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~E~U~STFORRECORD~	 ON AUTHORITY . . 

mstructions 

TO NATIONAL ARCHIVES and RECORDS ADMINISTRATION (NIR) 
W 

1 FROM (Agency or establishment)	 NOTIFICATION TO AGENCY 

De artment of the Treasu 

2 MAJOR SUBDIVISION	 In accordance with the provrsions of 44 
usc 3303a the disposition request, Internal Revenue Service including amendments, ISapproved except 
for Items that may be marked "drsposmon 

..... not approved" or "withdrawn" In column 10 ---------------------------il 
3.	 MINOR SUBDIVISION 

Information Systems 

4 NAME OF PERSON WITH WHOM TO CONFER	 5 TELEPHONE 

535-3936x3033 1.. ~TES 
Sand rs 

6 AGENCY CERTIFICATION 
I hereby certify that I am authorized to act for this agency In matters pertaining to the disposition of ItS records 

and that the records proposed for disposal on the attached __ page(s) are not now needed for the business 

of thrs agency or will not be needed after the retention periods specined, and that written concurrence from 

the General Accounting Office, under the provrsions of Title 8 of the GAO Manual for GUidance of Federal Agencies, 
X IS not Ired' 0 0 has been 

. SI9~JTU~ C;; AGENCY	 TITLE IRS Records Officer
'Ott/'J.-{A.~e 

7 8 DESCRIPTION OF ITEM AND PROPOSED DISPOSITION 9 GRSOR 10 ACTION 
ITEM 
NO 

SUPERSEDED 
JOB CITATION 

TAKEN (NARA 
USE ONLy) 

-, 

Records Control Schedule 118 for Servicewrde Information 

Systems 

Thrs Request for DIsposition Authority IS intended to cover 
records created and maintained by the Information Systems 

organization Servicewrde, Including the Chief Information 

Officer. 

The Information Systems organization, headed by the Chief 
Information Officer, IS responsible for strategic technology 

planning, planning and designing multi-functional information 

systems; data administration, coordinating and integrating 

functional systems Into the overall systems architecture, 
acqumnq, testing, developing, and maintaining computer 
equipment and software, providmq data security, and providmq 
telecommunications services 

NOTE: This Request is a reV1Slon of 
original Request submitted 10/29/96. 

, 
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Revised per conversation with Steve Cooper 10/15/97 

Records Control Schedule 118 for Servicewide Information Systems 

Item 
No. 

1 
exrstmq 
Item, 
descnp-
tion 
revised) 

2. 
(existing 
Item) 

3. 
(existing 
item) 

Description of Records 

Administrative 

Correspondence Files. 
Routine COilespolldence covelllig 
day-to-day opel atrerrs: tl allsll'IUals, 
facsimiles, alld requlsltlolls tllat 
Ielate to administlative 
I lousekeepilIg al,d facilitative loles 
of the 01ganlzatlol' and l'Ot 
plocedUlallllllatUie. (Job No. NC-
58-75-1, Item 2) 

Annual Business Review 
Reports RecOid copies of 
PIogl an I IeVlevvevaluatlolls alld 
associated COilespondence on the 
opel atlolls and actiVities of IRS 
Ieglollal offices, sel vice cel,tel s, 
alld dlstllct offices. (Job No. N1-58-
93-5, Item 3) 

Internal Audit Reports alld 'JOOIk 
papels and COlrespondence, 
ilicludllig COilespol,dellce, Iep0l1s 
on SUI veys, special studies, alld 
illvestlgatlons cOllducted jOintly nith 
other organizations (Job No NC1-
50-77-3, Iten I 1) 

(1) Record Copy. 

(2) All othel copies. 

Authorized Disposition 

Records 

Destroy after two years. 

Retire to the 'Nashll,gton National 
Recolds Cel,tel aftel 5 yeals. 
Destroy oollell 10 yeal sold. 

Destroy 3 years after completion or 
issuance of report. 

Destroy after 3 yeals of 'J~henno 
longel needed for CUI rent 
opel ations, vvhichevel is sooner. 

Stricken text indicates an existmq Item and disposition Will not change 

Revised text has been shaded 1 



"
 

Revised per conversation with Steve Cooper 10/15/97 

Records 
\ 

Item 
No. 

