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REQUEST .AUTHORITY ... 
TO DISPOSE OF RECORDS 

(See Instructions on Reuerse } 

TO:	 GENERAL SERVICES ADMINISTRATION, 
NATIONAL ARCHIVES AND RECORDS SERVICE, WASHINGTON, D.C. 20408 

1. FROM (AGENCY OR ESTABLISHMENT) 
In accordance with the provmen s of 44 U.S.C. 33030 the d.s-Treasury Department posal request, inC lud.ng amendments, IS approved except for 
Items that may be stamped "disposal not approved" or "with-2. MAJOR	 SUBDIVISION 
drawn" In column 10. Internal Revenue Service 

3. MINOR	 SUBDIVISION 

Service Centers 
4. NAME	 OF PERSON WITH WHOM TO CONFER 5. TEl. EXT. 

Ross H. Thomson	 184-6711 
6. CERTIFICATE OF AGENCY REPRESENTATIVE: 

I h6bY certify that I am authanzed to oct for thIS agency ,n maHers pertaining to the dupcso! of the agency·, record" that the proposed for duposol rn thrs Request of 
_ poge{s) are not now needed for the business of this agency or Will not be needed after the retention pen ods specified 

ActingProgram Manager, Records 
3-8-74	 Management Program

(Date)	 (TIde) 

9.7.	 8. DESCRIPTION OF ITEM SAMPLE OR 10.
ITEM NO.	 (With Inclusive Dates or Retention Periods) JOB	 NO. ACTION TAKEN 

The records covered by this request are created or
 
maintained in Internal Revenue Service Centers in
 
carrying our their functions pertaining to revenue
 
collecting and accounting; processing, analysis and
 
disposition of tax returns, tax information documents
 
and related records; mailing of tax forms, transcription

of statistical information, and preparation of special

reports.
 

1.	 Barred Deficiencies. Copies of Form 3999 used to report

statute expiration of barred deficiencies and over-

assessments and on certain no change and survey cases
 
to the regional office.
 

DISPOSE after 3 years. 

2.	 Presidential Election Campaign Fund Statement. 

DISPOSE 6 years after end of processing year. 

3.	 Annual Employer's Return for Employee's Pension or
 
Profit-Sharing Plans, including all related schedules,

documents, correspondence and exhibits, filed by the
 
employer who maintains a plan or plans for his employees
 
or for himself.
 

DISPOSE 6 years after end of processing year. 

STANDARD FORM 115 
Revised November 1970 
Prescribed by General Service. 

Administration 
fPMR (41 CfR) 101-1104 
115-105 



2 
standard ""orm No. IllJa ,• ,~

Revised NO\,~l1Iber 1951·.'
 
Prescribed by General Serviclls Admini,lratlon Job No. _ Page

GSA Reg. 3-IV-106
 • of _6__ pages 

REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

9.7. II. DESCRIPTION OF ITEM 10. 
SAMPLE OR 

ITEM NO. (WITH INCLUSIVE DATES O~ RETENTION PERIODS) ACTION TAKENJOB NO. 

4. Installment Billing Closed Case Fil~s. Includes Service 
Center notices, computer paragraphs 191 and 480 printed 
on Form 4179, blank form, used as posting documents to 
manually update installment cases. An installment case 
file is closed when the account· is timely and fully paid 
or when the account is transferred to TDA status. 

5. 

DISPOSE 1 year after calendar year in which case was 
closed. 
Transaction Registers:(a) Remittances Added to Unidentified Remittance File 
(URF). Listing of all new items added daily to the URF. 
Items are listed by district office, UR control number 
and amount. 

(b) Restricted Application from the URF. Daily listing 
of voids, dishonored checks and corrected money amounts 
for the URF. Items are listed by district and show the 
UR Control Number, amount before change, amount as 
corrected and type of correction. 

(c) Non-Master File (NMF) Application from the URF. 
Daily listing of all applications of money from the URF 
to NMF. Items are listed by district and show the UR 
Control Number, name and address of taxpayer and amount 
of money applied. 

(d) Transfer from URF to Excess Collections. Monthly
listing of unidentified items which are a year old. 
Items are listed by district office, UR Control Number 
and show amount transferred to excess collections. 

(e) Transfer Application from the URF. Daily listing 
of all items being transferred to the General Fund. 
Items are listed by district office, UR Control Number 
and show amount transferred. 

(f) URF Application to IMF, BMF and RMF. Daily listing 
of applications from the URF to the master files. Item 
counts and amounts are listed by file designation. 

(1) Accounting Branch, Unidentified Function copy.
DISPOSE after end of month balancing operations. 

(2) Accounting Branch, Journal Function copy. DISPOSE 
1 year after end of processing year. 

Fo.... copi ... , illeJ.. .ullg origiaal, to he -.bndHed to tb. Natiollal JUc:bi" .. GIlda.eOS'u s.me. 1&--1511428-2 GPO 



standard "t"Orm No. 115a	 . ..IRevised No9'tlmber 1951"	 . 
Prescribed by General Services Aduuutstration	 Job No. _ Page ---.:3<-_
GSA Reg. 3-IV-I06	 - of _6__ pages 

REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuution Sheet 

9.7.	 I. DESCIUPTION OF ITEM to. 
SAMPLE OR ITEM NO. (WITH INCLUSIVE DATES OR RETENTION PERIODS)	 ACTION TAKENJOB NO. 

J6.	 Unifentified Remittance File Analysis. Daily inventory, 
cumulative for the month, of activity on URF. Items are 
listed by district and show the previous balance, new 
balance, and cumulative totals. After inventory is 
checked and adjusted, listing becomes obsolete. 

(a) Accounting Branch, Unidentified Function copy. 

(1) Daily Analysis. DISPOSE after end of month 
balancing operations. 

(2) Monthly Analysis. DISPOSE after completion of 
the next month's balancing operation. 

(b) Accounting Branch, Journal Function copy. 

(1) Daily Analysis. DISPOSE after end of month 
balancing operations. 

(2) Monthly Analysis. DISPOSE 18 months after end 
of processing year or 1 year after internal audit 
of operations and accounts, whichever is later. 

7.	 Unidentified Remittances. 

(a) Added in last 15-45 days. Register reflects all 
items added to the file and no action has been taken. 
This register, which served as a follow-up tool, was 
not produced after January 1, 1974. DISPOSE after 
60 days. 

~) Aged 10 Months. Monthly printout used as a last 
attempt to apply money from URF before being aged to 
Excess	 Collections. DISPOSE after 60 days. 

8.	 Unidentified Remittance File Dropped Listing. A permanen 
record of the URF produced as items are aged from the 
URF after closing action. The Dropped Listing is used 
to purge the open alphabetical {paper) backup file of 
unidentified remittances. 

(a) Accounting Branch, Unidentified Function copy. 
DISPOSE 5 years after end of processing year. 

~) Accounting Branch, Journal Function copy. DISPOSE 
after 60 days. 

Fo_ c:opie., iIlchadiulJ origiual, 10 be .-.JomiHecl 10 Ibe Nalioaal &rem,.. .. _ol aecorda Service 



StandaM'i<'orm No. 116a	 ,.Revised No\~ber 1951'" 
Prescribed by General Services Adruimstratiou	 Job No. _ Page_..:.4__
GSA Reg. s-rv-ios	 - '.

of _6__ pages 

REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Connnuanon Sheet 

I	 9.8. DESCRIPTION OF ITEM	 10, 
7.	 SAMPLE OR ITEM NO. (WITH lNCLUSlV€ DATES OR ftETEHTION PERIODS;)	 ACTION TAKENJOB NO. ----------------------------------------1------1------
9.	 Alphabetic File of Unidentified Remittances, consisting
 

of miscellaneous documents, correspondence, photocopies

of checks and money orders, etc. DISPOSE 5 years after
 
end of processing year.
 

10.	 Excess Collection Posting Document. Computer ,paragraph 
550 (Form 4830). 

(a) Used as an open excess collection document. 
DISPOSE after money is applied. 

(b) Used as a closed excess collection document. 
DISPOSE 5 years after end of processing year. 

ll.	 !DRS Collection Listing of Unreserved Transaction Code 
594 and 599. Weekly listing becomes obsolete when cases 
unresolved within 20 weeks generate a transcript.
DISPOSE after 6 months or after all research is completecR 
whichever is sooner. 

12.	 Remittance Register (Daily). A daily printout, by area 
office, of the payments received and input on-line 
through the IDRS terminals. The original is mailed to 
the area office, with one copy maintained in the 
Accounting Branch for researching payment tracers and 
one copy maintained by the Accounting Branch Ledger
Function for notations and adjustments. 

(a) Accounting Branch copy. DISPOSE 1 year after end 
of processing year. 

(b) Accounting Branch Ledger Function copy. DISPOSE 
20 years after end of processing year. 

13.	 Document Register. Listing by district showing EI or 
SSN of Taxpayer, name control, tax period and amount. 

(a) Accounting Branch copy. DISPOSE I year after 
end of processing year. 

(b) Research Branch copy. DISPOSE 2 years after end 
of processing year. 

• 

F01Ucopi •• , iDc:hulilig original, to be nablllitteci to the HatioDalJUchiy" _d Recor" lie.rica 18--5QUS-2 GPO 



standllnl "Form No, 1158 ,.Bevised Nov!mber 1951'" -. 
Prescribed by General Services Aduiiutstranon	 Job No, _ Page 5GSA Reg. 3-IV-106 

oL6 __ pages 

REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

7. 8. DESCRIPTION OF ITEM	 9. 10. 
~AMPLE OR ITEM NO.	 (WITH INClUSIV£ DATES OR RETENTION PERIODS) ACTION TAKENJOB NO. 

14.	 Cumulative Register. Listing of IDRS input documents by 
document locator number and total volume received. Used 
with block proof summary. This register was not produced
after January 1, 1974. DISPOSE 1 year after end of 
processing year. 

15.	 IDRS Daily Total of Document Requests. Lists total 
volume of requests (Form 4251) by document code and tax 
class. DISPOSE 1 year after end of processing year. 

16.	 IDRS Service Center Control Case Inventory and Service
Center Control Inventory Recap. Listings are by age 
and category of the total cards controlled on IDRS which 
are still open and assigned to each Section, listed by 
Unit. 

