88-6) . 


These include: 

ments; 

processing sheets, the office, whichever is 
� -cͬn� ͭoͮk= 

of ad-
dre letters of general 
inquiry from taxpayers or 
their representatives. 

Routine Reference Files. 

DESTROY when work is completed 
routing or when no longer needed in 

Internal Control Files. 25. 
(Job No. NCl-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) Bankrup�. 

.............. (c) All others. 

,..,..-

26. 	 Transmittal Control Files. 
(Job No. NCl-58-83-6) . 

Records pertaining to the 
ceipt and shipment of r_§..t.u.rns
and documents b­weeriaistrict
offices, servͲce centers, re-
giona1-offices, National 

and the Social Secu-
rity Administration. 

,,,,..
4� 


,.,, 


DESTROY 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, 

60 days after end of 
the processing year. 

- 1 7  -



27. A-sӿ--&f--!fl-R..pe a:t:.--e-F-A-s-sa-1:1ͳ 
Reports. 

Consists_o£-For 
-a"t:"ed 

Meetings. 

DESTR: 
c�n- a:e"tion 

Evaluation, 
Reports. 

field/Operations, 
ͷmance 

o 

28. 

29. 

(Job No. NCl-58-79-5, Item 4 )  . 

652 and re­
documents . 

Minutes or Summaries of Con­
ferences and 
(Job No. NN-170-16, Item 5) . 

DESTROY after 5 years. 

Original documentations of 
minutes or summaries of 
ferences and meetings, inclu 

years after event or 
is taken. 

ing information on deci · s
reached and action en or to 
be taken. 

Assistance and 
Internal Audit 
(Job No. NCl-58-77-1, Item 3 )  . 

Narrative reports (excluding 
Internal Security reports) 
prepared by regional office, 
district offices, subordinate 
offices and Offices of the 
Regional Inspector, together 
with related correspondenc . 
Such reports contain aʹe'v'al­
uation of program ͵Ͷivities,
progress of 
as well as co or
variations existing
procedu s, and regulations 
for agement purposes. 

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

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

- 18 ­



30. W�rk Plaftftifl(! aftEi ;afttrel 
Records Reports 
.Job-Ne-o-N-N--1͸5" , 

Recurring Reports. 

DESTROY 

r-=͹aͺ-.ͻͼͽ;r-ft-veneexy,...PTeduet---i"01"1-and-T-l:m.....-�����������������--:;;t" 
Reports. 

which¬ 
off' 

Type and ward Report 
Files. 

correspondͿnce 

anct-retflle$ts 

investigations 

and • 
Item 10) 

31. 
(Job No. NCl-58-77-1, Item 4) 

Progress and production re­
ports and related work papers, 
the originals of which are 
retained in the district 
offices or area, zone and 
local offices. 

Non-record copies. 

(Job No. NCl-58-83-6, Item 14) 

Recurring progress, produc­
tion, workload and program 
activity reports and related 
work papers (not covered else­
where in this Schedule) that 
reflect inventories of 
assigned work, production 
records and time repor , the
original of submit­
ted to the dis 'ct office, 
regional e or National 
Office. 

copies. 


DESTROY 2 years after the end 
of the year in which submitted 

when no longer needed 
in current operations. 

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

RETIRE to the Federal Records 
Center 2 years after year in 
which report or investigation 
was requested. 

11 x 11 11 E" A 

(Job No. NCl-58-83-6, Item 15) . 

Teletypes, and
reports co.nee·ffiirig inquiries 

from the National 
Office for tax check 

and re orts on 

- 19 ­



�pee-t:·:i:-v€-P·Fe-s4d.e£-t::-:i:al DES'!'ROY 7 yeEH:"-s--a-E'l=er year i R 
report o� :ir;vestigation 

Ć-s 1equested. 
΀e.c.u&i΁r 

LOJL28,=-anu-on 
u-v ą ·��--��=�==���=����--------------:,.. 

Delegation of Authority 
(except DAR) 

«·f"" 
in_,.,.......-

prescribe΅ 
eluded 

internal m 
·· (;,Ά·records 

limiJ:eΈΉt;;e 
,.e-gation 

Registered 

outgoing cΊt-:i.΋1ed 
ma·Ό 

NCl-58-83-6, L΍m-! 

RacoΎ-d Xs_ e ___ o_f __ t_h_e ___ se_a_1_. _ _________ ______ o_f __ t_ h_e __ p_r_o_c_e_s _s _i _n _g_ y_e_a_r _. _ Ώ.,_. 

- 20 -

appointees, or nominees for which
Presidential "E" Awards 
established by 

certain other 
--΂per΃Q_I}S 

34. Files 
. 

35. 

36. 

(Job No. NCl-58-83-6, Item 16) 

Record copies documenting DEST.R΄ 1 year after close 
the delegations of authority calendar year in which 
to an individual or office delegation of authority was 
accordance with terminated. 
regulations and not ·
in the nagement 
system. are of 
a as opposed to 
de of authority 
records on a continuing basis 
which are part of the Internal 
Management Document System) . 

Certified and 
Mail Records. 
(Job No. NCl-58-83-6, Item 17) 

Registers and receipts of in­
coming and 
and registered 

Regis and receipts of in­
1ng and outgoing certified 

and registered mail for 
St at utory Notices. 

Certification of Document 
Files. 
(Job No. 

DESTROY 10 years after the end 
of the processing year. 

supporting request and DESTROY 2 years after the end 

37. Reference Files. 
(Job No. NCl-58-83-6, 

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



=�313 ==™WL-i. t-:tg S'-.�-�------..-i:o:i:iE<:.:So;:.'Fw.i:;iR.c:.eӼYӽ2;_y-ea-r s a :E-t c r the pro 
NCl- 5 8 -83-6.,-1.t.em-&-3-) ee-c·d'tngs terminated. 

Special 

. at'ron-Fi,le
(Job No. arc 

3 9. Procedures Staff Index 
Cards.
(Job N - 3-6 ,  Item 2 4 )  

D years after the end 
of the processing year, or
after cases arc closed, which­
ever occurs first. 

- 2 1  -



Compliance 

Closed Taxpayer Delinguent 
Accounts CTDA's) and Taxpayer 
Delinguency Investigations 
( ) 

Delinquent Accounts, Returns 

40. 	
Documents. 
Trust Fund 

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

41. 

T DI's -T YD-14 •
(Job No. NCl-58-85-11, Item 2 
and NCl-58-85-11, Item 3) . 

ª 	 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 Agreemenΐ 
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, Taxpayer Delinquent 
Account;
Returns Compliance Program 
(RCP) Leads (Matched) ; 
CP 196, Federal Tax Deposit 
Alert; and 
TDI Supplement Sheets 

lo/ Bankruptcy related forms 
which are maintained by 
Special Procedures function. 

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. 

DESTROY after 3 years. 

DESTROY 2 years after court 
proceedings have been closed. 

- 22 ­



-4Α2 ..... -ΒΓΔReee-iii?ΕSΖE0-r-P·ay=mer 

(-Jee-Ne-:--m�r=s8-=-8 

t: after i a 

Federal 

of_Ee€lera;_-
(tra15 

after 

Certificates of Discnarge, y,.e�s 
cΗesetlΘ 

Subordination; 
ale-a-Rd-Reaemption 

--1'" 
------ -W ----------------3·8j 

�Ls-� 

a-Rd RETAIN as a permanent record 
-s-e±e./-e::stfc::R0e1a :;J::l=!:i& ci;;s-t-2a3t4e5.c::::ReeG-;67 i!ii:;i;::liilQ.8 2..;!::.!1:.:i.i:-----\W.i.t.9 ce of En cum-
(Job �Jo, NGl 5g g3 6, Item 39) hrances Against or: Interests 

in E.r..o.p.er.t¥-()f.fered.-ă aale, 
Form 6434 B. 

Sale of 
Property, 

@·1 fr" s+ (V111J. t.euov©ry p,_'1 /fy c.. 6e,..2) 100% Penalty Taxpayer Delinquent 
Accounts Case Files. 
(Job No. NCl-58-85-1, Item l; and 
Job No. NCl-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 assessmeot 

Form 809. 
3-

sue.Ree
in book. 