4. 
(new 
Item) 

5. 
(existing 
item) 

6. 
(existing 
Item) 

Control Schedule 118 for Servicewide Information Systems 

Description of Records 

GAO Reports. 
(1) Record copy of IS responses 
and copy of reports relating to tax 
systems modernization Issues. 
Arranged cbronotoincet». 
Volume 2 c f 
Annual Accumulation < 1 c f 

(2) All other copies of reports, 
correspondence generated In 
response to report, and related 
background information. 

Forms and Form Letter Files. 
peI1all,il'9 to the developn lent of 
IIltelllal and extell,al use fOll1lSalld 
tom, lettels, leVISlons, IIIStluCtioliS 
fOI pi epal atlol' al,d dlstllbutlol', 
Justifications and COOldmatiol1S. 
FO,I'I IS placed ill il1active file vvhel1 
lescilided, supelseded, 01 lendeled 
obsolete. (Note IlistOi ical copies 
al e II laliitailled ill tile Multll i1ed,a 
PIoductiollS 01VIS1011,PubllSlllllg 
Sel vices 81allcll) (Job No. NC-58-
75-1, Item 5) 

Stlbstittlte Form Files. 
Correspol1dence vvlthpi actltlonels, 
til I11S,and i,ld,v,duals Ielating to 
substitute forms tOi IRS official 
forms. Includes apploval and 
disapprovals (Job No NC-58-75-1, 
Item 13) 

Authorized Disposition 

Cutoff annually.
 
Permanent.
 
Retire to the Washington National
 
Records Center when 5 years old
 
Transfer to NARA when 20 years
 
old
 

Cutoff annually
 
Destroy when 3 years old.
 

Retire to tile Washil,gton Natiollal
 
Recol ds Celltel aftel 2 yeal s
 
Destroy aftel 10 yeal s.
 

Destroy aftel fivo years.
 

Stricken text indicates an existmq Item and disposmon Will not change 

Hevised text has been shaded 2 



•
 

Revised per conversation with Steve Cooper 10/15/97 

Records Control Schedule 118 for Servicewide Information Systems 

Item 
No. 

7. 
(existing 
Item) 

8. 
(existing 
item) 

Description of Records 

Information Systems 
Management Careers Program. 
(1)Case files dOCUlIlei ItII19 the 
selectiol' of iI,cumbel Its for 
POSltlOllSIII the ploglal". Files 
consist of Rostel of Eligibles fOI 
Plomotlon and Plomotlon 
Certificate, sucl I as FOI." 4597, VYlth 
copies of applicants' evaluatiol IS 
and boal d IIle."bel s evaluation and 
criteria used in the selection (Job 
No NC-58-75-1, Iten I 15(1). 

(2) Case files of Individual 
applicants fOI positiol ISIn the 
PIogl alii. files COIiSIStof CUIIel It 
applicatlol I, evaluatlol ISal Id othel 
pertlnel,t docul I,el Its as lequlled 
(Job No. NC-58-75-1, Itel Ii 15(2) 

Administrative Management and 
Organization Records. 
(1) TI,ese Iecol ds IIlclude studies, 
allalyses, 01 COilespondence vvhlclI 
establish poliCies, plactlces, alld 
PIogl ams for tl Ie IIlal,age."el,t of 
the Information Systems 
01gal1lzatlon. Included are 
01ganlzatlol,al ci1allges In the field 
and National Office Stlucture, 
functional Iealignments al,d 
lesponslbllitles, 101lgalld shol1 term 
planning documents. (Job No NC-
58-75-1, Iten I 1(1» 

Authorized Disposition 

Destloy 2 yea Is aftel selection 

Destroy 2 yeals after the latest
 
update
 

CutoH COilespol,del,ce aliliually,
 
studies alld case files, UPOI'
 
COlIIpletlon of study or at an
 
appl opllate pi lase.
 
Retire to the Washlngtol I Natlol,al
 
Recol ds Center after 5 years.
 
Destroyaftel 25 years.
 

Stricken text indicates an exisnnq Item and disposmon Will not change 
Hevrsed text has been shaded 3 



Revised per conversation with Steve Cooper 10/15/97 

Records Control Schedule 118 for Servicewide Information Systems 

Item Description of Records 
No. 