(a) Original. DISPOSE 2 years after end of processing
 
year.
 

(b) Copies. DISPOSE upon receipt of new listing. 

17.	 IDRS Service Center Control Case Overage Listing.
Complete listing by taxpayer identification number, tax 
period, category of open cases more than 30 days old 
based on the IRS received date, assigned to each tax 
examiner. DISPOSE when new listing r~ceived. 

18.	 IDRS Pre-Journalized Recap. Contains data to journalize 
applications from the URF Credit Transfers and Area 
Office ~ayment. DISPOSE 10 years after end of processing 
year. 

19.	 RMF Accounts and Adjustments. Memorandums from IRS 
areas requesting credit transfers or adjustments.
DISPOSE 2 years after end of processing year. 

20.	 NMF Account Adjustments. Memorandums or copies of unit 
ledger cards from IRS areas requesting credit transfers 
or adjustments. DISPOSE 2 years after end of processing 
year. 

21.	 Letter to Taxpayer Concerning Refund. Form RSC 253 for 
March 1972 and prior and Form 4728 beginning March 1972,
Erroneous Refund letters and related history sheets. 
The statute for collection of erroneous refunds expires 
two years after the refund date. DISPOSE 2 years after 
end of processing year. 

Fa .... copi •• , Uaclucliug origiucal, 10 be _bnaiU .... 10 tlae Nationcal arclaiye. ODda.co ..... lI.nricD t8-611~-2 GPO 



Jtr:~b.:<i-N~\'C~lbc-r-1951· - -_ .• 
I'rcscrlbcd by Gcncrnl FerviC\)ll Aclmml.trntlon IJob No. ., _ Page,-l-,6__ 
(JSA RCI:. 3-1 V-IOO 

of _ 6 pagese	 .'\ 
REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS~Continuation Sheet• 

9.7.	 8, DESCRIPTION OF ITEM 10. 
SAMPLE ORITEM NO. (WITH INClUSIVE DATES OR RETENTION PERIODS;)	 ACTION TAKENJOB NO. 

.	 • 22.	 R~ittance Doeumonts Input to IORS by Area Officcs.
 
Various documents us~d by area officcs to input on-line
 
remittances. Documents are then mailed to service
 
center in tho accl)Uuting package \lith the certificates
 
of deposit and other eccountin.q documents. DISPOSE 5
 
yenrs after end of proceasing year.
 

23.	 IDP~ Change Notification (Em?loye~ Profile S~eurity File),

Fona 5031. Ufied to add or delete en employee en the
 
EPSF, verify employment, and to vetil,}"bacl--..ground

investigation has-been initinted. DI~P03E after cmploye~

10 no longer on the E?SF nnd completion of internal audit
 
operation.
 

24.	 m·rE' Untt Ledger Card Trfuiseription Sheet. Used to enter
 
the 1:n1FULCrecord on !DRS. DISPOSEGOdays nfter
 
cutering into IDl~.
 

Requeet	 for Delinqueney Notice or Tnt (IORS). Form 4864. 
Used to	 c9t~blish a d~U.nquency record on the 1'01 tiot1c$ 
Fila. DISPOSE60 days after record luw been in!'Ut to 
tha '!D1 Notice,),File. 

26.	 Quality Review Records. DISPOSE record copy 1 year
 
after date entry on form.
 

27.	 Quality Review Defect Lists. DISPOSE record copy 1
 
year after date entry on published document.
 

rOta copie., inchulillg origiDal, to be .ubtnitted. to t1u~National Axchive. ODd P.e-cord. Scrvico 



MANUAL TRANSMITTAL 1(15)59-

INTERNAL REVENUE SERVICE 

Purpose 

This transmits a complete revision of Chapter 1(15)59-206, Service 

CentersJof the Records Disposition Handbook, IRM 1(15)59. 

Removal and Insertion of Pages
 

Remove
 

Records Control Schedule 206:
 
Pages 1 through 37
 

Insert 

Records Control Schedule 206:
 
Pages 1 through
 

Nature of Changes and Additions 

Records Co~trol Schedule 206 is revised as follows: 

Introduction. A new group of records, Integrated Data Retrieval System 

computer outputs and related records, described and new disposal authority 

granted by the Archivist of the United States added. 

~~'~Item 20. Retention period changed.~~?.,Item 21. Retention period changed. 

Item 37. Note clarified. 

~I_ Item 46. New item covering barred deficiencies. 

Item 55. New disposal authorization covering returns in potential 

refund litigation case files. 



, 

-2-

Item 56. New disposal authorization covering returns in potential 

refund litigation case files. 

/Item 58. New disposal authorization covering returns in potential 

refund litigation case files. 

Item 91. No change, but now covers Form 4298 by reference change in 

Forms Index. 

Item 93. Words "copies of tax returns" deleted from (1). 

~~ Item 121. New item covering Presidential Election Campaign Fund 

Statement. 

~ ~ Item 122. New item covering Annual Employer's Return for Employees' 

Pension or Profit-Sharing Plan. 

qf~ Item 123. New item covering Installment Billing Closed Case Files. 

~~'~~Items 236 to 247. New items covering Integrated Data Retrieval 

System Computer Outputs and Related Records. 

Alphabetical Index. New item added for Potential Refund Litigation 

Case Files. 

Forms Index. Revised to include currently applicable information on 

forms covered by the schedule. 

Effect on Other Documents 

Manual Transmittal 1(15)59-137, dated August 20, 1973, is obsolete. 

Ray Astumian 
Acting Director,
Facilities Management Division 



e RECORDSCONTROL SCHEDULE 206- .. Page 1 

Service Centers 

•
 

€~~~~18Ff18Rteel By MS l(Hi)G 24 (Re.... 1» 
€6~~~leFAeRteel By MS l(le)G el) 

Introduction 

The records covered by this schedule are created or 
maintained in Internal Revenue Service Centers in carry-
ing out their functions pertaining to revenue collecting 
and accounting; processing, analysis and disposition of 
tax returns, tax information documents and related rec-
ords; mailing of tax forms; transcription of statistical in-
formation; and preparati0!l:'~tspecial reports. 

The records consist of .~1najor groups which repre-
sent administrative and program functions. They include: 

1. Administrative Records pertaining to the adminis-
tration, work planning and control, and operation of the 
service centers; 

2. Examination, Data Conversion and Taxpayer Serv-
ice Records, pertaining to receiving, sorting, controlling, 
error correction, transcription, unpostable and entity con-
trol, research, and taxpayer contact operations (Returns 
Processing Records); 

3. Cashier, Accounting and Adjustment Records per-
taining to the processing of tax returns and related data; 
and 

4. Machine (Paper) Printouts and Microfilm Regis-
ters, Indexes and Directories produced by service centers. 

To facilitate reference, this schedule contains a nu-
merical listing of forms and a limited alphabetical listing 
of record series cross-indexed to specific items. 

The records disposition authorizations in this schedule 
are based on administrative determinations of the Internal 
Revenue Service, disposg] authority dated June 18, 1970,) I 
aft6. March 8, 1973,) grant by the Archivist of the 
United States, and Congressio authorities contained 
in the following House Reports: .197'1(L"(I.O/'" 

No. Congress Session 
2285 84th 2nd 
819 85th 1st 

1620 85th 2nd 
690 86th 1st 

1256 86th 2nd 
1740 86th 2nd 
1600 88th 2nd 
221 89th 1st 
236 89th 1st 
637 90th 1st 

1547 90th 2nd 
1895 90th 2nd 

s: 1nf';j Ta.feL ])t).~ ,€ety /e II~I sYs few.
 
Comfufey t)tlfr",rs o...",d ~eltdec/ ,€'ec(Jy4
 

JYroLuceL or m~/rtTt).,·nt9L£/ ..reYV-I Le..
 
U '>'Tie Y.r .
 

MT 1(15)59-137 (8-20-73) IR Manual 1(15)59-206 



Records Control Schedule 206	 Page 3 

Item Description of records 
No. and disposition authorization 

ADMINISTRATIVE RECORDS 

1. General Correspondence Files. Correspondence 

• 
and related documents (not covered elsewhere in 
this schedule) to or from the National Office, re-
gional offices, district offices (including Area, Zone 
or local Office) pertaining to service center opera-
tions, instructional material, and data concerning 
organization and staffing, practices, and achieve-
ments. (Excludes records documenting significant 
procedural and organizational matters, and se-
lected records determined to have reference value 
which shall be retained.) 
(1) DISPOSE 6 years after the end of the year. 
(2) RETIRE to Federal Records Center 3 years 

after the end of the year. 
2. Administrative Files. Correspondence and related 

documents (not covered elsewhere in this sched-
ule) pertaining to housekeeping or facilitative func-
tions of the over-all administration and operation 
of the service center. 
( 1) DISPOSE 2 years after the end of the year. 

3. Delegations of Authority Files. Record copies doc-
umenting the delegations of authoritv to an indi-
vidual ~r office in accordance with prescribed 
regulations and not included in the Internal Man-
agement Document System. (These records are of 
a limited nature as opposed to delegation of au-
thority records on a continuing basis which are a 
part of the Internal Management Document Sys-
tem.) 
( 1) DISPOSE 1 year after close of the calendar 

year in which delegation of authority was 
terminated. 

4. Computer Run Books developed by the service 
center for operations under the ADP system. 
( 1) Original Run Books with supporting docu-

ments. 
(a) 
(b) 

RETAIN. 
RETIRE to Federal Records Center 
when no longer needed in current opera-
tions. 

(2) Copies of Run Books. 
(a) DISPOSE when superseded, or no longer 

needed in current operations. 
5. Evaluation, Assistance and Internal Audit Reports. 

Reports submitted by the office of Regional Inspec-
tor, regional office, and service center, together 
with related correspondence and work papers. 
Reports cover special studies, internal audits of 
operations, evaluation of program activities, con-
formance or variation to existing procedures and 
regulations for management purposes. 
( 1) Record copy. 

Item Description of records 
No. and disposition authorization 

(2)	 All other copies. 
(a)	 DISPOSE when no longer needed in cur-

rent operations, but no later than 3 
years after close of file. 

6.	 Minutes or Summaries of Conferences and Meet-
ings. Documentation of minutes or summaries of 
conferences and meetings, including information 
or decisions reached and actions taken, or to be 
taken. 
( 1)	 Record copy. 