43. 

44. 

45. 

Notice of T�Lien and Certificat ----------­
Release 

No. NCl-58-83­

account
statutory

ection has 

DESTROY 1
Non-Attachment and 

Notices ofΙNonΚ 
Judicial s
Cases-.----­
Job No. NCl-58-83-6, Item 36) 

Suits to Foreclose Federal 
Tax Liens. 
(Job No. NCl-58-83-6, 

interpleader and bill 
in equity. 

DESTROY 1 year after the pro­
ceedings are terminated. 

4 6. ( 5ee INSĄtef') 

47. 

-Fcee-e-r-€l-e.,€--Se4.-ffi:l-re 

Certificate of 
Seized Form 2435. 

DESTROY 2 years after closed 
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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Estate, 2 1. 

(INSERT) 

46. 	
Sale of Real Record
Record of Seizure and DISPOSAL NOT AUTHORIZED. 

(Job No. NCl-58-83-6, Item 39) 



ӾΛa-xΜGoJ:-lec?ie-R-=W-aΝve·r,-=F-e·Pm-9·fH?-:.-.-----------------"""""" 

--------------Uafter 

Compromise", 

al.s-e-include 

== = -

Compromise TETIRE Ve-Fe'd�s 
It 

Taxpayer Compliance Measure­
ment Program F.iles-. 
·JotJNo. 

Daily 
Registers CDT R's) 

uΡ 
ransactions__t.o-TCfXPayer 

Delil1£΢Accounts 

D--

Se"'S'l:igations 
Revenue 

(Job No. NCl-58-79-5, Item 15) 

49. 

Agreements and correspondence DES the
pertaining to the extension of ccount on which the statu­
the statute of limita · for tory period for collections ha 
the collection been extended is satisfied; or 

" Records of Offers in 
Form 2515. 

(Job No. NCl-58-79-5, Item 

These records 
coΞise-tr'ansmittals and 

ccept ances of offers with 
elated correspondence. 

DES TROY 3 years after statutory
period,as extended)has expired 
whichever is applicable. 

DES TROY 2 years after the 
statutory period for collec­
tion has expired. 

�� �---�--- �------.=- - =------� 

50. Offers in Case 

51. 

52. 

File. �enΟe-Π3 years after the case 
(Job No. NCl-58-79-5, m.=r6} is closed. 

NCl-58-85-2) . 

Trans action 
.

(Job No. NCl-58-79-5, 

Computer printout 
t 

and in-

DESTROY 6 years after case is 
closed. 

years after end 
of processing year. 

DES TROY 60 days from the date 
on DTR's. 

assigned to 
Off ice rs. 

53. 

- 24 ­



Special 

"'S, 

C�s 
proce 

-=ȉ������ ���!�Ȋ�  �--  ��ȋ������� �� �Ȍȍ-
Employment � 

Information 
(Form 8 3 3 3) . 

54. 

55. 

(b) 

Procedures function 
Case Files. 
(Job No. NCl-58-79-5, Item 2 1 )  . 

(a) Case files developed for 
recommending suits against 
taxpayers, not specifically 
mentioned, or in defense of 
suits brought against the 
Service. 
T he file may contain 
copies of legal documen 
account readings, e · ence of 
proofs of debt a related
co r res pondenc 

(b) developed in 
ing Estate Tax Exten­

s' 

(c)UJtfiles developed in proba­
tion cases, government con­
tract offset cases, anti-pov­
erty organization cases, etc. 

Installment A reement Accounts 
List. 

e Federal Records 
years after being 

in inactive judgement 

years after being 
inactive files. 

years after satis­

litiga-

DES TROY 2 years after statu­
tory period for collection has 
expired. 

DESTROY 2 years after case is 
closed. 

year after the end 
of the processing year. 

Σ=-(-S-ob-=N o.-"'N 1-5 8 -8 8-6) 
ȅȆȇȈ

56. Collection Tax ma
Examination Case closed. 

DESTROY Form 8 3 3 3  (paper)
1 year after case is closed. 

SUPPRESS OR DESTROY magnetic 

- 25 ­



IRC 6 0 2 0 (b) As sessment Case 
F il e s . 

D i st r ibution Ledger 

Vouchers 
P ayment s 

T ransfer 

relate 
t ransf 

tr e r  R 

�e!1 6 yea:rs 
..i..a-Ɖr-er:i.ei-®aƊƋƌ 

57 . 

( Job No . N Cl-5 8 -79 - 5 , Item 2 1 )  

Off ice Service Records 

5 8  . 

Reco r ds maint ained showing t he 
di s t  ribut ion of ch ange -making 
fu nds t o  all sub-agent s by t he 
Agent Cashier . 
( N o l o nge r accumulat ing) 

D E S  T R O Y  2 years after st atu­
t o ry pe r i o d  for co l l ect i on s  
has exp i re d  . 

D E S  T R O Y  2 years after end of 
p r oce s sing year . 

o f  
6 0  . 	 and Schedul e s  R E  T IRE t o  t he Federal Records 

Cen t e r  aft e r  an audit or one 
( J ob 	 No . NCl- 5 8 - 8 3 -6 , It em 62 ) f i s c a l  y e a r ,  whichever is 

e a r l ier . 

D E S  T R OY 6 years, 3 months 
a ft e r  t h e period of account . 

62 . T ax Vouchers 

Vouche rs prepared to e f fe ct 
t h e t rans fer of an a s se s smen 
T h is item al so 
c re dit uche rs u se d  
t o  credit ent rie s on 

x account s bet ween Dist rict 
D i rect ors . 

D E S  T R O Y  2 years aft er end of 
r e p o rt ing year . 

t o  t he Federal Records 
Cent e r  1 ye ar a ft e r  internal 
audit of account s  . 

DES TROY 6 years a ft e r  internal 
audit of ac count s  . 

- 2 6  ­
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A ccount s 

sett).e¦ s ,  
e....-seft lement s 

Ce rt i fi cates 

I n spect ion of 
O rganizat ions 

F i duciarie s, E xempt 

I nc0me 

O rg a_!lj,Ǝa4:'fons , 
w ... i-ch 

Lubricat ing 

bo 

ce r s , s t a t ement s of diffe r ­
ence s ,  and rel ated p apers 
( Job No . Nl- 5 8 - 8 8 -6 )  

( a )  Cert i ficates cover ing 
c l o s e d  account sett lemeƍ-1:-s , 
supplement al and 

o f  account able o ffi­

fin a l  balan 

p e r i o dic sett lement s 

D E  S T R OY 2 years aft er date of 

cover ing 

6 4  . 	 P u b l ic F iles 
Re t u rns of o r  

from In­
come 	 T ax 
( Job No . Nl-5 8 - 8 8-6) 

Forms 9 9 0 -A, Return o f  Orga ­
ni z at ion E xempt from 
T ax ,  and 1 0 4 1 -A ,  §s¨ 
I nfo rmat ion �u·rn on T ru st 
A c c u m ul at iGn of Ch arit able 

etc . amount s ,  
const it ute a p ublic in­

s p ect ion reco rd and maint ained 
ap art from t he " ret u rn "  por­
t ion o f  t hese forms. 

65 . 	 G a s o l ine and Oil 
Bonds 
( Job No . N N - 173-2 4 ,  I t em 1 )  

Bonds whi ch have been t e r ­
m in a t e d  as in t he cas 
d i s c ont inue d bu · s se s  o r  
b u s ine s se 
a Bonds 

en cancel led by 

l o nger requiring 
may a l so h ave 

the suret y .  

set t l ement providing cert i fi c ­
ate i s  cle ared . 

D E S T R OY when subsequent cer­
t i f i cate o f  sett l ement is r e ­
ceive d .  

D E S T R O Y  4 years after end of 
the proce s s ing year . 