(2) Recol d copies lJvlllci I documel,t 
the hlstol y of the IIIf01I' latlon 
Systen IS 01gal'lzatloll These 
IecO! ds II Iclude COilespondel Ice 
and case files of tllis type lJ\1lth 

allalyses, COOldlnatlol's, applovals 
alld dlsapplovals, 
Ieco., II iielidatiolis, plans al,d 
111Iplementll Ig IMtl UCtlOIIS fOI tl Ie 
pial IS, alld allY backgloul,d 

Illatel ials lJvllich COlItllbute to an 
UI Idel standing of 01 plovlde al I 
explallatlol' fOI COlIlplete 
documents. (Job No NC-58-75-1, 
Itell' 1(2)) 

(9) Refel el Ice copies of recol ds 

listed "' Itel' IS (1) alld (2) above. 
(Job No NC-50-75-1, Itell I 1(3)) 

Authorized Disposition 

Cutoff anl,ually 01 upon completion 
of a study. 
Retire to the 'Nasi III Igton r~atiollal 
Recol ds Centel aftel 5 yeal s 01 
whellnolongel needed 
Transfer to NARA aftel 10 yeal s. 

Destroy aftel 2 yeal s. 

Stricken text indicates an existmq Item and dispositron Will not change 

Revised text has been shaded 4 
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Revised per conversation with Steve Cooper 10/15/97 

Records Control Schedule 118 for Servicewide Information Systems 

Item
 
No.
 

(new 
Item) 

Description of Records 

Study Group or Task Force Files. 
(1) Records created as a result of 
studies initiated or sponsored by 
IS on Issues or problems that have 
surfaced and resulted In national, 
regional, or local Impact on the IRS 
or taxpayers Examples are Issues 
relating to tax processing 
operations; the filing season; major 
ADP procurement strategies; 
pnvacy and secunty of taxpayer 
data, telecommunications, and 
hardware architecture. 

(a) Record copy of final reports, 
recommendations, Implementation 
plans, bnetmq papers, presentation 
matenals, publications, and related 
correspondence Arranged 
alphabetIcally 

Volume 7 c f 
Annual Accumulation vanes 

(b) Working papers, background 
information produced by the study 
group or task force 

(2) Records produced by other 
study groups or task forces dealing 
With routine operations, automation, 
or administrative Issues. 

Authorized Disposition 

Permanent. 
Cutoff annually. 
Retire to the Washington National 
Records Center when 5 years old 
Transfer to NARA when 20 years 

Cutoff 
Destroy 

Cutoff 
Destroy 

annually. 
when 3 years old. 

annually. 
when 5 years old. 

Stncken text indicates an existmq Item and disposition will not change 

Revised text has been shaded 5 



Revised per conversation with Steve Cooper 10/15/97 

Records Control Schedule 118 for Servicewide Information Systems 

Item
 
No.
 

10. 
(new 
Item) 

Description of Records 

Committee, Meeting, and 
Conference Records. 
(1) These records are created or 
maintained by committees, boards, 
groups, or during meetings, 
conferences sponsored by the 
Chief Information Officer (CIO) or 
attended by the CIO with other IS 
and senior-level IRS executives, 
Department of Treasury or other 
government officials, and contractor 
personnel, as well as speeches 
delivered by the CIO. These 
records document significant 
decrsions or discussions on policy; 
development/direction of tax 
systems modernization projects; 
budget; strategic planning; 
standards; tax processing 
operations, technology affecting 
information systems development 
and operations; and Issues relating 
to systems architecture, Integration, 
transition, security and pnvacy 

(a) Record copy of agendas, 
bnehnq papers, presentation 
matenals, minutes, speeches, final 
reports or recommendations, and 
related correspondence 
Arranged cbronoloqtcelty. 

Volume 20 c f 
Annual Accumulation 2 c f 

(b) Logistical documentation 
created in preparation for each 
conference or meeting, I.e., 
notification packages, routine 
correspondence to participants, 
printing requests, and related 
records 

Authorized Disposition 

Permanent.
 
Cutoff annually.
 
Retire to the Washington National
 
Records Center when 5 years old.
 
Transfer to NARA when 20 years
 
old.
 

Cutoff annually.
 
Destroy when 2 years old or when
 
no longer needed, whichever IS
 
sooner.
 