(a)	 DISPOSE 3 years after the end of the 
year. 

(2)	 All other copies. 
(a)	 DISPOSE 1 year after the end of the 

year. 
7.	 Management Survey and Project Reports. Narra-

tive reports prepared for local implementation. 
(1)	 Record copy. 

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

(a)	 DISPOSE when no longer needed in cur-
rent operations. 

8.	 Narrative and Statistical Reports. Recurring nar-
rative, statistical, progress and production reports 
(not covered elsewhere in this schedule). 
(I)	 Record copy. 

(a)	 DISPOSE after 3 years. 
(2)	 All other copies. 

(a)	 DISPOSE when no longer needed in cur-
rent operations. 

9. Production and Work Control Transmittals, etc. 
( 1)	 DISPOSE after completion of each annual 

program. 
10.	 Production and Work Control Schedules, Registers 

and Reports. 
( 1)	 DISPOSE 1 year after completion of annual 

program. 
11.	 Systems Change Requests and supporting docu-

ments. 
( 1)	 DISPOSE 2 years after approval or rejection. 

12.	 Workshees used as source documents to prepare 
punch cards. 
( 1)	 DISPOSE after related punch cards are de-

stroyed. 
13.	 Daily Production and Batch Control Cards and 

related forms and documents used in the prepara-
tion of production control reports. 
( 1)	 DISPOSE 30 days after reports are printed. 

14.	 Work Measurement Reports. Employee time rec-
ords, reports, schedules, machine control docu-

(a) DISPOSE 3 years after close oJ file. MT 1(15)59-137 (8-20-73) IR Manual 1(15)59-206 



I	 •. . 
Records Control Schedule 206	 Page ~ 

Item Description of records Item Description of records
 
No. and disposition authorization No. and disposition authorization
 

ments, worksheets and equivalent documents. (1) Records covering courses held in parts. 
( 1)	 DISPOSE 60 days after data has been re- (a) DISPOSE 2 years after completion of 

corded and balanced. the entire course. 
(2)	 All other records (except selected over-all15.	 Work Measurement Job Requests and Input/Out- •records of training which may be retained put Schedules, etc. 

until no longer needed in current operations). ( 1)	 DISPOSE 2 years after completion of (a)	 DISPOSE 2 years after close of the year. program. 
24.	 Training and Development Records of Individuals. 16.	 Machine Logs and related documents used to re- Forms, memorandums, and reports pertaining tocord machine use on each program. participation, progress and grades; evaluations and 

(1)	 DISPOSE 1 year after date of last entry. summaries of the performance and effectiveness 
17.	 Work Measurement Master Cards. Employee Mas- of individuals in courses, training or career devel-

ter Cards; Organization, Function and Program opment projects; and applications and records of
 
Master Cards; Machine Master Cards; and equiva- students in correspondence courses.
 
lent forms and documents. ( 1) DISPOSE when no longer needed in current
 
( 1)	 DISPOSE of dropout or discontinued cards 6 operations. 

months after end of each 6-month reporting 25. Evaluations of Classroom Instructors. Forms or 
period (June 30 and December 31). memorandums used to evaluate the performance 

18.	 Work Measurement Work Planning and Control and effectiveness of classroom instructors.
 
Cards. Job Record Detail Card, Machine Hour (1) Record copy.
 
Card, Employee Performance Card, and equiva- (a) DISPOSE after completion of course or
 
lent forms and documents used for input and out- 1 year after end of instructor's assign-

put in preparing man-hour and machine-hour ment.
 
reports.	 (2) All other copies. 

(a)	 DISPOSE after 1 year. (1)	 DISPOSE 60 days after related reports are
 
printed. 26. Training Course Status Notices.
 

(1)	 Master copy. 19.	 Magnetic Tape Maintenance Records. 
(a)	 DISPOSE when superseded or obsolete. (1)	 Incident Reports. 

(2)	 All other copies. (a)	 Record copy. 
(a)	 DISPOSE when no longer needed in1 DISPOSE after 3 years. 

current operations. (b)	 All other copies. 
1 DISPOSE	 when no longer needed in 27. Training Material Status Notice Transmittals. 

current operations. ( 1) DISPOSE upon receipt of subsequent trans-
(2)	 Tape Operations Records. mittal notice. 

(a)	 DISPOSE 1 year after completion of 28. Check and Bond Issue Lists. Memorandum copies 
action. c;(e.COye/cof''j I yea.y of lists and related documents. 

(	 20. Quality Review Recordf2. ( 1) Check Issue Lists. 
(1) DISPOSE ;3 h88l(16 after date entry on form. (a) DISPOSE 3 months after date of receipt. 

s)YecDY'ol '-OfY I r=« (2) Bond Issue Lists. I 21. Quality Review Defect Lists. a.H·I!.Y' "'-a.t"e. e",fY'Y Ol'\ (a)	 DISPOSE 1 year after date of receipt. ( 1)	 DISPOSE wMR~published document ~-
l@teEi8,	 tf8~. 29. Designations of Certifying Officers. Forms, lists 

and correspondence relating to the designation of 22.	 Quality Alert Notices. Internal Revenue Service Officers and employees ( 1)	 DISPOSE 1 year after date entry of final to certify vouchers to disbursing officers for pay-action. ment from appropriated funds. Also includes rec-
23.	 Training Program Files. Schedules, timetables, ords pertaining to recommendations for appoint-


evaluations, and plans of training courses; docu- ments and revocations; and revocations and notices
 
ments and reports pertaining to participation, in- of appointments and revocations. (Note: Segre-
structions, attendance, progresss and examinations; gate terminated delegations of authority on a con-

requests for material, services and information; tinuous basis.)
 
data relating to training task forces; estimates of ( 1) DISPOSE 6 years after revocation.
 
need for training; and related data (not made a
 

•	 part of personnel files and not covered elsewhere 
in this schedule). MT 1(15)59-137 (8-20-73) IR Manual 1(15)59-206 



Records Control Schedule 

Item Description of records 
No. and disposition authorization 

(2)	 RETIRE to Federal Records Center termi-
mated or revoked delegations of authority 
after 2 years. 

30.	 Item No. 30 is reserved for future additions to the 
"Administrative Records" portion of this schedule. 

31.	 Documentation of Membership in Professional 
Organizations. Correspondence, reports, copies of 
speeches, minutes of meetings, publications, news-

I	 • 

letters, 'ana other material related to membership 
and, participation of Service officials and super-
visory 'b'mployees in professional societies and 
organizations. (Participation authorized by the 
Service.) " " .. 
(1)	 DISPOSE 6 years after the end of the year, or 

when no longer needed In. current operations. 

32.	 Protective Program Files. Correspondence, reports 
and plans reflecting implementation of Service poli-
cies and procedures developed in the administra-
tion of the Accident Prevention, Emergency Plan-
ning and Security Programs. Includes Boards of 
Inquiry and evaluation surveys or inspections in 
these three areas. 
(1)	 DISPOSE after 3 years. 

33.	 Identification Credentials and Related Documents. 
Records pertaining to receipt and issuance of credit 
cards, pocket commissions, identification cards, 
badges, transportation requests, parking permits, 
property and building passes, Civil Defense iden-
tification cards, motor vehicle operator identifica-
tions, etc. (Note: Maintain separate file of revoked 
or accounted for documents.) 
( 1)	 Accountable records. 

(a)	 DISPOSE 2 years after the end of calen-
dar year after separation of employee, 
revocation, or after listed credentials are 
accounted for. 

(2)	 All other records. 
(a)	 DISPOSE 3 months after return to is-

suing officer, or revocation. 

34.	 Emergency Planning Files. Records relating to the 
day-to-day administration and operation of the 
emergency planning program, such as program 
memorandums, correspondence and instructions 
relating to test exercises, tests of emergency com-
munications equipment, and copies of reports. 
(1)	 DISPOSE after 2 years. 

35.	 Relocation Plans and Lists. Records pertaining to 
the emergency relocation plan, and emergency 
relocation cadre assignment. 
( 1)	 DISPOSE when superseded by new plan and 

lists, or when declared obsolete. 

36.	 Safety Program Files. Correspondence and related 
documents (not covered elsewhere in this Sched-
ule) pertaining to safety program progress, com-

Item 
No. 

etc. 

37.	 Accident Case . es. Case files containing personal 
injury, investigati and motor vehicle accident 
reports; exhibits, sta: ments of fact and related 
correspondence. (Note: R:se8Pd e8~iss maiMtaiM&dI 
iAooRegionat Fadtities f\JfanagettIeiit BFftneh.) 
(1) Motor Vehicle Accident Records. . 

(a) D~SPOSE 1 year after case is closed. 
(2)	 Employee Personal Injury Records. 

(a)	 DISPOSE 1 year after date of accident. 

38.	 Certified and Registered Mail Records. Registers
 
and receipts of incoming and outgoing certified
 
and registered mail.
 
( 1)	 DISPOSE after 3 years. 

39.	 ZIP Code Directory. 
(1)	 DISPOSE after receipt of revised edition or 

when no longer needed in current operations. 

40.	 Records Disposition Files. 'Includes descriptive in-
ventories, disposal authorizations, schedules for
 
retirement of records, records transmittal and
 
receipt forms for retirement to Federal Records
 
Centers, reports of disposition, and related docu-
ments.
 
( 1) Records Transmittal and Receipt Documents. 

(a)	 Record copy.
 
1 RETAIN.
 

(b)	 All other copies. 
1 DISPOSE when no longer needed in 

current operations, or when certifica-
tion of destruction is received. 

, (2) Disposal Authorization Documents. 
(a)	 Record copy.
 

1 RETAIN.
 
(b)	 All other copies. 

1 DISPOSE	 when no longer needed in 
current operations. 

(3)	 Disposition and Holdings Reports and other 
related material. 
(a)	 Record copy. 