RE T I R E  t o  t he Federal Records 
Cent e r  2 years a ft e r  t e rmina ­
t i on o r  c ance l l at i on o f  the 
bonds . 

D E S T R O Y  6 years after termina­
t ion o r  c ancell at ion o f  the 
bonds . 
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T axpaye r, Addres s  Unknown 

¥¤r
_

revi£os-
aud���c�

Ə
�oe s 

not m ;.e-r ialize , and effort s 

--��������ǽ--ǾǿȀȁ-=-ȂȃȄ ����===���,_,,.,..,.,.,..,.==�"""""'-=�=-��--��------� 
Applications fo r Exemption 
and Regist ry 

Inde 

( Job No . NCl-5 8 -77-1 , It em 1 5 )  

Taxpayer ' s  pe rsonal records 
obt a ined 
s ib l e  

re t u rn t he records fail t o  
locate t he t axpayer . 

67 . 

( Job No . Nl- 5 8 - 8 8-6) 

App l i cat i ons for exempt i ons 
f r o m  t a x re sponsibil it ies and 
regul at ions applying t o  re ­
s t  rict ed o r  special l y  con­
t r o l l e d  busine s ses . 

( Job No . NCl-5 8 - 8 5 - 4 ,  It em 8 1 )  . 

( a )  Index cards for individ­
u a l  , p a r tnership and fiduci­
a ry income t ax returns , and 
o t he r  m i scel l aneous ret u rns . 
( N o l onger accumulat ing at t he 

d i s t  rict o f f ice) . 

( b )  Index Cards for 
Income T ax Ret urns 
( 1  9 17 - 1  9 4 8 )  

( c )  Index Cards 
t ion Income T ax 
( 1 9 1 8 - 1 9 4 8 )  

( d )  for Corpora­
t ion come T ax Ret u rns 
( 9 and subsequent years)  

RE T IRE t o  t he Federal Records 
Cent er a ft e r  January 1 o f  the 
year fo l l owing the proce s s ing 
year . 

D E  S T R O Y 5 ye ars after end 
o f  the proce s s  ing ye ar . 

D E S  T R OY as t he refe need t ax 
ret u rns have bee e s t ro yed . 

aft er end of 
year . 

D E  S T R O Y  as t hey are no longer 
needed by Fede r a l  Re cords Cen­
ters for c ro s s -re fe rence . 

RE T IRE t o  t he Federal Records 
Cent e r  5 years a ft e r  end o f  
proce s s ing year . 

D E  S T R OY 75 ye ars after end of 
proce s s ing year . 
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Qf Service year of service. 
--(.JeB-No-:-Nc l-58-83-6, Item 95) 

Payment Transcripts Ba!=!.*-·--·�---D�STROY 
ruptcy Trust-ees- ceived. 
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current 
_, ӹ..,gӺ--�����CCCӻ 

Master 
( IMF) Directory 

DESTROY 

F iles 
(Job No. NCl-58-83-6, 

t ion the cessing year. 
Department of the 

70. 

71. 

72. 

year after end of 

from when new list is re­

NCl-58 83 6, Item 96) 

Bankru tc Control Lo s 4 years after most 
date of case closure 

73. Individual File
Index or 

(Job No. NCl-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 

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 


after receipt of sub­
sequent cumulative or annual 
directory covering same tax­
payers and tax periods. 
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CBMF) 
T axpaye r Directory 

A lphabet ic Index Regist e r  
CEmployeƐs T ax) 

74 . Bu s ine s s  Master F ile 
Numbe r 

(Job No . N Cl-5 8 - 8 3-6 , I t em 1 1 0 )  

T h i s  direct ory include s  a List 
of t he t axpayers' emp loye r 
i dent i f ic a t ion Number; name; 
a ddre s s; employment , locat ion , 
a n d  fil ing re quirement code s  . 
( N o l o nge r accumulat ing . )  

( a ) A nnual Direct ory 

( b )  Cumul at ive S upplement al 
i s t e r  	 (p rint out ) 
(Job No . N Cl- 5 8 - 8 3-6 , I t em 1 1 1 )  

( c )  A l l  ot her copies o f  annual 
a n d  Cumulat ive Regis t e r s  re ­
q u i r e d  for re se arch . 

( d ) F irst S upplement al Regis ­
t e r  fo r document s posted since 
p r int ing o f  Annual Register 

(e)  Mont hly ( T empora ry ) Reg­
i s t e r  

75 . 

( N o l o nge r accumulat ing) . 

( Job No . NCl- 5 8 -79-5 , I t em 4 4 )  


( a )  Annual Register 

( b )  Cop ie s of Annual Register 

( c) Q uarterl y  S upp lement al 
Register 

- 30 ­

DES TROY 

DES TROY 75 years a ft e r  end 
o f  proce s s ing year . 

DES TROY 75 years a ft e r  end o f  
proce s s ing ye a r  . 

DES TROY a ft e r  the end o f  pro­
ce s s ing ye a r  . 

DES TROY a ft e r  receipt o f  
Cumu l at ive Supp l ement a l  Bu s ­
ine s s  Ret urns a n d  Document 
Index Reg i s t e r  cover ing same 
t axpayers and tax pe r i od .  

a ft e r  rece ipt of sub­
sequent Cumu l at ive or Annua l 
Bus iness Returns and Document 
Index Regi s t e r s  cover ing same 
t axpayers and tax pe r i od .  

DES TROY 3 0  years a ft e r  end o f  
the proce s s ing year . 

DES TROY a ft e r  end o f  the pro­
ce s s ing ye a r  . 

DES TROY 60 days after rece ipt 
o f  annual i nde x regi s t e r ,  or 



1=1 .  

Regi s t e r  

<E s t imated Decl a rat ions) 

A lph abet ical Index Regist ­
er <G asoline T ax Refund 
C l a im) 

Ƒ--i7-9=.ƒ---Deeume-fl-t--f:reeatƓ 

t rans ac 

T ax 
( Job No . NCl-5 8 -7 9-5 , It em 4 6 )  

DES TROY 

current 

DES TROY 

when no l onge r needed in cur­
rent ope rat i ons . 

76 . 	 o f  E st imated I ncome 
T ax Account s 
( Job No . NCl-5 8 -79-5 , I t em 4 5  

Q u a rt e rly list o f  E S  account s ,  
w h ich includes t he t ot al e st i­
mated,  t ot al paid, and amount 
due f o r  each account . 

( a )  A nnual Register 

( J a nuary List ing) 


( b )  Q uarterly Register 

7 8  . 

( Job No . NCl-5 8 -79-5 , Item 47) 

i s t e r  
( Job No . NCl-5 8 -79-5 , It em 4 8 )  

P r int o u t  l ist ing of Document 
Locat o r  Number and t ax wit h­
h e l d  fo r each 9 4 1  ret urn , 
adj u s t ment , 94 0 ret u rn 
c l  u ding t ax wit hh , and 

·e a ch n posted t o  t he 
9 4 1  f i  

o nge r accumulat ing) . 

( a ) P r int out o f  the Annual 

- 3 1  ­

DES TROY 3 0  years a ft e r  end o f  
proc e s s ing yea r . 

DES TROY a ft e r  end o f  the pro­
ce s s ing yea r  . 

3 0  years a fter end o f  
the proce s s i ng year . 

DES TROY 	 when no longe r needed 
ope rat i ons . 

3 0  years a fter end o f  
proce s s ing year . 

DES TROY 3 0  years a fter end o f  
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. e Reg- DESTROY 60  days after receipt 

Quality 

NCl-�5�8�-�7�9�-�-Xte:ifl: 

81. Deling;nent Investigation and 
Ace� ;r,,4.,sā4> Pi.Rt oi,;it s 
(DI-l\L) 

DESTaO� npoil :r@c@ipt 
FAonthly listin�, Wowever, 
RETAIN the FAOnthly listing 
used for annual mateh 
completion of next annual 
FA:atehw. 