Stncken text Indicates an existmq Item and disposition will not change 

Revlsed'text has been shaded 6 
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Revised per conversation with Steve Cooper 10/15/97 

Records Control Schedule 118 for Servicewide Information Systems 

Item Description of Records 
No. 

(2) Records created or maintained 
by other committees or dunng 
other conferences and meetings 
dealing with routine operations or 
administrative Issues 

11. Congressional Testimony 
(new Records. 
item) Copies of testimony delivered by 

the Chief Information Officer to 
Congressional committees dealing 
With the status of Information 
Systems programs, projects or 
budget Issues. Also included are 
working drafts, Internal 
correspondence and background 
information gathered in preparation 
of each heanng. 
Note Records copies of all congressional 
testimony IS maintained by Legislative 
Affairs 

Reading Files.12. 
(1) Copies of correspondence (new 
signed by the Chief Information item) 
Officer or the Deputy Chief 
Information Officer Arranged 
chronologically. 
Volume 6 c f 
Annual Accumulation 1 c f 

(2) All other reading files. 

Authorized Disposition 

Cutoff annually.
 
Destroy when 3 years old or when
 
no longer needed, whichever IS
 
sooner
 

Cutoff annually.
 
Destroy when no longer needed for
 
operational purposes
 

Permanent.
 
Cutoff annually
 
Retire to the Washington National
 
Records Center when 2 years old.
 
Transfer to NARA when 20 years
 
old
 

Cutoff annually.
 
Destroy when 2 years old of when
 
no longer needed, whichever is
 
sooner.
 

Stncken text indicates an existmq Item and dispositron Will not change 
Hevrsed text has been shaded 7 



Revised per conversation with Steve Cooper 10/15/97 

Records Control Schedule 118 for Servicewide Information Systems 

Item 
No. 

13. 
(existing 
Item, 
descrip-
tion 
revised.) 

" 

Description of Records 

Technical Records 

Program Requirement Packages 
(PRP). RecOids COIISIStof IIIPUt 
and output data specifications alld 
lelated plocesslIlg fOil "ula IIlvolved 
In each pi ocedu Ie of an iI,foll"atioli 
systelll ~vllicll ale lequlled alld 
prepal ed fOI the developl"ellt of 
COliIputel PIogl ams fOI sel vice 
cel,tels, computill9 centels, 
Ieglol,al al,d district offices 

(1) IMF and BMF PRP's--lIlcludes 
many sectlollS, eacll of which 
pel"tall's to a pal"tlculal plolect In the 
data plocessil1g systen I. (Job No. 
NC-58-75-1, Iten I 91 (1» 

(2) FSP--cOiItallIS mallY sectlol'S 
each of which deal ~vltha sublect 
al ea of tile Sel vice Celltel data 
PIocessllig system (NOTE 
Supelseded FSP IS placed III 
Inactnte file when complete). (Job 
No NC-58-75-1, Itel II 31 (2)) 

(9) Special Plolect PRP's (IMF and 
BMF lelated)--these are of a 
continUing natule and ale updated 
pellodlcally vlfltha complete le~Vllte. 
(NOTE. Superseded pages or 
supelseded PRP's al e placed In 
inactive file) (Job No NC-58-75-1, 
IteIl131(3)) 

Authorized Disposition 

Retire to the Fedelal Recolds
 
Cel,tel 1 yeal aftel nevlf PRP is
 
lecelved.
 
Destroyaftel 9 yeals.
 

Retire to tile Federal RecOi ds
 
Celltel 1 yeaI aftel IeVISIOI101
 

supersession
 
Destroy aftel 9 yeals
 

Retire to the Fedel al Recol ds
 
Centel 1 yeal after revIsion 01
 

sepersessrerr 
Destroy aftel 9 yeals 

Stricken text indicates an existmq Item and dispositron Will not change 

Revised text has been shaded 

" 

8 



Revised per conversation with Steve Cooper 10/15/97 

Records Control Schedule 118 for Servicewide Information Systems 

Item Description of Records Authorized Disposition 
No. 