1 DISPOSE after 3 years. 
(b)	 All other copies. 

1 DISPOSE	 when no longer needed in 
current operations. 

41.	 Numerical History Forms Files. Form History
 
Requests for a new or revised form; Form Status
 
Notices; copies of current forms; information on
 
completed and contemplated changes or revisions,
 
including notes, rough drafts or work papers;
 
copies of regulations, administrative issuances, or
 
other instructions. Includes correspondence, con-
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Item Description of records Item escriptlon of records 
No. and disposition authorization No. nd disposition authorization e 

ference notes and documentation relating to final 
approval of forms. 
( 1)	 DISPOSE 6 years after form becomes 

obsolete. 
(2)	 RETIRE obsolete forms files to Federal Rec-

ords Center after 1 year. 
42.	 Internal Control Files. Card files, tickler files, and 

other types of files used to record action taken and 
control workflow (not covered elsewhere in this 
Schedule). 
(1)	 DISPOSE after 2 years or when no longer 

needed in current operations. 
43.	 Management Document Distribution Control, or 

equivalent records used in the control and distribu-
tion of internal management documents. 
( 1)	 DISPOSE except current card and the one 

that immediately precedes current card. 
44.	 Reference Files. Extra copies of correspondence 

and reports, reference copies of computer-produced 
reports, directives and internal management docu-
ments, or other material retained solely for refer-
ence purposes in current operations. 
( 1)	 DISPOSE when obsolete or superseded, or 

when no longer needed in current operations. 
45.	 Resident Programmer Analysts (RPA) Records.(1) DISPOSE 1 year after superseded or whenI 4". no longer ~e,*ded in current operations. 

(Note: Item Nos. ~ through 54 are reserved for fu-
ture additions to the "Administrative Records" portion of 
this Schedule.) 

RETURNS PROCESSING RECORDS 

55. Individual Income Tax Returns (Forms l040A) 
with related documents attached to the return or 
considered a part of the administrative file, regard-
less of whether the documents are physically with 
the return or maintained in an attachment file. 
(Forms 1040A consolidated with Forms 1040 be-
ginning with Tax Year 1969 and reinstated begin-
ning with Tax Year 1972.) 
( 1)	 Returns filed in original blocks in account 

number, original document locator number 
(DLN) sequence, or renumbered in docu-
ment locator number sequence on or before 
April 15. 
(a)	 DISPOSE 6 years after date of filing. 
(b)	 RETIRE to Federal Records Center be-

ginning January 2 through March 31 
following the year in which returns were 
numbered and processed. 

(2)	 Returns filed, numbered or renumbered in 
document locator number sequence April 16 
through June 30.
(a)	 DISPOSE 6 years after numbering and 

processing beginning July 1. 

RETIRE to Federal Records Center be-
ginning January 2 through March 31 
following the year in which returns were 
numbered and processed. •Returns filed, numbered or renumbered in 

document locator number sequence July 1 
through December 31. ,(a)	 DISPOSE 6 years after end of process-

ing year. 
(b)	 RETIRE to Federal Records Center be-

ginning January 2 through March 31 
following the year in which returns were 
numbered and processed. 

4)	 Returns maintained in supplemental and defi-
ciency numbered files. 
(a)	 DISPOSE 6 years after the end of the 

calendar year in which the deficiencies 
were processed and case closed. 

(b)	 RETIRE to Federal Records Center July 
1 through September 30 following the 
year in which the returns were numbered 
in the supplemental or deficiency series. 

(5)	 Returns in penalty files. Returns on which a 
penalty of 50% or more has been assessed, 
and cases for which the Intelligence Division 
has requested longer retention. 
(a)	 DISPOSE 20 years after the end of the e 

calendar year in which penalties were 
assessed and case closed. 

(b)	 RETIRE to Federal Records Center 
July 1 through September 30 foIlowing 
the year in which returns were numbered 

(~) in the penalty or supplemental series. 
56.	 Income Tax Returns Filed by Individuals, Partner- I 

ships and Fiduciaries (excludes Forms 1040A) , 
with related schedules, correspondence, audit re-
ports, work papers and other documents attached 
to the return or considered a part of the adminis-
trative file, regardless of whether the documents 
are physically with the return or maintained in an 
attachment file. 
(1)	 Returns filed in original blocks in account 

number, original document locator number 
sequence, or renumbered in document locator 
sequence on or before April 15. 
(a)	 DISPOSE 7 years after date of filing. 
(b)	 RETIRE to Federal Records Center be-

ginning January 2 through March 31 
following the year in which returns were 
numbered and processed. 

(2) Returns filed, numbered or renumbered in 
document locator number sequence April 16 
through June 30. e 
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A Item Description of records Item Description of records 
_ No. and disposition authorization No. and disposition authorization 

(a)	 DISPOSE 7 years after numbering and Returns numbered and processed January 1 
processing beginning July 1. through June 30. 

(b)	 RETIRE to Federal Records Center be- (a) RETIRE to Federal Records Center be-
ginning January 2 through March 31 ginning January 2 through March 31 
following the year in which returns were following the year in which numbered 
numbered and processed. and processed. 

(3)	 Returns filed, numbered or renumbered in Returns numbered and processed July 1 
document locator number sequence July 1 through December 31. 
through December 31. (a) RETIRE to Federal Records Center be-
(a)	 DISPOSE 7 years after end of process- ginning July 1 through September 30 

ing year. following the year in which numbered 
(b)	 RETIRE to Federal Records Center be- and processed. 

ginning January 2 through March 31 Returns in penalty and supplemental files. 
following the year in which returns were (a) RETIRE to Federal Records Center be-
numbered and processed. ginning July 1 through September 30 

following the year in which returns were(4)	 Returns filed in supplemental or deficiency 
numbered in the penalty or supplemental numbered files. I(a)	 DISPOSE 7 years after the end of the (s) series. 

calendar year in which the deficiency 59. Income Tax Index Cards. Master index cards used 
was processed and case closed. as a cross-reference to income tax returns, assess-

(b)	 RETIRE to Federal Records Center be- ment lists, ledger account cards (ULC's), and 
ginning July 1 through September 30 other documents. . 
following the year in which returns were ( 1) Index Cards for Individual, Partnership and 
numbered in the supplemental or defi- Fiduciary Income Tax Returns. 
ciency series. (a) DISPOSE 30 years after end of process-

(5)	 Returns in penalty file. Returns on which a ing year. 
penalty of 50% or more has been assessed, (b) RETIRE to Federal Records Center 5 
and cases for which Intelligence Division has years after end of processing year. 
requested longer retention. (2) Index Cards for Corporation Income Tax Re-
(a)	 DISPOSE 20 years after end of calendar turns. 

year in which penalties were assessed or (a) RETAIN.
 
case closed. (b) RETIRE to Federal Records Center 5
 

(b)	 RETIRE to Federal Records Center years after end of processing year. 
July 1 through September 30 following 60. Unsigned and Undeliverable Tax Returns which 
the year in which returns were numbered are not processed or numbered. (~)t in the penalty or supplemental series. ( 1) DISPOSE 3 years after end of processing 

57.	 Declaration of Estimated Individual Income Tax year.
 
or Equivalent Forms.
 6l.	 Estate Tax Returns (originals). Includes related
( 1)	 Taxable Declaration of Estimated Income schedules, correspondence and documents such as 

Tax or equivalent forms with remittance. wills, affidavits of appraisals, trust agreements,
(a)	 DISPOSE 4 years after date filed. power of attorney. briefs, etc., and any related gift 
(b)	 Declarations numbered and processed tax returns filed by decedent. 

January 1 through December 31. (1)	 RETAIN.
1 RETIRE to Federal Records Center (2)	 RETIRE to the Federal Records Center 4

beginning January 2 through March years after end of processing year. 
31 following the year in which num-

62.	 Gift Tax Returns. Form 709, United States Gift bered and processed. 
Tax	 Return; Form 710, Gift Tax Donee's or(2)	 Non-taxable Declarations. 
Trustee's Information Return of Gifts; Form 882, (a)	 DISPOSE upon receipt. 
Statement of Gift Tax Due; and all related corre-(3)	 Taxable Non-remittance Declarations. spondence and documents not associated with(a)	 DISPOSE upon receipt. Estate Tax Returns. 

58.	 Corporate Income Tax and Excess Profits Tax Re- (1)	 RETAIN. 
turns including all related documents, correspond-
ence and exhibits. 
(1)	 RETAIN. MT 1(15)59-137 (8-20-73) IR Manual 1(15)59-206 
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Item Description of records Item Description of records 
No. and disposition authorization No. and disposition authorization 

63.	 Gift Tax Information Card. Master index of gift 
tax returns which show name, district, account 
number, etc. 
(1)	 RETAIN. 

64.	 Capital Stock Tax Returns with related corre-
spondence, records and documents. (Declared 
Value Excess Profits Tax Act repealed for the 
years after June 30, 1946.) 
(1)	 DISPOSE 30 years after end of processing 

year. 
65.	 Employment Tax Returns filed by employers and 

covering withholding, social security, railroad re-
tirement and unemployment taxes, including Sched-
ule A (Form 940) not agreeing with the amount 
claimed as credit, and related documents and cor-
respondence. 
( 1)	 DISPOSE 6 years after end of processing 

year.
(2)	 RETIRE to Federal Records Center begin-

ning January 2, 1 year after the end of the 
year in which returns were numbered and 
processed. 

66.	 Schedule A (Form 940) certified as agreeing with 
records of the states, or falling within the pre-
scribed tolerances. 
( 1)	 DISPOSE 30 days after receipt. 

67.	 Miscellaneous Tax Returns covering excise tax re-
turns on diesel fuel, gasoline, lubricating oils, tele-
phone, telegraph, transportation, etc., with related 
correspondence and documents. 
( 1)	 DISPOSE 6 years after end of processing 

year.
(2)	 RETIRE to Federal Records Center begin-

ning January 2, 1 year after the end of the 
year in which the latest included returns were 
numbered and processed. 

68.	 Extension Records. Correspondence and forms 
(not associated with related tax returns) allowing 
or disallowing taxpayers to extend time in which 
to file a return or make a tax payment due and tax-
payers' applications for a change in accounting 
period.
( 1)	 DISPOSE 3 years after end of calendar year 

in which request for extension or change in 
accounting period was filed. (Parent corpora-
tions file consolidated applications at service 
centers. Information copies on subsidiaries 
filed by such corporations at district offices 
and subsequently forwarded to service centers 
may be disposed of upon receipt.) 

69.	 Notice of Nonreceipt of Tax Returns including tax 
delinquency investigations and related correspond-
ence. 
( 1)	 DISPOSE 5 years after end of processing 

year. 