--=-8-2�.�����D�e�e���mfil§e�����R�!fri!::�:9f��a:B::S!::�������������������-::::::;:::::::=­
Registers 

jourϐ e­
ϑrrerol, 

class' ϒion 

Record Remittances 

� 
(Form 2679) 

reca�it- BESTROY 

pape_.;..s,.....(=cash 
adding-m"achine 
c li"nction 

80. Review Machine Print­
.QJJ..t...§.
(Job No. 

of annual Cumulative Document 
Locator Number Register. 

DESTROY ter current 
essing year or when no 

longer needed in current 
operation, whichever comes 
first. 

of next 

until (�£ 1.JQT) 

83. 

Assessment
(Job No. NCl-58-83-6, Item 13) 

Copies of register related 
documents and 
pared for 

and application 
payment received for de-

DESTROY 1 year after end of 
the processing year. 

- _Eosit by the teller area. 

of Teller 

(Job No. NCl-58-83-6, Item 14) 
. . . Ă 2Daily accounting and years after end of 

ulation of individual teller processing year. 
receipts, including cash., 
checks, and money oϓders with 
related register
or tapes) used 
in · with the tel-

r' s daily balancing. 

(a) Teller's copy. DESTROY after 1 month. 

- 32 -



De l i nquent Invest igat ion 
List ing 

<D I A L) 

( IN S ER T )  

8 0  . and 
A ccount P rint out s 

( a )  Monthly l i st ing 
annual mat ch . 

us ed for DE S TROY upon comp let ion 
next annua l  mat ch . 

of 

( b )  A l l  other ve rsions . DE STROY upon 
next mont h l y  

rece ipt o f  
l i st i ng . 
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received for Āreees-sTng year. 
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Discovered 
<Form 4287) 

oa-t'Tol 

Change-Making 

bϔ-d:e 
Agent Casϕϖer 

(Directori-er1:"ail 
J¥3ϗϘds 

isbursing 

8,=.ϙϚ=ϛ3 4<-R:e·J?:&rt:-sӳeee·s-3._�x =za 
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the period of account. 

&9 .  Ge-H.-1:. �eee&d.s foI" �e 
Gl���.1;-Q�T aXQS 
Ci.ReJ.1:;1e4R�r�eell 

i.gii,.�9& 9£...T nn;i.uea;; 9lr Q.EgT� d yea&s aiftgr 
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Payfflent of Tan es / inventory 
G9n't rol ,wgce;izds, i!Rd ii=iugi:itory aSS9'1'1'tr@b.i.li.ty�:-.-----

cash and checks 

85. 

86. 

87. 

Remittance Lists 

(Job No. NCl-58-83-6, 

Record used to cash
receive ough the mail and 

overed at the point of 
mail extraction. 

Statement of Advance of 
Funds

(Job No. NCl-58-83-6, Item 

Annual accounting s
and the 

advances of 
ch to the Regional 

Office. 
(No longer accumulating) . 

DESTROY 2 years after end of 
processing year. 

DESTROY 2 years after end of 
the processing year. 

Teller's Error Advice 
(Form 5919) 

DESTROY 3 years after issu­
ance. 

· y  - x 8 -
(Job No. NCl-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, full fiscal year, whichever is 

DESTROY 6 years, 3 months after 

Ge�'e: preparat 
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ce ipt s P ayment 
(inc l u ding 8 5 5 1) 

( I N S ER T )  

8 8  . Cont rol Reco rds fo r Re ­
fo r of T axes 

Form 

Cert i ficat i on o f  Trans fe r o r  DES TROY 3 y e a r s  after end o f  
D e s t  r uct ion o f  Receipt s  fo r c a l endar y e a r  o f  the prepara­
P ay ment of T axe s ,  invent o ry t i on dat e  . 
cont rol records , and invent ory 
account abil it y report s .  



��-9D· .. "#$--%W&-G:1;.;i.G'(· );e*o+,f=-./r0a1:fl.-s234e567zf-��-----�-�-�--�-��--:::::::::::::::::-­
rict 

DES TROY J,.sýe 
conneeƔi"5""n 

-=---- - =-- remit t ances . 
--= w ' ' -, K = • ӯӰӱ====Ӳ------------,_,,. _____ _ 

Not ice E xpirat ion 
(Form 8 9 5) 

O ut -of-Dist Ret urns 
( Job No . Nl-5 8 - 8 8 -6 )  

1 year a fter end o f  
the pro cess ing year . 

T h i s  not ice ared 
wit h ret urns re ­==ceive d - wit h  

9 1  . of S t  atute 

Reco r d  o f  ext ens ion of st at ute DES TROY 3 years a fter case i s  
for a s se s sment of emp loyment c l o sed from group . 
t ax ret u rn .  

- 3 4  ­



E x aminat ion Reque st 
(Form 5 3 4 5) 

4 .  

Inventory Validat ion List ing 

Appeal s 
S uppo rt ing 

DESTROY 

- 3 5  -

92 . Master F ile 

Record o f  ret urn s  opened for DES TROY 3 years a fter case 
e x  amin at ion . c l o sed from group . 

9 3  . AIMS T able 0 

Re port of ex aminat ions wit h DES TROY 3 years a fter i s suance 
a s s e s sment st atutes t o  expire 
wit hin 1 8 0  day s .  

9 4  . 

Re p o rt of ret urns a s signed t o  DES TROY 1 year a fter i s s uance . 

g roup for ex aminat ion accord­

ing to AIMS . 


95 . T ransmit t al Memorandum 
and S t  atement 

a fter 2 years . 

a c t ions on employment t ax re ­

t u rn ex aminat ion s  . 


Repo rt of re sult s of Appeal s 




CA CRW 7 0 0 4) 

Mi s s i ng ZIP Code List 
CA CRW 7 0 0 5) 

Reque sted 5 3  List ing 
CA CRD 7 0 0 1) . 

9 7  . 

Records Generated by the Automated Collection System (ACS) 

Magnetic Media Management and Production Records 

9 6 .  L ien Release List 

A comput er -gene rated report 

con s i s t ing of t axpayer ac­

count s whose T DA T ax Modules 

a re c l o s ed and on wh ich a lien 

o n  p ropert y has been p l aced . 

S i nce all t he t ax modules are 

c l o s e d ,  the lien on t he t ax ­ 

p ayer p rope rt y can be re ­

l e a sed . 

F il ing A rrangement : Dist rict 


D E S T R OY at t he end of June and 
De cemb e r ,  once the l i st i s  
ove r 1 year o l d . 

A computer generated report 
cont a i ning all the ZIP code s  
t h at do not exist on t he ZIP 
C o de Master F ile , as well a s  
t he n u mber of account s affec­
ted . T his is used at t he Call 
S it e  t o  update t he master 
f i l e  . 
F il ing a r r angement : ZIP Code . 
Medium : 8 1 / 2 "  x 1 1 "  comp uter 
st ock paper . 
F requency : Weekl y  . 

9 8  . 

A comp ut er generated repo rt 
t h at p rovide s a cumulat ive 
dail y l i st ing of t axpayer ac­
count s t h at managers have 
deemed u ncollect ible . T he 
l i s t  ing incl u de s  info rmat ion 
on t he t axp ayer s T EA t ax 
m o dule . T his report is u sed 
at t he Call S ite by t he manag­
e r  t o  review account st atus . 
A ccount s are di splayed whenev­
e r  a m a n ager enters ce rt ain 
act ion / s ub a ct ion code s during 
w o r kst at ion operation . 

D E S T R OY when all act ions are 
comp l eted . 

DESTROY a ft e r  6 0  days o r  
s o oner i f  no l onger needed in 
cu rrent operat i ons . 

- 3 6  ­



I nfo rm ation T ran script 
(ACRW 8002) . 

Management Repo rts 

Employee Summary (MG T 

F il e  a r r angement : Funct ional 

a s s ignment of request ing em­ 

p l o yee . 

Media : 8 1 / 2 "  x 1 1 "  comp uter 

st ock p aper . 

F re quency : Dail y  . 