(4) 'NOI king alld Iefel ence copies of Destroy wllell 110101lgel Ileeded fOI 
PRP's (Job No NC-58-75-1, Itel'l 
31 (4)) 

14 Computer Program Dooks (CPO) 
(existing fOi the IMF, OMF, al,d tile Mastel 
Item) File and sel vice centel, Data 

Celltel, Ieglol,al 01 dlstllct offices
 
lelated ploglanls Requllel"el,ts as
 
contaliled II' the PRP's. (Ollgillal,
 
camela copy IS IIlall,tamed fOI
 
updatll,g)
 
(1) CPO 1 lI,cludlllg lUI' descllptioll Destroy 6 Inonths aftel the last 
al,d schematic dlaglan,s (nallatlve 
al,d pictule of flow of data thlougll 
the programs in the system) (Job 
No NC-58-75-1, Itelll 32(1)) 

(2) CPO 3 including COle Recold Destroy 3 I"onths aftel the last 
Layouts. (ilal d copy PICtUie of tile ploglan, ill CPO has beel' 
tape or card record). (Job r~o NC-58- dlscolltlnued. 
75-1, Itenl32(2)) 

(3) CPO 5, detailed il'StIUCtIOIISfOI Destroy 3 months aftel the last 
cOMole operatol s IUIIIIIIIg tile ploglal" In the CPO lias been 
COI'lputel PIogl ams. Iliciudes discontinued 
opel atillg iI,stl UCtlOM fOI 1/0 units, 
Set-up Switches, Iialt list, and 
Message List (Job No NC-58-75-1, Itelll 
32f4tt 

(4) File search records. (Job No Destroy ~Ii'hel' Inactive or aftel 6 
NC-58-75-1, Item 32(19)) months, whichevel is earllel 

(5) Log of file search requests. (Job Destroy aftel 6 years.No NC-58-75-1, Item 32(20)) 

Stricken text indicates an existmq Item and disposrtron Will not change 

Hevised text has been shaded 9 



Revised per conversation with Steve Cooper 10/15/97 

Records Control Schedule 118 for Servicewide Information Systems 

Item 
No. 

(New 
sub Item) 

\ 

15. 
(existing 
Item, 
descrip-
tion 
revised) 

16. 
(existing 
item, 
descrip-
tion 
revised) 

17. 
(existing 
Item, ' 
descrip-
tion 
revised) 

Description of Records 

(6) Control Log Problem Definitions 
and Problem Evaluations (PEs) and 
copies of PEs generated in the 
field 

Information Systems Equipment 
and System Requirements 
Analyses and Evaluations. Case 
files iliclude plocUlel'lelit lequests 
fOI autholltles to lease 01 pu Icllase 
eqUipmel1t, alld specifications fOI 
PIOCUIel"el,t al Id n laintenance of 
eqUlpr1ient (Job No NC-58-75-1, lIeIIl 
S6t-

Case Files of Information 
Systems Equipment Acceptability 
Testing. COI,taln plocedules al,d 
gUldelll,es for testll 'g, testll Ig fOIms, 
mtelll'l and fll lal Iepol'ts of the test, 
and related correspondence. (Job 
No NC-58-75-1, Itelll 37) 

System Acceptability Test 
Documentation (SAT). h,cludes 
PI0lect foldel s, systeli1 test plal's, 
pi edetellTimed results, test data, 
Problem Deflnltlol's, copies of 
suppoliil,g documentation, i.e., 
PAPs, AISs, Coml'uter Opelator's 
Ilal,dbook, FSPs, Gore Record 
Layouts, and End of Test Status 
Reports. (Job No NC-58-75-1, lIelll 38) 
Note: This series does not include 
documentation supporting Year 
2000 conversion testing. 

Authorized Disposition 

Destroy after 2 years 

CutoH annually 01 upon cOITipletiol'
 
of tl Ie plolect.
 
Retire to the Fedelal Recolds
 
Gelltel aftel 5 yeal s
 
Destroy aftel 15 yeal s.
 

CutoH ~vhel' test IS completed 01
 
COlItIactual IequlI ell lelits of the
 
acceptal Ice test have bee I I I' let.
 
Retire to tl Ie Washil,gtol, Natlollal
 
Recol ds Cel,tel after 3 yeal s.
 
Destroy aftel 6 yea Is
 

Destroy 1 yeal aftel completlol I of 
test-

Stricken text Indicates an existmq Item and disposttron Will not change 
Hevised text has been shaded 

\ 

10 



Revised per conversation with Steve Cooper 10/15/97 

Records Control Schedule 118 for Servicewide Information Systems 

Item 
No. 