(2)	 RETIRE to Federal Records Center 3 years 
after end of processing year. 

70.	 Employer's Application for Identification Number 
(EIN). 
( 1)	 DISPOSE 6 years after the end of year in 

which processed. 
(2)	 RETIRE to Federal Records Center begin-

ning July of the year following the processing 
A 

year. 
71.	 Application for Exemptions and Register. Applica-

tions for exemption from tax responsibilities and 
regulations applying to restricted or specially con-
trolled businesses such as amusements, narcotics, 
firearms, etc.; applications for registry as person 
liable for admission tax after a change in owner-
ship; or equivalent forms with related correspond-
ence and documents. 
( 1)	 DISPOSE 5 years after filing. 
(2)	 RETIRE to Federal Records Center after 

January 1 of the year following the processing 
year. 

n.	 Exemption Application Files with related docu-
ments and correspondence. 
( 1)	 DISPOSE 15 years after termination or re-

vocation of exemption status. 
(2)	 RETIRE to Federal Records Center follow-

ing the year in which exempt status was ter-
minated or revoked. 

73.	 Federal Insurance Contributions Act Tax Exemp-
tion Waivers and related correspondence. 
(1)	 DISPOSE 10 years after the end of year in 

which processed. 
(2)	 RETIRE to Federal Records Center begin-

ning January of the third year following the 
year in which processed. 

74.	 Public Event Manifests. Samples of tickets printed' 
along with name of printer, person or organization 
ordering the tickets and quantity of tickets pro-
duced. 
(1)	 DISPOSE 1 year after end of calendar year 

showing date of event. 
75.	 Report of Occupation Subject to Special Taxes. 

( 1)	 DISPOSE 5 years after date of report. 
(2)	 RETIRE to Federal Records Center 2 years 

after date of report. 
76.	 Special Taxpayer List. List of names of all persons, 

including wagering, who have applied for special 
tax stamps. 
(1)	 DISPOSE 30 years after end of processing 

year. 
(2)	 RETIRE to Federal Records Center 5 years 

after end of processing year. 
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Item Description of records Item Description of records 
No. and disposition authorization No. and disposition authorization 
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77.	 Waiver Certificate to Collect Social Security Cov-
erage, Exemption from Self-Employment Tax for 
Ministers, Members of Religious Orders and Chris-
tian Science Practitioners, Public Officers, State or 
Political Subdivision Employees, etc. 
(1)	 RETAIN. 

78.	 Social Security Tax Correction Records. Corre-
spondence, forms and documents used to correct 
discrepancies in Social Security tax account. 
(1)	 DISPOSE 4 years after end of processing 

year. 
(2)	 RETIRE to Federal Records Center 1 year 

after corrections are made. 
79.	 Delinquency or Correction Notices. Social Security 

Administration form to request District Director to 
furnish additional information about wages paid to 
wage earner. 
( I)	 DISPOSE 5 years after end of processing 

year. 
(2)	 RETIRE to Rederal Records Center when no 

longer needed in current operations. 
80.	 Gasoline and Lubricating Oil Bonds. Bonds previ-

ously executed by manufacturers or producers of 
lubricating oil and by producers or importers of 
gasoline as required by IRC 4101, and which have 
since been terminated as in the case of discon-
tinued businesses or businesses no longer requiring 
a bond. Bonds may also have been cancelled by 
the insurety. 
(1)	 DISPOSE 6 years after termination or can-

cellation of bond. 
8!.	 Envelopes held for postmark cross-reference pur-

poses after normal statutory filing dates have 
passed. 
(1)	 DISPOSE 6 years after end of processing 

year. 
(2)	 RETIRE to Federal Record, Center 3 years 

after end of processing year. 
82.	 Federal Use Tax Return on Highway Motor Vehi-

cles. Return of tax due on use of highway motor 
vehicle. 
(I)	 DISPOSE 6 years after the end of the taxable 

fiscal year in which return was processed. 
(2)	 RETIRE to Federal Records Center 2 years 

after the end of the taxable fiscal year in 
which return was processed. 

83.	 Election by Small Business Corporations. Filed by 
qualifying small business corporations who make 
election not to be subject to taxes as prescribed in 
IRC 1372. 
(1)	 RETAIN. 

84.	 A uthorization Registration for Tax-Free Transac-
tions. Application and certificate form filed by 
manufacturers, producers or vendees who desire to 
make tax-free purchases of taxable articles for fur-

ther manufacture of taxable articles, or for resale to 
manufacturers for that purpose. 
( I)	 DISPOSE 1 year after termination, revoca-

tion or after authorization is no longer re-
quired. 

85.	 Information Returns and related documents sub-
mitted by domestic and foreign firms to advise the 
names, amounts and types of income, other than 
salary, paid to individuals. 
( 1)	 Information Returns associated with income 

tax returns. 
(a)	 DISPOSE or RETAIN. as appropriate, 

when related income tax returns are 
destroyed or retired. 

(2)	 Residue of Information Returns not associ-
ated with related income tax returns. 
(a)	 DISPOSE concurrently with selection of 

the specified sample returns but not later 
than 3 months after the total sample is 
selected, or after notification that sam-
ple will not be made. 

86.	 Public Inspection Files of Returns of Organiza-
tions or Fiduciaries Exempt from Income Tax, 
maintained apart from the "return" portion of these 
forms. 
( 1)	 DISPOSE 4 years after end of processing 

year. 
87.	 Undelivered Forms W-2, Withholding Tax State-

ment, transmitted by employers to the service cen-
ter. 
(1)	 DISPOSE January 2 of the year following the 

year in which prepared. 
88.	 Wa.t'es and Tax Statements, Forms W-2, Copy B 

(Withholding Tax Statement), received from tax-
payers. 
(1)	 Wage and Tax Statements associated with tax 

returns. 
(a)	 DISPOSE when related tax returns are 

destroyed. 
(2)	 Wage and Tax Statements not attached or not 

associated with the related tax return when 
received in the service center or through sub-
sequent prescribed procedures. 
(a)	 DISPOSE after end of processing year in 

which statements were received. 
89.	 Wage and Tax Statements and Reconciliation of 

Income Tax Withheld, and Transmittal of Wages 
and Tax Statements received from employers. 
(1)	 DISPOSE concurrently with selection of the 

specified sample (if sample is made) but not 
later than 3 months after the total sample is 
selected, or after notification that sample will 
not be made. 

MT 1(15)59-137 (8-20-73) IR Manual 1(15)59-206 



Records Control Schedule 206	 'Page ie: 

Item Description of records Item Description of records 
No. and disposition authorization No. and disposition authorization 

90.	 Magnetic Tape Correspondence Files relating to 
the receipt, processing, and return of magnetic 
tapes containing Forms W-2, Wage and Tax State-
ment; Form 1087, Nominee's Information Re-
turns; and Form 1099, U.S. Information Return; 
payment data filed by Government and non-
Government organizations in lieu of paper docu-
ments and the processing of paper documents that 
have been filed to supplement or amend the tape 
files. (Note: Disposal of the information returns 
and payment data documents are covered else-
where in this Schedule.) 
(1)	 DISPOSE 3 years after end of processing 

year. 
91.	 Transmittal, Receipt and Control Records. Corre-

spondence, teletype, transmittal letters, reports, 
and transmittal receipt and control documents, 
etc., (not covered elsewhere in this Schedule) 
pertaining to receiving, controlling and trans-
mitting tax returns, taxpayer account registers, and 
related documents. 
(1)	 DISPOSE 1 year after end of processing year. 

92.	 Advice of Transmittal used to transmit schedules 
to the Social Security Administration. 
(1)	 DISPOSE 1 year after end of processing year. 

93.	 Taxpayer Correspondence Files. 
( 1)	 Correspondence to and from the public re-, questing information, ~@Pi8!! 8f ttln IstUlIIS, 

blank forms, or publications; notification of 
change of address; or letters of general inquiry 
from taxpayers or their representatives which 
do not involve substantive tax liability ques-
tions, and which when answered or noted, 
complete the cycle of correspondence and 
have no value for a more extended reference. 
(a)	 DISPOSE after reply is made, informa-

tion is furnished, or appropriate changes 
are made in Service's records. 

(2)	 Loose schedules; Form 1310, Statements of 
Claimant to Refund Due Deceased Taxpayer; 
copies of death certificates; etc., not associated 
with applicable return. 
(a)	 DISPOSE 1 year after due filing date of 

tax return. 
(3)	 Correspondence maintained in suspense file 

not associated with returns or other docu-
ments, or covered elsewhere in this schedule. 
(a)	 DISPOSE 30 days after file is closed. 

( 4)	 Correspondence requesting copies of tax 
returns. 
(a)	 DISPOSE 4 months after request has 

been filled. 

94.	 Source Documents used for the establishment of 
master files, consisting of mail slips, addressograph 
plate lists, alphabetical listings by districts and 

other lists of business firms used to perfect the 
master file. 
(1)	 DISPOSE 60 days after data has been con-

verted to magnetic tape, the tape verified and 
corrected, and master file established. 

95.	 Notice of Action for Entry on Master File or equiv-
alent forms.
 
( 1) DISPOSE 5 years after end of processing •year. 
(2)	 RETIRE to Federal Records Center 1 year 

after end of processing year. 
96.	 Master File Entity Change, or equivalent forms not
 

associated with case files.
 
( 1)	 DISPOSE 5 years after end of processing 

year. 
(2)	 RETIRE to Federal Records Center 3 years 

after end of processing year. 
97.	 Block Control Cards, and equivalent forms used as
 

a card control for documents introduced through
 
the processing cycle.
 
( 1)	 Master Control Cards. 

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

(2)	 Other Cards. 
(a)	 DISPOSE 30 days after data has been 

converted to magnetic tape and tape 
balanced and verified. 

98.	 BMF and IMF Entity Change Cards used in the 
preparation and maintenance of the Business 
Master File (BMF) and the Individual Master 
File (IMF). 
(1)	 DISPOSE 14 days after data has been con-

verted to magnetic tape and tape balanced 
and verified. 

99.	 BMF and IMF Data Cards and related worksheets
 
and transcripts, used to transcribe data to the
 
master files.
 
(1)	 DISPOSE 14 days after data has been con-

verted to magnetic tape and tape balanced 
and verified. 