9 9  . 
fo r T DA and TDI 

The I n format i on Tran scr ipt for 
T DA and TDI list s TDA and T D I  
account s t h at are t r an s ferred 
t o  t h e WP S S  Q ueue , Collect ion 
F ie l d  funct ion or S pecial P ro ­
cedu r e s  funct ion during t he 
c u r rent cycle . 

T hese report s as sist m anagers 
w i t h monit oring emplo yee 
act ivit ie s in order t o  make 
mo re info rme d decisions on 
re s o u rce a l l ocat ion , emp loyee 
t ime requirement s ,  and 
p ol icy -making . T he m anagement 
rep o r t  s tell managers ident ify 
h o w  employees use t heir t ime 
fo r p e r s o n nel schedu ling 
p urpo ses . A s  a re sult , peak 
de m a n d  pe riods can be 
e f fe ct ively managed . 
Management repo rt s a re 
gene rated daily and may be 
vie we d on a terminal . 
T he se report s show informat ion 
m a n agement is conce rned about , 
s uch as schedule st at u s  and 
account p roce s s ing st at ist ics . 

1 0 0  . T ime 0 0 2 )  
( S y mbolled Report 

N 0 - 5 0 0 0 - 1 1 1 )  . 

A computer gene rated report 
l i s t ing s t at ist ics on 
t e lep hone call p roce s sed by 
t he operat or on t he ACS . 

- 37 ­

D E S T R O Y  when act ions are com­
pleted o r  1 ( one ) wee k l y  
cyc l e ,  whi cheve r i s  l ater . 

D E S  T R OY aft e r  3 0  day s or soon­
e r  i f  no l onger needed . 



1 0 1 . T elephone Operat ional Repo rt 
CMG T 0 0 3) . 

F o r  e ac h  combinat ion of 
fu nct ion/ unit , t he report 
ident ifies fo r each employee 
n u mber t he number of account s 
acce s sed and t he amount of 
t ime spent on displ ayed ac­
c o u n t  s and on telephone cal l s  
p l aced . T he report disp l ay s a 
funct ion / unit combinat ion per 
p age and, at t he end ,  di splay s 
t he t o t  a l s  for all funct ion s .  
F rom t his report , the manage r 
i s  able t o  analyze t he 
w o r k l o a d  o f  individual 
emp l o y ee s  . Monit oring t his 
info r m at ion help s manage r s  t o  
m a ke pe r s onnel scheduling 
dec i s ions . 

F i l i ng arrangement : Employee 
numbe r  . 
Medi um : CR T and 1 1 "  x 1 4  " 
comp uter stock p aper . 
F requency : Daily / Weekl y .  

( S ymbolled Report N 0 -5 0 0 0 - 1 1 2 )  

A comput er generated report 
de s c r ibing t elephone act ivit y 
t h roughout t he day at t hree 
level s :  t he Call Sit e ,  t he 
F u nct ion , and t he Unit Level . 
A t  t he Call S ite level , t he 
report p rovide s summ ary in­
fo r m a t  ion fo r all funct ions 
and unit s .  At the F unct ion 
leve l  , t he report p rovide s  
t e l e p h one act ivit y st at ist ic s  
fo r e ach function for all 
unit s .  F inally , at t he Unit 
l evel , t he report provides 
de t a i l e d  telephone act ivit y 
s t at i s t ics fo r each unit . 
E a ch report p rovide s incoming 
a n d  o u t going call st at ist ic s  
p e r  T D A ,  T D I  and Combined 
E n t i t ies . T his repo rt is a 
t oo l  for pe r s onnel scheduling 

D E S  T R O Y  after 3 0  day s or 
s oone r i f  no l onge r needed . 

- 3 8  ­



Del inquency Type 
S ummary CMG T 004) . 

de c i s ions . A s  a re s ult , 

m a n age rs can imp rove t he 

i de n t i ficat ion of t he 

p e r s o n nel requirement s fo r 

s p e c i f ic t ime periods . 

F il i ng a r r angement : Call 

S it e / F unct ion / Unit . 

Medium : CR T or 1 1 "  x 1 4 "  com­

p ut e r  stock p ape r .  

F re q uency : Dail y / Weekl y  . 


1 0 2 . T ime 

( S y mbolled Repo rt N0-5 0 0 0 ­
1 1 3 )  . 

A comput er generated report 
p r o vi ding in format ion on de ­
l in q ue ncie s  on a wee kly and 
mont hly basis . Management 
rece ive s informat ion at t he 
wee k l y  l evel by funct ion and 
unit . T he report p rovides 
dat a on directory as sist ance 
c a l l s  made by re sea rch and 
inve s t igat ion operat o r s  as 
w e l l  as on t axp ayer call s made 
b y  cont act ope rat ors . A full 
b re a kdown by funct ion and unit 
give s de t a iled informat ion on 
emp loyee act ivity by t ype of 
w ork performed . T hi s  require s 
a p age b reak bet ween del in ­
quency t ype s  . Management 
rece ive s informat ion at t he 
mont hly level wit h year-to­
dat e summary t o t als by 
del inquency t ype . T his sum­
m a r y  inform at ion help s  t o  
i de n t ify any t rends o r  
va r i at ions bet ween delinquency 
t ypes . T his allows m anagement 
t o  s y stemat ically t r ack per­
f o r m ance on an ongoing basis 
wit hout h aving t o  manual ly 
c a l c u l ate t he st at ist ics . 
F il ing arrangement : Run numb ­
e r ,  by date . 
Medium : CR T or 1 1 "  x 1 4 "  com­
puter stock p aper . 
F re quency : Dail y / Weekl y  . 

D E S  T R OY aft e r  3 0  day s or soon 
i f  no l onge r needed . 

- 3 9  ­



Act ivity Report (MG T 0 0 0 6) 

I nvent o ry Report (MG T 0 0 7 ) . 

1 0 3  . 
( S ymbolled Report N 0 - 5 0 0 0 - 1 1 4 )  

A comput er gene rated rep o rt 
s u m m a riz ing t he numbe r of 
r e a l t  ime act ions perfo rmed 
e ac h  day on diffe rent t y pes of 
c a se s  ( T DA ,  T D I ,  and T ot al)  . 
T he report al so shows t he real 
t ime act ions performed wit hin 
t he c ase by F ile Source ( I MF 
and BMF ) . T he report is an 
au dit t rail of t he amount and 
t y pe o f  wo rk performed by e ach 
funct ion and indicat e s  t he 
a m o u n t  o f  p roduct ion wo rk done 
t o  p r int forms and not ice s  . 
T he a c t ivit y report is divided 
int o t wo level s :  Call S ite and 
U nit Level . T he Call S ite level 
s hows t he t ot al act ivit y fo r 
a l l  act ion code s  regardle s s  of 
funct ion / unit . T he unit level 
i s  i dent ical t o  t he Call S it e  
l evel except t h at act ivit y 
count s are broken down t o  t he 
funct ion / unit level . 
F il ing a r rangement : Act ion 
c o de . 
Medium : CR T or 1 1 "  x 1 4 "  com­
p ut e r  st ock p ape r .  
F re quency : Daily / Weekl y .  

1 0 4  . 
( S y mbolled Report N0-5 0 0 0 - 1 1 5 )  • 

A comput er generated rep ort 
de s c r ib ing t he invent ory posi­
t io n  o f  t axpayer case s a s  of 
given date for each t ype of 
case ( T OA , TOI, T DA and T D I ,  
T ot al ,  and wit hin t he case 
t y pe s ,  by F ile S ource I MF ,  
B MF )  . T he invent ory is broken 
do w n  int o una ssigne d and 
a s s igne d case s  and p rio rit y 
v a l ue . T he report de scribe s 
t he invent o ry p roduct ion at 
t h ree level s :  t he Cal l S ite , 
t he F unct ion , and U nit . 

D E S  T R O Y  aft er 3 0  day s or soon 
i f  no l onge r needed in cu rrent 
operat i on s  . 

D E S  T R OY aft er 3 0  day s or soon 
i f  no l onge r needed in cu rrent 
ope rat ions . 