18. 
(existing 
Item) 

19 
(new 
item) 

\ 

Description of Records 

Quality Revie1l" Feedback Sheet 
(Report 30(242)0-2) A feedback 
slleet 15 pi epal ed fOI each 
discI epallcy. Tile diSCIepallCy vII11I 
be concisely doculllel,ted alld 
categol ized by SchedullI,g, Tape 
lIbl al y, and Opel atlollS. Each 
feedback slleet VVlII be asslgl,ed a 
Quality Revievv COI,tlol Numbel, 
vvlIIclI vvillbe used to tlack, COlltlOI, 
alld file tile slleets. Tile slleets vllill 
be used as a tUin-al oUlld document 
fOI Ilifo IIIlatlolI Systeilis 
mallagel nellt to plovlde COilectlve 
actlol' to quality IeVlevvfunction. 
Media. Papel, Location 5el vice 
Center. (Job No N1-58-~3-5, 11811114) 

Tax Processing Systems 
Software and Database Design 
Programming Documentation 
developed and maintained for 
service center mainframe 
operating/security systems, 
telecommunications, transaction 
processing, and program transmittal 
software. All programs support 
National Office and field operations 
Records Include Instructions or 
quidehnes establishing program 
objective, programming 
requirements, documentation, 
design specifications, data 
dictionaries and related records 

Authorized Disposition 

Destroy vvhen 5 yeals old 

Destroy when no longer needed for 
current operations. 

Stricken text Indicates an existmq Item and disposition Will not change 

Revised text has been shaded 11 



20 

Revised per conversation with Steve Cooper 10/15/97 

Records Control Schedule 118 for Servicewide Information Systems 

Item Description of Records 
No. 

Tax Processing Systems and 
(new Administrative Systems Project 
Item) Files. Each system Initiated by the 

IRS evolves In the three phases of 
the systems life cycle, I e., the 

\ Initiation phase, design or 
development phase, and 
Implementation phase. These files 
contain records which have been 
created, updated, or finalized by 
IRS or contractor personnel who 
are developing new systems or 
making enhancements to existing 
systems. All of the documents 
described below may not be 
created for every system. 

(1) Initiation Phase 
Documentation These records 
are created and maintained during 
the Initiation phase of a system 
Examples Include, but are not 
limited to, the tollowmc Project 
Initiation Document, Charter, 
Approved Project Master Plan, 
Resource Agreements, 
Requirements Analysis, Business 
Case Analysis, Cost 
BeneflVEconomlc Analysts, 
Request for Human Resources 
Service, Agency Procurement 
Request, Delegation of 
Procurement Authority, Feasibility 
Study, other contractor dehverables, 
and all related correspondence. 

Authorized Disposition 

A. Permanent. Documentation for 
administrative systems appraised 
as permanent Transfer to NARA 
with the system. 
B Documentation for tax 
processmg and admmlstratlve 
sYstems appraised as temporary. 
Cutoff files annually. 
Retire to the Federal Records 
Center when 5 years old. 
Destroy when 10 years old. 

Stncken text mdicates an existmq Item and disposition WIll not change 

Hevised text has been shaded 12 



Revised per conversation with Steve Cooper 10/15/97 

Records Control Schedule 118 for Servicewide Information Systems 

Item Description of Records 
No. 

(2) Design/Development Phase 
Documentation. These records 
are created and maintained dunnq 
the design and development phase 
of a system Examples include, but 
are not limited to, the following: 
Analysis Specification Package, 
Functional Specification Package, 
Work Breakdown Structure, Source 
Code, Program Listings, Database 
Specifications, Version Description 
Documents, Configuration 
Management POliCY,Plan, and 
Baseline Documents, Cntical 
Design Review Documents, 
Contract Change 
Requests/Modifications, System 
Architecture Documents, 
Training Manuals/User Handbooks, 
System Administrator GUide, 
Technical Reference Manuals, 
System Test Plan, Prototvpmq 
Candidate Evaluation, Prototyping 
Plan, Statement of Work, 
Acqursmon Plan, Performance and 
Capability Validation Plan, Risk 
Analysis/Contingency Plan, System 
Security Certification, Security 
Evaluation Report, Investment 
Evaluation Review Report, Capacity 
Management Plan, 
Telecommunications Plan, Site 
Preparation Requirements/Pian, 
other contractor dehverables, status 
reports, and all related 
correspondence. 