100.	 Document Reject Cards and Transmittals used in 
processing transactions to the IMF and BMF 
programs. 
( 1)	 DISPOSE 60 days after removal from Reject 

File. 
101.	 Unpostable Cards and equivalent records used as 

source documents to facilitate the correction of 
unpostable transactions. Used in all research, 
especially in payment tracing and Social Security 
Number (SSN) and Employer Identification Num-
ber (EIN) changes. (Includes nullified unpostable 
cards.) 
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(1)	 DISPOSE 3 years after end of processing year 
in which closed, or when no longer needed for 
internal audit. 

(2)	 RETIRE to Federal Records Center 1 year •	 after end of processing year in which closed . 
102.	 Unpostable, Error and Reject Registers and List-

ings prepared and used at service centers to perfect 
the master file and resolve errors made in proc-
essing and perfecting operations. 
( 1)	 DISPOSE after 60 days, or when no longer 

needed in current operations whichever is the 
longer period, unless the Supervisory Auditor 
at the service center asks for them to be re-
tained for a longer period. 

103.	 Blocks Out of Balance Listings. 
( 1)	 Blocks Out of Balance Listings and Source 

Documents Reflecting Corrective Action 
Taken. 
(a)	 DISPOSE 90 days after data has been 

converted to magnetic tape and tape has 
been balanced and verified. 

(2)	 Blocks Out of Balance Card Check List. 
(a)	 DISPOSE 90 days after end of process-

ing year. 
104.	 Block Proof Listing Register. Register is printed 

each cycle reflecting each document "input" in that 
cycle separated as to IMF and BMF in DLN 
sequence. Used daily to furnish information to the 
district offices, other service centers, and taxpayers. 
( 1)	 DISPOSE 2 years after end of processing 

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

SSN (IMF), master file tax code, tax period, name 
control by type of tax return and computer para-
graph number. 
(1)	 DISPOSE 3 years after end of processing 

year. 
(2)	 RETIRE to Federal Records Center 1 year 

after end of processing year. 

106.	 Transcript Edit Sheets used in extracting data from 
returns for statistical processing programs. 
( 1)	 DISPOSE after completion of each annual 

program upon notification by Statistics Divi-
sion, National Office. 

107.	 Quality Assurance Sample Selection Sheets and 
Assurance Control Sheets used to select and ex-
amine a group of returns for National Office qual-
ity assurance review. 
( 1)	 DISPOSE 1 year after completion of annual 

program upon notification by Statistics Divi-
sion, National Office. 

108.	 Statistics of Income Program Tabulating Cards 
used for statistical processing of selected tax 
returns. 

Item Description 01 records 
No. and disposition authorization 

(1)	 DISPOSE after completion of each annual or 
other periodic program upon notification by 
Statistics Division, National Office. 

109.	 Sample Selection Sheets. 
( 1)	 DISPOSE 1 year after completion of annual 

program unless notified otherwise by Statistics 
Division, National Office. 

110.	 Sample Receipts Control Cards used to key punch 
Sample Selection Sheets. 
( 1)	 DISPOSE after completion of each annual 

program upon notification by Statistics Divi-
sion, National Office. 

111.	 Sample Selection Sheets and Data Identification 
Records issued in the Taxpayer Compliance Meas-
urement Program. 
( 1)	 DISPOSE 6 months after completion of an-

nual program upon notification by Statistics 
Division, National Office. 

112.	 Block Proof Cards used as block proof control 
card for statistical processing of selected corpora-
tion tax returns. 
(1)	 DISPOSE after completion of each annual 

program. 

113.	 Document Control Slips used to control and route 
statistical documents in service centers and which 
are not returned with the documents or returns 
processed. 
( 1)	 DISPOSE 1 year after end of processing year 

upon notification by Statistics Division, Na-
tional Office. 

114.	 Statistical Processing Progress Reports on com-
pleted documents each week. 
(1)	 DISPOSE 4 years after end of processing 

year. 
(2)	 RETIRE to Federal Records Center 2 years 

after end of processing year. 

115.	 Validation Certificates of Prior American Owner-
ship and Interest Equalization Tax Compliance. 
(Retained in Andover Service Center.) 
(1)	 RETAIN. 
(2)	 RETIRE to Federal Records Center 6 months 

after completion of matching and verification 
operations. 

116.	 Social Security Tax Record Card, Title IX. Record 
Card or equivalent records pertaining to wage and 
excise tax returns. 
( 1)	 DISPOSE 10 years after end of processing 

year. 
(2)	 RETIRE to Federal Records Center when no 

longer needed in current operations. 
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No. and disposition authorization
 

117.	 Exempt Organization Master File and Pension 
Trust Entity Changes and Transmittals. 
( 1)	 DISPOSE 2 years after end of processing 

year. 
118.	 Miscellaneous Listings. 

( 1) Block Listings for Master File Returns. 
(a)	 Original Copy. 

1 DISPOSE	 when related returns are 
destroyed. 

(b)	 Duplicate copy used as source document 
for service center control file. 
1 DISPOSE 3 years after end of proc-

essing year. 
(2)	 Block Listings for Non-Master File Returns. 

(a)	 Original Copy. 
1 DISPOSE	 when stripped from return 

filed in alpha sequence or when return 
filed in DLN sequence is destroyed. 

(b)	 Duplicate copy with assessment informa-
tion on reverse side. 

INS I:/(.,..: 1 DISPOSE 30 years after end of proc-
essing year. 

Uf. 2 RETIRE to Federal Records Center 
I ).J... 5 years after end of processing year. 

(c)	 Triplicate copy used as source documentI:D. 
for service center control file. 
1 DISPOSE 3 years after end of proc-

essing year. 
119.	 Examination Records Processed for Non-Master 

File Returns, no returns attached. 
( 1)	 DISPOSE 3 years after end of processing 

year. 
120. Declarations oj Receipts of Political Contributions. 

(1)	 DISPOSE on April 15, 5 years following the 
yea~R~e on upper right hand side of forms. \ 

(Note: Items ~ through 129 are reserved for future 
additions to the "Returns Processing Records" portion 
of this schedule.) 

CASHIER, ACCOUNTING AND
 
ADJUSTMENT RECORDS
 

130.	 Document Remittance and Assessment Registers, 
Certificates of Deposit. Copies of registers and 
related documents and journals prepared for the 
control, classification and applications of tax pay-
ments received for deposit retained in the Clearing 
and Deposit Section, Receipt and Control Branch, 
Examination Division. 
(1)	 DISPOSE 1 year after end of processing year. 

131.	 Daily Record of Teller Remittances. Daily account-
ing and recapitulation of individual teller receipts 
including cash, checks and money orders, with 
related papers (NCR or adding machine tapes) 
used in connection with the teller's daily balancing, 

Item Description 0/ records 
No. and disposition authorization 

(a)	 DISPOSE 2 years after end of process-
ing year. 

(2)	 Teller's Copy (duplicate). 
(a)	 DISPOSE after 1 month. •132.	 Block Number Control. Daily record maintained 

by each district and service center for each type of 
return or document which serves as a control for 
the assignment of block numbers. 
(1) DISPOSE 1 year after end of processing year. 

133.	 Distribution Ledgers. Records maintained showing 
the distribution of change-making funds to all sub-
agents by the Agent Cashier. 
( 1)	 DISPOSE 2 years after end of processing 

year. 

134.	 Statements of Advance of Change-Making Funds. 
An annual accounting by sub-agents (tellers) and 
the Agent Cashier (Director) of all advances of 
change funds to the regional disbursing office. 
( 1)	 DISPOSE 2 years after end at processing 

year. 

135.	 Armored Car Messenger Receipts from carriers for 
cash and checks, etc., received for deposit in banks. 
( 1) DISPOSE 1 year after end of processing year. 

136.	 Receipts for Payment of Taxes. Duplicates of 
receipts issued to taxpayers for payments received. 
( 1)	 DISPOSE 5 years after end of processing 

year. 

137.	 Discovered Remittance Lists. Listing used to re-
cord and control cash remittances discovered in 
mail extraction and remittance documents (includ-
ing cash) discovered in areas outside of mail 
extraction. 
( 1) DISPOSE 1 year after end of processing year. 

138.	 Special Tax Assemblies. 
( 1)	 Unused Assemblies. 

(a)	 DISPOSE 60 days after receipt of new 
issue. 

(2)	 Voided Assemblies. 
(a)	 DISPOSE concurrently with the process-

ing of valid special tax stamps. 

139.	 Records of Stamp Transactions. Forms and records 
relating to the requisitioning, sale, inventory and 
accountability of stamps. 
( 1)	 DISPOSE 3 years after the close of year in 

which the stamps were sold. 

140.	 Cover Certificates in lieu of lost or destroyed spe-
cial tax stamps. 
( 1)	 DISPOSE 1 year after issuance of last certifi-

cate in book. 

141.	 Punch Card Requests for taxpayer address infor-

( 1) Original with tapes attached.	 MT 1(15)59-137 (8-20-73) IR Manual 1(15)59-206 
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121. Presidential Election Campaign Fund Statement. 

(1) DISPOSE 6 years after end of processing year. 

(2) RETIRE to Federal Records Center beginning January 

the end of processing year. 

2 following 

122. Annual Employer's Return for Employee's Pension or Profit-Sharing Plans, 

including all related schedules, documents, correspondence and exhibits, 

filed by the employer who maintains a plan or plans for his employees 

or for himself. 

(1) 

(2) 

DISPOSE 6 years after end 

RETIRE to Federal Records 

of processing year. 

Center 20 months after end of processing 

year. 

123. Installment Billing Closed Case Files. Includes Service Center notices, 

computer paragraphs 191 and 480 printed on Form 4179, blank form, used 

as posting documents to manually update installment cases. An install-

ment case file is closed when the account is timely and fully paid or 

when the account is transferred to TDA status. 

(1) DISPOSE 1 year after calendar year in which case was closed. 
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Note	 following Item No. 220: 

(Note:	 Items 221 through 225 are being reserved for future additions to 

the Machine (Paper) Printouts and Microfilm Registers, Indexes 

and Directories portion of this Schedule.). 

Integrated Data Retrieval System Computer Outputs and Related Records. 

226. (1) Transaction Registers: 

(a)	 Remittances Added to Unidentified Remittance File (URF). 