- 4 0  ­



P roduct ion Repo rt (ACRM 5 0 0 1) 

A t  t he Call S it e  level , t he 

re port p rovide s summ ary in­

f o r m a t ion fo r all functions 

and unit s .  At t he F unct ion 

l e ve l  , t he report p rovide s  

inve n t o ry st at ist ics for each 

f u nc t ion a nd for all unit s .  

F i nall y , at t he U nit level , 

t h e report p rovide s det ailed 

inve n t o ry st at ist ics for each 

u nit . 

F i l i ng arrangement : Run numb­

e r . 

Me di um : CR T or 1 1  " x 1 4  " com ­
puter stock p ape r .  

F re quency : Daily / Weekl y . 


1 0 5  . 
( S ymbolled Repo rt N 0 - 5 0 0 0 - 1 1 6) 

A comput er generated report 
p ro viding info rmat ion to 
m o n i t o r  new case s , p roce s sed 
c a s e s  , and t he remaining num ­
be r o f  cases . T he Call S it e , 
D i s t  r ict O ffice , and N a t ional 
O f fice require t his info rma­
t ion at t he Funct ion , Unit , 
D i s t rict O ffice , and Call S it e  
leve l s .  Monit oring t h is in­
format ion pe rmit s management 
t o  m a ke p o l icy deci sions on 
re source s , t axp ayer account 
s t  a t u s ,  and caseload sched­
u l i ng .  T he P roduct ion Report 
s h o w s  beginning and ending 
i nve n t ory bal ance s fo r t he 
m a j o r  c at ego rie s  of act ivit y 
wh ich account fo r t he se 
b a l ance change s  . 
F il ing arrangement : Run num ­
ber . 
Medium : CR T or 8 1 / 2 "  x 1 1 "  
comp uter st ock p aper . 
F requency : Weekl y  . 

D E S T R O Y  after 1 year . 

- 4 1  ­



A n a lysis Balance Changes 
(A CRM 5 0 0 2) . 

Monthly Report 
CACPM 8 00 0) . 

1 0 6 .  o f  

( S ymbo lled Report N 0- 5 0 0 0 - 1 1 7 )  


A compute r  generated report 

p rovi ding anal y sis o f  t he 

do l l a r s owed on del inquent 

account s .  T his repo rt p ro­ 

vide s management wit h t he 

a b i l i t y t o  monit o r  t he do llars 

c o l l e c t e d ,  dol lars not 

col lect ible , and dollars out ­

st anding . T he report also 

p ro vi des t he bal ance due 

amo u nt s ,  recent account ac ­

t ivit y ,  in st allment agreement 

amount s ,  and I MF and BMF 

account bal ance total s  . T h is 

rep o rt allows a s ses sment of 

t he col l ect ion sy st em' s e ffec ­

t ivene s s  b y  repo rt ing begin ­

n i ng a n d  e n ding bal ance s , re ­

ceip t  s a n d  disposit ion s  . 

F i l i ng arrangement : Run numb ­

e r . 

Medium : 8 1 / 2 "  x 1 1 "  computer 

s t ock p aper . 

F requency : Weekly . 


1 0 7  . Call S ite T ime 

D E S T R O Y  after 1 year . 

A comput er generated report 
s um m a riz ing t he Cal l S ite' s 
p e r s o n nel act ivit y fo r t he 
mont h  . T he report lists the 
s t andard t ime report ing op ­
e r a t ion codes wit h t he t ot al 
ho urs charged to each . I t  
a l s o l ist s each non - st andard 
ope rat ion which h a s had hours 
charged t o  it . Mont hly re ­
p o r t  ing is based on quart e r  . 
T he o p e r a t ion codes are divided 
i n t o  t h o se which re flect di­
rect st aff hours and t ho se 
wh ich reflect overhe ad st aff 
h o u r s  . F iling arrangement : 
Report numbe r .  
Medium : 1 1 "  x 1 4 "  comp uter 

D E S  T R O Y  after 2 years . 

- 42 ­



1 0 8 . S ecurity S ign-on Audit T rail 
Repo rt (ACRD 7 2 0 1) 

Se curity Repo rt 
(ACRD 7 2 0 2) . 

s t ock paper . 
F requency : Mont hly . 

A computer gene rated report D E S T R O Y  2 years after end of 
p roviding a n  audit t rail of the proce s s ing year . 
e ach attemp t t o  sign on t he 
A C S  . T his audit t rail 
m o n i t ors ACS employee sign-on 

at t empt s to ensure t hat the 

s y  s t e m  a n d  confident ial in­

formation are secure . T he 

rep ort disp lays bot h  val id and 

inv a l id sign on at tempt s and 

re ference s each at temp t  to t he 

emp l o y ee numbe r given . 

F i l i ng arrangement : Run dat e ,  

run number . 

Medium : 1 1 "  x 1 4 "  comp uter 

s t ock paper . 

F re quency : Daily . 


1 0 9  . Maintenance 

A comput er gene rated report 

p ro viding an audit t rail of 

a l l  ch ange s t o  t he Securit y 

D a t a Base . It l ist s t he con ­ 

t e nt s o f  t he fields i n  t he 

S e c u r i t y  Dat a Base befo re and 

a ft e r  maint enance has been 

p e r formed . T his secu rit y re ­

p o rt document s any change s and 

p re s e rve s t he old info rmat ion 

fo r l ater review . A s  a re ­

s u l t  , management can monit o r  

t h e Securit y Maintenance 

Rep o rt to maint ain t he integr­ 

it y o f  t he Securit y Dat a Base . 

F il i ng arrangement : Emp loyee 

numbe r  . 

Medium : 1 1 "  x 1 4 "  comp uter 

st ock p aper . 

F re quency : Dail y  . 


D E S T R O Y  2 years after 
end o f  proce s s ing year . 

- 4 3  ­



1 1 0 . P a s s wo rd Expirat ion Repo rt 
CACRD 7 2 0 3) . 

1 1 1 . T elephone Number Look-Up 
List CA CRW 7 001) . 

Aged CA CRW 7 0 0 2) 

A comput e r  gene rated report 
ident ify ing ACS employee s 
who se p a s s word has exp ired o r  
i s  about t o  exp ire wit hin a 
p re de fined number of day s  . 
T h i s  report ident ifie s t he 
u s e r  function , unit , employee 
n u mber , and t he expirat ion 
dat e . F rom t his report , t he 
s e c u r it y  administ rat o r  is up ­
dated dail y on t he s t at u s  of 
t he employee p a s s word expir a ­
t ion date s  . 
F il ing arrangement : P a s sword 
nu mber o f  day s left . 
Medium : 1 1 "  x 1 4 "  comp uter 
s t ock p aper . 
F requency : Dail y  . 

A computer generated report 

c o n t a ining all new account s 

e s t abl i s h ed during a cycle 

which do not h ave a t axp ayer 

t elep hone number of t he A T  AF 

of L O AF file . IRS employees 

re view t he account s on t his 

l i s t  and l o c a t e  unident ified 

t e lep hone numbers . 

F il ing a r rangement : N ame con ­ 

t rol , b y  T axp ayer I D  number . 

Medium : 8 1 / 2 "  x 1 1 "  comp uter 

s t ock p aper . 

F requency : Weekl y  . 


D E S T R OY after 30 day s or when 
no l onge r needed (passwo rd 
changed )  whi chever is later . 

D E S T R O Y  aft e r  3 0  day s o r  soon 
i f  n o  l onger needed in current 
ope rat i on s  . 

1 1 2  . Case List 

A computer generated l i st ing 
p ro vi ding open account s t h at 
a re over 2 4  cycles old . T he 
a ccount s are broken down by 
f u nc t  ional assignment 
( Re se a rch , I nvestigat ion s ,  
S e  rvice Cente r o r  Cont act ) . 
I t  i den t i fies each account 

D E S T R OY aft e r  90 day s or soon 
i f  no l onge r needed in cur rent 
ope rat i on s  . 