Authorized Disposition 

A Permanent. Documentation for 
administrative systems appraised 
as permanent. Transfer to NARA 
with system 

B Documentation for tax 
processing and administratIVe 
sYstems appraised as temporary 
Cutoff files annually. 
Retire to the Federal Records 
Center when 5 years old. 
Destroy when 10 years old. 

Stricken text indicates an existmq Item and disposition will not change 

Revised text has been shaded 13 



Revised per conversation with Steve Cooper 10/15/97 

Records Control Schedule 118 for Servicewide Information Systems 

Item Description of Records 
No. 

(3) Implementation! 
Operation Phase Documentation. 
These records are created and 
maintained prior to the 
Implementation of a system. 
Examples Include, but are not 
limited to, the followmq: Decision to 
Implement, Implementation 
plan/schedule, Hardware 
Installation GUide, Hardware 
Acceptance Test Checklist, System 
Implementation & Testing 
Documents, Test Contingency Plan 
and Post-Implementation Review 
Reports, other contractor 
dellverables, status reports, and 
related correspondence 

21. Request for Information Services 
(new (RIS) memoranda from 
Item) organizational components 

requesting programming changes 
to current and planned computer 
systems. The RIS sets forth system 
requirements and IS used by IS as 
the basis for planning, estimating, 
performing and tracking a project's 
software activity, as well as the 

\.	 
overall management of IS plans 
and resources. 

(1) Onqinal requests and related 
correspondence. 

Volume 40 c f 
Annual Accumulation 8 c f 

(2) All other copies and related 
correspondence 

Stricken text Indicates an existmq Item and disposition Will not change 

Revised text has been shaded 

Authorized Disposition 

A Permanent. Documentation for 
admInistratIve systems appraised 
as permanent Transfer to NARA 
with the system. 

B Documentation for tax 
processmg and admmlstratlve 
systems appraised as temporary 
Cutoff files annually. 
Retire to the Federal Records 
Center when 5 years old. 
Destroy when 10 years old. 

Cutoff files at completion of project
 
Retire to the Federal Records
 
Center when 3 years old.
 
Destroy when 6 years old.
 

Cutoff at the end of the fiscal year.
 
Destroy when no longer needed,
 
not to exceed 3 years.
 

14 



Revised per conversation with Steve Cooper 10/15/97 

Records Control Schedule 118 for Servicewide Information Systems 

Item 
No. " 

22. 
(new 
Item) 

Description of Records 

Electronic Return File 
Specifications and Record 
Layouts for Individual Tax 
Returns (Publication 1346) 
Publication 1346 outlines the 
cornrnurucatrons procedures, 
transmission formats, character 
sets, validation cntena, and reject 
codes for filing moividual tax returns 
electronically via telephone lines to 
participating Internal Revenue 
service centers. 
(1) Copies of IMF forms, schedules, 
and Instructions used to update 
Publication 1346. 

(2) All other copies, Including 
working drafts, background 
information. 

Authorized Disposition 

Destroy when 2 years old or when 
no longer needed, whichever is 
sooner 

Destroy when 2 years old or when 
no longer needed, whichever IS 
sooner. 

23. Integrated Network and 
(new Operations Management System 
Item) (IN OMS). This system provides an 

Integrated solution to Inventory 
management of all IRS ADP 
hardware and software, network 
configuration management and IS 
problem management at 
Computing/Service Centers All 
data ISentered through Interactive, 
real time, screen displays. An 
additional inventory Interface exists 
through the use of a hand-held 
barcode scanner that reads labels 
for the purpose of performing 
Inventory certification Inventory 
records are recorded from the time 
of purchase to the time of disposal 
The database contains the tollowrnq 

Strlcke~'text indicates an existmq Item and disposition Will not change 
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Revised per conversation with Steve Cooper 10/15/97 
Records Control Schedule 118 for Servicewide Information Systems 

Item Description of Records 
No. 

components· 
(1) Operator/User Profile 
Database. The database contains 
records concerning the user's 
name, 10, password, location, 
phone number, organization, 
security level, and query time limits. 