Listing of all new items added daily to the URF. Items 

are listed by district office, UR control number and . 

amount. 

(b)	 Restricted Application from the URF. Daily listing of 

voids, dishonored checks and corrected money amounts for 

the URF. Items are listed by district and show the UR 

Control Number, amount before change, amount as corrected 

and type of correction. 

(c)	 Non-Master File (NMF) Application from the URF. Daily 

listing of all applications of money from the URF to 

NMF. Items are listed by district and show the UR Control 

Number, name and address of taxpayer and amount of money 

applied. 

(d)	 Transfer from URF to Excess Collections. Monthly listing 

of unidentified items which are a year old. Items are 

listed by district office, UR Control Number and show 

amount transferred to excess collections. 



-2-

(e)	 Transfer Application from the URF. Daily listing of all 

items being transferred to the General Fund. Items are 

listed by district office, UR Control Number and show 

amount transferred. 

(f)	 URF Application to IMF, BMF and RMF. Daily listing of 

applications from the URF to the master files. Item 

counts and amounts are listed by file designation. 

(t)	 Accounting Branch, Unidentified Function copy. 

(a) DISPOSE after end of month balancing operations. 
v 

(~)	 Accounting Branch, Journal Function copy. 

(a)	 DISPOSE 1 year after end of processing year. 

227. Unidentified	 Remittance File Analysis. Daily inventory, cumulative 

for the month, of activity on URF. Items are listed by district and 

show the previous balance, new balance, and cumulative totals. After 

inventory is checked and adjusted, listing becomes obsolete. 

(1)	 Accounting Branch, Unidentified Function copy. 

(a)	 Daily Analysis. 

1 DISPOSE after end of month balancing operations. 

(b)	 Monthly Analysis. 

1	 DISPOSE after completion of the next month's balancing 

operation. 

(2)	 Accounting Branch, Journal Function copy. 

(a)	 Daily Analysis. 

1 DISPOSE after end of month balancing operations. 

(b)	 Monthly Analysis. 

1	 DISPOSE 18 months after end of processing year or 1 year 

after internal audit of operations and accounts, whichever 

is later. 
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228.	 Unidentified Remittances. 

(1)	 Added in last 15-45 days. Register reflects all items added to 

the file and no action has been taken. This register, which 

served as a follow-up tool, was not produced after January 1, 

1974. 

(a)	 DISPOSE after 60 days. 

(2)	 Aged 10 Months. Monthly printout used as a last attempt to 

apply money from URF before being aged to Excess Collectio~s. 

(a)	 DISPOSE after 60 days. 

229.	 Unidentified Remittance File Dropped Listing. A permanent record of 

the URF produced as items are aged from the URF after closing action. 

The Dropped Listing is used to purge the open alphabetical (paper) back-

up file of unidentified remittances. 

(1)	 Accounting Branch, Unidentified Function copy. 

(a)	 DISPOSE 5 years after end of processing year. 

(b)	 RETIRE to Federal Records Center 2 years after end of 

processing year. 

(2)	 Accounting Branch, Journal Function copy. 

(a)	 DISPOSE after 60 days. 

230.	 Alphabetic File of Unidentified Remittances, consisting of miscellaneous 

documents, correspondence, photocopies of checks and money orders, etc. 

(1)	 DISPOSE 5 years after end of processing year. 

(2)	 RETIRE to Federal Records Center 1 year after closed (listed on 

URF Dropped Listing). 
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231. Excess Col~ection Posting Document. Computer;Paragraph 550 (Form 4830) 

2 
, ' - .,-

(1)	 Used as an open excess collection document. 

(a)	 DISPOSE after money is applied. 

(2)	 Used as a closed excess collection document. 

(a) DISPOSE 5 years after end of processing year. 

232.	 IDRS Collection Listing of Unreserved Transaction Code 594 and 599. 

Weekly listing becomes obsolete when cases unresolved within 20 

weeks generate a transcript. 

(1)	 DISPOSE after 6 months or after all research is completed 

whichever is sooner. 

233.	 Remittance Register (Daily). A daily printout, by area office, of 

the payments received and input on-line through the IDRS terminals. 

The original is mailed to the area office, with one copy maintained 

in the Accounting Branch for researching payment tracers and one 

copy maintained by the Accounting Branch Ledger Function for 

notations and adjustments. 

(1)	 Accounting Branch copy. 

(a) DISPOSE 1 year after end of processing year. 

(2)	 Accounting Branch Ledger Function copy. 

(a)	 DISPOSE 20 years after end of processing year. 

(b)	 RETIRE to Federal Record Center 3 years after end of 

processing year. 
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234.	 Document Register. Listing by district showing EI or SSN of 

Taxpayer, name control, tax period and amount. 

(1) Accounting Branch copy. 

(a) DISPOSE 1 year after end of processing year. 

(2) Research Branch copy. 

(b) DISPOSE 2 years after end of processing year. 

235.	 Cumulative Register. Listing of IDRS input documents by document 

locator number and total volume received. Used with block proof 

summary. This register was not produced after January 1, 1974. 

(1) DISPOSE 1 year after end of processing year. 

236.	 IDRS Daily Total of Document Requests. Lists total volume of 

requests (Form 4251) by document code and tax class. 

(1) DISPOSE 1 year after end of processing year. 

237.	 IDRS Service Center Control Case Inventory and Service Center Control 

Inventory Recap. Listings are by age and category of the total cards 

controlled on IDRS which are still open and assigned to each Section, 

listed by Unit. 

(1)	 Original. 

(a) DISPOSE 2 years after end of processing year. 

(2) Copies. 

(a)	 DISPOSE upon receipt of new listing. 

238.	 IDRS Service Center Control Case Overage Listing. Complete listing 

by taxpayer identification number, tax period, category of open cases 

more than 30 days old based on the IRS received date, assigned to 

each tax examiner. 

(1) DISPOSE when new listing received. 
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239.	 IDRS Pre-Journalized Recap. Contains data to journalize applications 

from the URF Credit Transfers and Area Office Payment. 

(1)	 DISPOSE 10 years after end of processing year. 

(2)	 RETIRE to Federal Records Center 1 year after internal audit of 

operations. 

240.	 RMF Accounts and Adjustments. Memorandums from IRS areas requesting 

credit transfers or adjustments. 

(1)	 DISPOSE 2 years after end of processing year. 

241.	 NMF Account Adjustments. Memorandums or copies of unit ledger 

cards	 from IRS areas requesting credit transfers or 

(1)	 DISPOSE 2 years after end of processing year. 

242 wi! "!IS U UIj aIi" 'D' "i J Le tter to Taxpayer Concerning 
~s'3 

RSCnfor March 1972 and prior and Form 4728 beginning 

Erroneous Refund letters and related history sheets. 

for collection of erroneous refunds expires two years 

adjustments. 

Refund. Form 

March 1972, 

The statute 

after the 

refund date. 

(1)	 DISPOSE 2 years after end of processing year. 

243	 Remittance Documents Input to IDRS by Area Offices. Various documents 

used by area offices to input on-line remittances. Documents are then 

mailed to service center in the accounting package with the certificates 

of deposit and other accounting documents. 

(1)	 DISPOSE 5 years after end of processing year. 

(2)	 RETIRE to Federal Records Center beginning July 1, 18 months after 

end of processing year. 
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244.	 History Record of Selected Command Codes (microfilm). An audit 

trail which is a weekly product of the IDRS Security System and 

contains selected command codes that adjust a taxpayers account, 

TIN, MFT, Tax Period, Time, Date, Terminal ID and Employee Number. 

(1)	 RETAIN. 

245.	 IDRS Change Notification (Employee Profile Security File), Form 5081. 

Used to add or delete an employee on the EPSF, verify employment, 

and to verify background investigation has been initiated. 

(1)	 DISPOSE after employee is no longer on the EPSF and completion 

of internal audit operation. 

246.	 NMF Unit Ledger Card Transcription Sheet. Used to enter the NMF 

ULC record on IDRS. 

(1)	 DISPOSE 60 days after entering into IDRS. 

247.	 Request for Delinquency Notice or TDI (IDRS), Form 4864. Used to 

establish a delinquency record on the TDI Notice File. 

(1)	 DISPOSE 60 days after record has been input to the TDI 

Notice File. 
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Alphabetical Index to Records Control Schedule 206 

(Note: Also refer to Forms Index) 
Description of Item 

Accident Case Files . 
Accounting Control Documents, Transmittal 

Memo . 
Accounting Journals and Abstracts . 
Accounting Reports . 
Adjustment Control Listings . 
Administrative Files . 
Advance Payment Records . 
Advice of Transmittal . 
Alphabetic Index Registers (Gasoline Tax 

Refund Claim) . 
Armored Car Messenger Receipt . 
Audit! Appellate Adjustment Advices . 
Authorization Registration for Tax-Free 

Transactions . 
Block Control Cards . 
Block Number Control . 
Block Proof Listing Register . 
Blocks Out of Balance Listings . 
Bonds and Checks, Schedules and Lists of 

Cancelled and Undelivered . 
BMF Accounts Register . 
BMF and IMF Entity Change and Data Cards 
BMF Reference Register . 
BMF Retention Register . 
BMF Settlement Register . 
BMF Taxpayer Name Directory . 
BMF Taxpayer Number Directory . 
Capital Stock Tax Returns . 
Carryback Adjustment Records . 
Certificates of Deposit (Copies used in Deposit 

Operations) . 
Certified and Registered Mail Records . 
Check and Bond Issue Lists . 
Checks and Bonds, Schedules and Lists of 

Cancelled and Undelivered . 
Claim Files . 
Computer Run Books . 
Control Card Listings and Tape Data 

Control Date Recaps . 
Control Files . 
Corporation Income Tax Returns . 
Cover Certificates . 
Credit Reduction Cards . 
Daily Production and Batch Control Cards " 
Daily Record of Teller Remittances . 
Declarations of Receipts of Political 

Contributions . 
Delegations of Authority Files . 
Delinquency or Correction Notice . 
Depositary Receipt Records . 
Designations of Certifying Officers . 
Distribution Ledger . 
Document Locator Number Register . 
Document Reject Cards and Transmittals . 