- 4 4  ­



Employee CACRD 0 0 3) 

F unct ion CACRD 7 0 0 4) 

n umbe r and t he t ype of module 
involved ( T DA or T D I )  . 
T his list is used to t rack t he 
p ro g re s s  set t ling out st anding 
account s wit hin each func ­
t ional area . T he Aged Case 
L i s t  p rovide s Call S it e  man­
agement wit h in fo rmat ion fo r 
a n a l y z ing old cases . T he 
c u r rent schedule dat e and t he 
l a s t  act ion t aken again st an 
account help s to det ermine t he 
re a s o n s  for an aged account . 
T he t ot al bal ance due furt her 
aids in a n a l y z ing t he account 
in o r de r to det ermine t he 
app rop r i at e  course o f  act ion . 
F il ing a r r a ngement : P riorit y 
c o de , b y  funct ional a s s ignment . 
Medium : 8 1 / 2 "  x 1 1 "  comp uter 
st ock paper . 
F requency : Weekly . 

1 1 3  • T EACH List 7 

A comput er generated report 
s u mm a r iz ing an employee' s 
act ions t aken in a t axp ayer' s 
a ccount each day . T his list 
is gene rated from t he Temporary 
E mployee Act ion Code History 
( T E A C H )  file . T he manager 
revie w s  t his list t o  monit o r  
e m p l o yee pe rfo rmance and t o  
e n s ure t hat p rope r act ions are 
be ing t aken on t axp ayer account s .  
F il ing a r r angement : Reque st ing 
emp l o yee , by funct ion . 
Medium : 8 1 / 2 "  x 1 1 "  comp uter 
s t ock p aper . 
F requency : On re quest by manage r s  . 

1 1 4 . T EA CH List 

A comp ut e r  gene rated repo rt 
s u m m a r i z ing t he daily act ion 
t aken by t he employee s wit hin 
a s p e c i fied funct ion / unit . 
T h i s  l i s t  ing is generated from 
t he T E ACH file . The manager 
revie w s  t his list t o  ensure 

D E S  T R OY after t wo cycles or 
s oone r if no l onger needed . 

DESTROY a ft e r  two weeks o r  
s ooner i f  no l onger needed . 

- 4 5  ­



t h a t  p rope r act ions are being 

t aken on t axpayer account s .  

F il ing a r r angement : Re quest ing 

e m p l o yee , by funct ion . 

Medium : 8 1 / 2 "  x 1 1 "  computer 

st ock p aper . 

F requency : On reques t  by man­

age r  . 


- 4 6  ­



ACS I ACD System Report s 

1 1 5 . System S t at u s  Report (Hourly) 

1 1 6 . System Summary Repo rt (Long- Term) 

•, 

T he se report s p rovide st at i s ­
t ic s  on t he call s p roce s sed by 
t he A CD T elephone S ystem . 
T he se report s aid in under­
st anding how t he sy stem ope rates 
and i n  detect ing short - and 
l ong-term t rends t h at affect 
se r vice leve l s ,  posit ion st af­
fing requirement s ,  and t runk 
u se .  T he report s are p rovide d  
h o u r l y  , daily , long- t e rm and 
on request . T he ACS / ACD Sys­
t em Report s p rovide st at u s  and 
s u mmary info rmation on t he 
s y s t e m ,  assistors , circuit s ,  
a n d  del ayed call s .  

A computer gener ated report t o  
di s p l ay t he p rincip al p arame t e r s  
de fi ning t he st atus of t he s y s ­
t em '  s op e r at ion for t he p reviou s  
hour for up t o  3 2  gat e s  . T h is 
rep ort is u sed t o  re st ruct ure t he 
s y s t e m  fo r bet ter efficiency . 
F il ing arrangement : Gat e  . 
Medium : Computer stock p aper . 
F re quency : Daily . 

A comput er generated report 
cont aining mont hly summary 
d a t  a on t he performance of a 
p art icul ar gate in t he ACD 
s y stem . T his report i s  u sed 
p r i m a r i l y  to obt ain call dis ­
t ribut ion p at ters . T his in ­
fo r m a t  ion i s  u sed in schedule 
gene r at io n  a nd force p rovis­
ion ing for fut u re period of 
t ime . 
T he S y stem S ummary Status also 
a s se s se s  long-term gat e per­
formance . 

a ft e r  s i x  months or 
SUPPRESS FROM T HE SYS T E M  or 
DES TROY wh 
no l onger needed, wh i chever i s  
earl ier . 

D E S T R O Y  h a rd copy after six 
month s  or when no l onge r neede 
whi chever i s  e a r l i e r  . 

- 4 7  ­



1 1 7 . A s sistor S t atus Repo rt ( Hourly) 

SUPPRESS 

F il ing arrangement : G ate , by 

dat e  . 

Medium : Comp uter stock p ape r  . 

F requency : Mont hly . 


A computer generated report 
p ro viding t he key pa rameters 
fo r up to 3 2  informat ion (or 
re port ing) group s .  T he se 
p a r ameters define ho w t he 
g r o u p s are using t heir t ime . 
T he group ing of posit ions int o  
i n f o r m at io n groups i s  flex ible 
a n d  i s  defined t h rough t he 
s y stem soft ware . T he u se of 
t h i s  re p o rt t racks individual 
p o s it ion performance . A s  a 
re s u l t  , a l l  inform at ion group s 
a r e  implemented at t he t ime of 
t h e s y stem build when all of 
t he " t erm t able " assignment s 
( s y stem soft ware t ranslat ion s )  

a re w rit ten . A l l  informat ion 
g r o u p  s are implement e d  even 
t h ough posit ions may not be 
i n i t i a l l y  a s s igned t o  some of 
t he group s  . Informat ion 
g r o u p s  wit hout de signated 
p o s i t ion s are u sed to a s sign 
in dividu al po sit ions t o  ac­
c u m u l ate info rmat ion or any 
s p e c i fied period o f  t ime . T he 
p o s it io n s  c a n  be re a s s igned t o  
t h e i r  o rigin al informat ion 
g r o u p s ,  and anot he r posit ion 
c a n  be a s s igned for t he ac ­
c u m u l at io n o f  in dividual posi­
t io n  in format ion . 
F il ing arrangement : G roup . 
Medium : Compute r  st ock p ape r . 
F requency : Hourl y ,  during ACD 
s y stem operat ion . 

FROM T HE SYS T E M  or 
DES TROY when no l onge r neede d  . 

- 4 8  ­



1 1 8 . Assister Summary Report (D aily) 

S ummary Report 
(Long- T erm) 

Repo rt ( Hourly) 

SYS T E M or 
DES TROY 

T ROY 

or 

A comput e r  generated report 
t r ack ing e ach individual in ­
fo r m at ion group ove r several 
hou s  . T his report is used 
wit h t he S y stem S t atus Report 
( Hourl y )  . T he S y stem Report 

i s  u s e d  t o  t r ack individual 
p o s i t ion p e r formance and special 
g ro u p i ng s  o f  po sit ion s ,  such 
a s  a l l  p o s it ion s belonging t o  
a m a nager o r  t o  all newly 
t r a ined posit ions . 
F i l ing arrangement : Group . 
Medium : Comput er stock p ape r  . 
F re quency : D aily . 

1 1 9 .  
. 

A s sister 

A computer generated report 
u se d  t o  t r ack each individual 
i n fo r m at ion group over seve r al 
d a y s durat ion . I t  al so cont ain s 
mont hly summ ary dat a on the 
p e r fo r m ance of a p art icul ar 
p o s i t io n  informat ion group . 
T he report is also u sed t o  
t r ack i n dividual po sit ion and 
s p e c i a l  g ro up ings of posit ions , 
s uc h  a s  a l l  p o s i t ions belonging 
t o  a manager or to all newly 
t r a i ned po sit ions . T his in­
fo r m a t  io n  can be analyzed ove r  
t ime t o  e s t ablish major posit ive 
o r  negat ive t rends . 
F il i ng arrangement : Agent 
g roup . 
Medium : Comp uter stock p ape r  . 
F requency : A s  requested. 

1 2 0  . Circuit S t at us 

SUPPRESS FROM T HE 
hard copy a fter 6 

months , or when no l onge r 
needed, whi cheve r i s  earl i e r  . 