(a) Input Records These 
records Include source documents 
used to collect information on 
adding and deleting system users, 
i.e , name, location, phone number, 
organization. 

(b) Output Records These 
records Include management 
information reports and audit trail or 
equivalent documentation. 

(2) Inventory Management 
Database. The database contains 
Information describing hardware 
and software In the Inventory by 
barcode numbers, serial numbers, 
manufacturer's name, model 
numbers, device type, location, 
disposal codes and date, 
procurement, maintenance, and 
depreciatron Information. 

(a) Input Records. These 
records Include source documents 
used to collect information 
describing the hardware/software 
and location Information, as well as 
the final drsposmon documents. 
NOTE Baseline data resulted from 
conversion of data from prevtous Inventory 
system 

Stncken text indicates an exrstmq Item and drsposinon Will not change 
Revised text has been shaded 

Authorized Disposition 

Delete record from database 
immediately upon notification that 
access to the system IS no longer 
required 

Destroy when one year old or when 
no loner needed for operational 
purposes, whichever is sooner. 

Destroy/Delete from database 
when one year old or when no 
longer needed for operational 
purposes, whichever IS sooner. 

Delete 2 fiscal years after disposal 
date 

Destroy when one year old or when 
no longer needed for operational 
purposes, whichever IS sooner. 
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Revised per conversation with Steve Cooper 10/15/97 

Records Control Schedule 118 for Servicewide Information Systems 

Item 
No. 

Description of Records 

\ (b) Output Records These 
records Include management 
Information reports, program-related 
reports, ad hoc quenes, and audit 
trail or equivalent documentation in 
electronic or hard copy formats. 

3) Network Configuration 
Management Database The 
database contains records 
descnbinq the physical and logical 
connections through parent/child 
linking of ADP equipment via a 
Local Area Network (LAN) or a 
Wide Area Network (WAN), I.e., 
bndge/routers, circuits, front end 
processor, cable interface, 
software, switches, and 
workstations 

(a) Input Records. These 
records Include source documents 
used to collect Information 
descnbrnq the hardware/software 
and location information, as well as 
final disposition documents. 

NOTE Baseline data resulted from 
conversion 
system 

of data from previous Inventory 

(b) Output Records. These 
records include management 
information reports, program-related 
reports, ad hoc quenes, and audit 
trail or equivalent documentation In 
electronic or hard copy formats 

Authorized Disposition 

Delete/Destroy from database 
when one year old or when no 
longer needed for operational 
purposes, whichever IS sooner 

Delete two fiscal years after the 
disposal date. 

Destroy when one year old or when 
no longer needed for operational 
purposes, whichever IS sooner. 

Delete/Destroy when one year old 
or when no longer needed for 
operational purposes, whichever IS 
sooner. 

Stncken text indicates an existmq Item and dispositron Will not change 
Hevrsed text has been shaded 17 
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Revised per conversation with Steve Cooper 10/15/97 

Records Control Schedule 118 for Servicewide Information Systems 

Item Description of Records 
No. 

(4) Problem Management 
Database. The database contains 
records on Computing/Service 
Center problems by ticket number 
(generated by the system), name, 
phone and location of person 
reporting problem, priority code, 
description of problem, actions 
taken to resolve and date resolved, 
Identification of the piece of 
equipment, software, or other 
appropriate Identifier related to the 
problem occurring. 

(a) Input Records. This data IS 
Input directly to the system and 
documents the date and time the 
problem was reported, name and 
location of reporting party, date and 
time problem occurred, system or 
application affected, descnption of 
the problem. 

(b) Output Records. These 
records Include information reports, 
program-related reports, ad hoc 
queries, and audit trail or equivalent 
documentation In electronic or hard 
copy formats 

(5) System Documentation 
Records. These records Include 
Inventory Management Overview 
GUide, User Reference GUide, Data 
Dictionary, File Layouts, Training 
Manual, procedural quides, and 
System Oesiqn and AnalYSIS 
Manual. 

Authorized Disposition 

Delete from three years after date 
of problem resolution. 

Delete from three years after date 
of problem resolution 

Delete/Destroy when one year old 
or when no longer needed for 
administrative, legal, audit or other 
operational purposes. 

Destroy/Delete when superseded 
or obsolete 

Stricken text mdicates an existmq Item and disposmon Will not change 
Hevised text has been shaded 18 