D E  S h ard copy when no 
l onger needed . 

A comput er generated report 
DES TROY 

SUPPRESS FROM T HE SYS T EM 
showing t he p aramet e r s  that when no l onger 
de fine circ uit ( t runk)  group needed . 
u s  age and efficiency . T he 
group ing o f  t runks is flexible 
a n d  is de fined t h rough t he u se 
of s y stem soft ware . T he re­

- 4 9  ­



1 2 1 . C i rcuit S umm ary Repo rt (D aily) . 

S umm ary Repo rt 
(Long T e rm) 

p o rt i s  a l so used t o  dete rmine 
if in dividu al t r unks a re being 
u s e d  e fficient l y  ( i f  single 
t ru n k s  a re as signed t o  indi­
vidu al t runk info rmat ion 
g r o u p s )  . Deci sions and change s 
t o  t runk quant it ie s a re m ade 
o n  h ou rly basis . 
F il ing arrangement : G roup . 
Medium : Comp uter stock p ape r . 
F requency : Hourl y ,  du ring ACD 
s y stem operat ion . 

A comput er gene rated report 
c o n t  aining t he daily summ ary 
d a t  a on t he performance of a 
p a r t i cul ar t runk (circuit ) 
i n fo rm at ion group . T he repo rt 
p ro vi des sy stem me s s age in ­
f o r m at ion t o  t rack t runk in­
f o r m at ion group use ,  det e rmine 
t ru n k  info rm at ion g roup bu s y  
h o u r s ,  a nd determine required 
leve l s  o f  t runking ba sed upon 
me a s u red and p ro ject ed u s age . 
F il ing arrangement : G roup . 
Medium : Comp ut e r  stock p ape r . 
F requency : Dail y  . 

1 2 2  . Circuit 

A comp ut er gene rated repo rt 
c ont aining mont ly summ ary dat a 
o n  t he perform ance o f  a p a r ­
t ic u l a r  t runk (circuit ) in­
fo rmat ion group . T he repo rt 
p ro vi des sy stem me s s age in ­
f o r m at ion t o  t rack t runk in ­
fo r m at io n group use , det e rmine 
t ru n k  info rmat ion g roup bu s y  
h o u r s ,  a nd det ermine re quired 
l e ve l s  of t runking based on 
me a s u red and p rojected u se 
ove r t he long t e rm . 
F il ing a rrangement : T runk 
g roup . 
Medium : Computer stock p ape r . 
F requency : A s  reque sted.  
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DES TROY 
SUPPRESS FROM T HE SYS T E M  or 

hard copy a fter 6 
months . 

DES TROY when no l onger neede d .  



Del aye d Repo rt 
( Hourly) 

1 2 4 . Delaye d C all S umm ary Repo rt 
CDaily) . 

Del ayed S umm ary Repo rt 
(Long- T e rm) . 

SUPPRES S  FROM 
or DESTROY 

A computer gene r ated report D E S  T R O Y  when n o  longer needed. 
u s e d  t o  de t e rmine incoming 
c a l l e r s '  t o l e rance t o  delay . 
M a n age r s  use t his info rmat ion 
t o  adj ust st aff and st a ff 
sche duling . 
F i l ing arrangement : G at e  . 
Medium : Comp ut er st ock p aper . 
F re quency : D aily . 

1 2 3 .  Call P rofile 
. 

A computer gene rated report 
disp l a y ing t he dist ribut ion of 
t he del a y s  expe rience d in 
h an dl i ng a l l  incoming cal l s  t o  
t he p o s it ion st aff and group s  . 
T he report determine s incoming 
c a l l e r  t olerance delay . T he 
m a n age r use s t his informat ion 
t o  de t e rm ine if t he level s of 
a ve r age speed o f  an swe r  per­
form a n ce shoul d be ch anged to 
c ap t  ure more abandoned cal l s  . 
F i l i ng arrangement : T ime . 
Medium : Compute r st ock p ape r . 
F requency : Hourl y ,  du ring A CD 
s y stem ope r at ion s  . 

A computer gene rated report 
u se d  t o  de t e rmine incoming 
c a l l e r s ' t o l e r ance t o  del ay . 
M a n agers u se this info rmat ion 
t o  adj ust st aff and st a ff sch ­
e du l i ng .  
F i l i ng arrangement : G at e  . 
Medium : Comp ut er stock p aper . 
F re quency : D aily . 

1 2 5  . Call 

T H E SYS T EM 
when no longer 

needed . 

SUPPRES S  FROM T HE SY S T EM 
o r  DES TROY hard copy a ft e r  6 
months . 
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1 2 6 .  A s sistor Pe rform ance S umm ary 
Repo rt (Daily) • 

Repo rt 
(Long- T e rm) 

Repo rt CACRD 7 0 0 5) . 

List ing System 

SUPPRESS FROM 
or 

A computer gene rated report 

fo r all operat o r s  ( agent s )  

cont aining summary dat a o f  t he 

pe r fo r m ance of an agent fo r 

e ac h  g age assignment o f  t he 

agent . 

F il ing arrangement : Gate . 

Medium : Comput er stock p aper . 

F requency : Mont hly . 


1 2 7 . A s s i st o r  P ro file 

A comp ut er gene rated repo rt 
cont aining summary dat a on a 
p a r t icul a r  agent ( a s sistor)  in 
t e rm s  of p rimary and secondary 
p e r fo r m ance info rmat ion . 
F il ing arrangement : T ime . 
Medium : Comp uter stock p aper . 
F requency : Mont hly . 

1 2 8 . T E A C H  Root Locked Field 

A comp ut er gene rated report 

l i s t  ing c a s e s  locked to an 

ope rat o r  . 

F il ing arrangement : Employee 

numbe r . Medium : 8 1 / 2 "  x 1 1 "  

comp uter st ock p aper . 

F requency : Dail y  . 


1 2  9 .  Master o f  U sers 

A l i s t  ing which p rovide s his­ 

t o r i c a l  document at ion on all 

current and past s y s tem users . 

F il ing arrangement : Employee 

n a me and employee number . 

F requency : A s  needed o r  when 

c h ange s occur . 

Me diu m  : Combin at ion o f  p ape r 

l o g s  , s c reen image p rint s ,  and 

f l o p p y disks (op t ional) . 


THE SYSTEM 
hard copy a ft e r  6 

months . 
DES TROY 

DES TROY hard copy when no 
longer needed . 

DES TROY a fter thirty day s ,  
when cases are unlocked, or 
when no longer needed, whi ch­
ever is l at e r  . 

DES TROY 2 years after end o f  
year i n  whi ch empl oyee i s  re­
move d from the secur ity dat a 
base . 
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I nventory Report s; Ct�- , _ .  M;�ts i ng and Dest royed Media 
l 

S t orage 

E xecut ion Loa 

Report L og 

Reque st T axpaye r/ Employee/ 
( T EF) 

Log 

DESTROY 

DESTROY 
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1 3 0  . Reco rds and 

Records 
' ' 

T he s e  include Form s  3 2 2  0 u sed 2 years aft e r  end o f  
w it h  T ransact ion Code 1 
a ddit ion o r  delet ion of 
and disks . 

fo r 
t apes 

the proce s s ing year . 

1 3 1  . Ma s s  
( F orm 3 2 2 0  

C o de 1 )  

Media 
except T rans act ion DES TROY 1 year 

the proce s s ing 
a fter 
year . 

end o f  

1 3 2  . 
( Co n s o l e Cont rol s )  DES TROY 1 year 

the proce s s ing 
a fter 
year . 

end of 

DESTROY 1 year 
the proce s s ing 

a fter 
year . 

end of 

( F o rm 6 7 5 9 ) 

DES TROY 1 year a fter 
response t o  request . 

P ro blem 1 year a fter 
re s o lut i on of the stated 
problem . 

1 3 3  . Bat ch Cont rol 

1 3 4 . fo r 
F inancial Dat a 

1 3 5 . 