Item No. Description of Item Item No. 
37 Document Remittance and Assessment 

Registers (Copies used in Deposit 
176 Operations) . 130 
161 Document and Remittance Registers and 
174 Recaps . 118 
177 Documentation of Membership in 

2 Professional Organizations . 31 
169 Election by Small Business . 83 
92 Emergency Planning Files . 34 

Employer Identification Numbers, 
218 Applications for . 70 
135 Employment Tax Returns and Schedule A 
184 (Form 940) . 65, 66 

Encoded Tapes and Logs . 144 
84 Envelopes (Statutory Period) . 81 
97 Err~r, .Reject and Unpostable Registers and 

132 Listings . 102 
Estate Tax Returns . 61104 
Estimated Individual Income Tax Declarations 57103 
Evaluation, Assistance and Internal Audit 

Reports . 5150 
Excess Profits Tax Returns . 58206 
Exempt Organization Master File Entity 98,99 

Changes and Transmittals . 117207 
Exempt Organization Master File National 210 

Alpha Register . 213209 
Exempt Organization Master File Transaction 208 

History Register 214212 
Exemptions and Registry Files 71. 72, 73, 77 64 
Extension Records 68171,172 
Federal Tax Deposit Records 145 
Federal Tax Deposit Registers. . . . . . . . . . . . 216130 
Federal Use Tax Return on Highway Motor 38 

175 

28 

150 
180 

4 

Vehicles 
Fiduciary Returns 
Forms Files 
Gasoline and Lubricating Oil Bonds 
General Correspondence Files 
General Ledgers 
Gift Tax Returns and Information Cards 

. 

. 

. 
. 
. 
. 
. 

82 
56 
41 
80 

1 
165 

62,63 

42,91 Historic Transcripts . 178 
58 Identification Credentials and Related 

140 
167 

13 
131 

Documents . '" 

Income Tax Index Cards 
Individual Income Tax Returns 
IMF Accounts Register 

. 

. 
. 
. 

33 
59 

55,56 
200 

IMF and BMF Entity Change and Data Cards 98,99120 
IMF Reference Register . 2013 

79 IMF Retention Register . 203 
146-149 IMF Settlement Register . 204 

29 IMF Taxpayer Name Directory . 202 
133 Information Returns . 85 
211 
100 MT 1(15)59-137 (8-20-73) IR Manual 1(15)59-206 
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Description 0/ Item Item No. Description of Item Item No. e·Intelligence Control Account Folders 42 Revenue Reports and Accounting Control 
Internal Audit Reports . . . . . . . . . . . . . . 5 Records . 166 

Machine Logs 16 Safety Program Files . 36 

Magnetic Tape Files (Returns Processing) .. 90 Sample Receipts Control Cards . 110 

Magnetic Tape Maintenance Records 19 Sample Selection Sheets and Data Identification III 
Management Document Distribution Control 43 Schedule of Rejected Claims . 181 

Management Survey and Project Reports ... 7 Schedules and Lists of Cancelled and 

Master File Entity Change Records . . . . . . . . 96 Undelivered Checks and Bonds . 150 

Master Tapes of Microfilm Index, Directories Social Security Tax Correction Records . 78 

and Registers 219 Social Security Tax Record Card . 116 

Membership in Professional Organizations . . . 31 Source Documents to Establish Master Files .. 94 

(MID) Tape Index Register and Name Special Tax Stamp Assemblies (Unused) . 138 

Directory . . . . . . . . . . . . . . . . . . . . . . . . . . . 215 Special Taxpayer List . 76 

Minutes of Conferences and Meetings 6 Stamp Transactions, Record of . 139 
Statement of Advance of Change-Making Miscellaneous Tax Returns 67 

Funds . 134Narcotic Registrants, Inventory Records and 
Statistical and Narrative Reports . 8Purchase Orders 142 
Statistical Processing Records (SOl) . 108-114Narrative and Statistical Reports . . . . 8 
Systems Change Request . 11Notice of Action for Entry on Master File . . . 95 
Tape Data Control Date Recaps . 175Notice of Non-Receipt of Tax Returns ..... 69 
Tax Claims Files . 180Notice of Refund Checks or Bonds Returned . 151 
Tax-Free Transactions, AuthorizationNotice Registers 105 

Registration for . 84
Offer in Compromise 187 Tax Practitioner Register . 220 
Partnership Returns 56 Tax Transfer Vouchers . 162 
Payment Tracers 185 Taxpayer Correspondence Files . 93 
Pension Trust Entity Changes and Transmittals 117 TDA Registers . 179 

sting Documents 168 Training Program Records . 23-27 
roduction and Work Control Transmittals, Transcript Edit Sheets . 106 
Etc. 9 Transcripts of Accounts . 183 

Protective Program Files 32 Transcripts, Historic . 178 
Public Event Manifests. . . . . . . . . . . . . . . . . . 74 Transmittal Memo Accounting Control 
Public Inspection Files of Returns . . . . . . . . . 86 Documents . 176 
Punch Card Requests for Taxpayer Address . . 141 Trial Balance Registers . 160 
Quality Assurance Sample Selection and Uncollectible Checks, Returned . 157 

Control Sheets 107 Uncollectible Taxes, Report of . 186 
Quality Control Records 20, 21, 22 Undelivered Forms W-2 . 87 
Receipt and Disposal of Narcotics, Records of 143 Unidentified Remittance Records . 158 
Receipt for Payment of Taxes 136 Unit Ledger Account Cards, Document 
Record of Refund Checks 154 Registers and Recaps, and Remittance 

Record of Receipts and Disposal of Narcotics 143 Registers and Recaps . 173 
Records Disposition Files 40 Unpostable Cards . • 101 

Reference Files 44 Unpostablc, Error and Reject Registers 

Refund Cards 155 and Listings 102 
Refund Checks or Bonds Returned, Notices of. 151 Vouchers and Schedules of Payments 163 
Refund Deletions Listings 156 Wage and Tax Statements 87,88,89 
Refund Inquiry Control Correspondence 152 Work Control and Production Transmittals . . 9 
Refund Stop Payment or Reissuance of Work Measurement Job Request Input/Output

Replacement Check or Bond 153 Schedules . 15Register or Unapplied Transactions . . . . . . . . 217 
Work Measurement Master Cards 17Relocation Plans and Lists . . . . . . . . . . . . . . . 35
 
Work Measurement Reports. . . . . . . . . . . . . . 14
Remittance Registers 170 

Report of Deposit. . . . . . . . . . . . . . . . . . . . . . 159 Work Measurement Work Planning and 

Report of Occupation Subject to Special Taxes 75 Control Cards . . . . . . . . . . . . . . . . . . . . . . . 18 
Resident Programmer Analysts Records .... 45 Worksheet Source Documents. . . . . . . . . . . . . 12 
Returned Taxpayers' Uncollectible Checks, ZIP Code Directory 39 

Debit Vouchers, Etc. 157 
Revenue General Ledgers 165 MT 1(15)59-137 (8-20-73) IR Manual 1(15)59-206 
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Form No. Description Res Item No. 

·3882 Form 1040-A Data Card . 99
 

3964 ......... Weekly Information Return With Respect to Foreign Commercial Banking Sub- 67,85
 
sidiaries.
 

Obligation.
 

Benefits.
 

3883 Function and Program Master Card . 17
 
POD 3883 Firm Delivery Book Registered, Certified and Numbered Insured Mail . 38
 
3892 Form 1120 Edit Sheet . 99, 106
 
3893 Re-Entry Document Control . 91
 
3895 Unit Production Card . 18
 
3896 Mailing Label, Tax Returns . 94
 
3903 Moving Expense Adjustment . 56
 
3908 Taxpayer Delinquency Investigation . 69
 

: . 109
3909 Corporation Sample Selection Sheet 
3910 Sample Selection Sheet . 109
 
3911 Taxpayer Statement Regarding Refund . 152
 

3912 ......... Request for Information (SS Inquiry) . 96
 
3913 ........ . Acknowledgement of Returned Refund Check . 153
 

·3916 ........ . Overpayment of Federal Insurance Contributions Act . 65
 
3921 ........ . Exercise of a Qualified or Restricted Stock Option . 85
 
3922 ........ . Transfer of Stock Acquired by Certain Options . 85
 

·3925 ........ . Quality Control Sampling Log . 22
 
3926 ........ . Quality Review Record . o10~
 
3927 ........ . Quality Review Defect List . 21
 

*3933 ........ . Index Register . 211
 
3935 ........ . Exempt Organization Master File Revision Voucher . 117
 
3936 ........ . Exempt Organization Master File Addition Voucher . 117
 
3941 ........ . Notice of No Record of Individual . 69
 
3943 ........ . Request to Accept Credit Transfer on Form 2158 . 162
 
3944 ........ . Request for Transfer of Payment . 162
 
3945 ........ . Request for Transfer of ES Credits on Form 2158 . 162
 
3953 ........ . U.S. Commercial Bank Weekly Information Return . 67,85
 
3954 ........ . U.S. Commercial Bank Monthly Information Return . 67,85
 
3958 ........ . EO Returns Voucher . 117
 

*3960 ........ . Weekly Report of Returns Received in CHSC From Taxpayers . 8
 
*3961 ......... District Office Report of Remittance and Without Remittance IMF Receipts . 174
 

·3969 ........ . Notice of Acquisition of Original or New Japanese Debt Obligation . 58,67
 
3973 ......... Receipt of Part I of Notice of Acquisition of Original or New Japanese Debt 58,67
 

3975 ........ . Mailing List Information . 94
 
3983 ........ . Sample Selection Sheet . 109
 
3984 ........ . Sample Selection Sheet . 109
 
3985 ........ . Sample Selection Sheet . 109
 
3996 ........ . Revenue Receipts Recap . 166, 174
 
3997 ........ . Monthly Reconciliation of General Ledger Accounts . 166
 

*3998 ........ . Summary of Unpostable and Unidentified Revenue Receipts . 174
 
4025 ........ . Adjustment Card . 99
 
4026 ........ . Reject Card Transmittal . 100
 
4028 ........ . Service Center Control File Record Adjustment . 102
 
4029 ......... Application for Exemption from Tax on Self-Employment Income and Waiver of 77
 

4030 109
....... " . Sample Selection Sheet . 
4031 ........ . Sample Selection Sheet . 109
 

* Obsolete Forms 

-3199 " . s'h. f"fe Ex!,'~t:..fl'~ kle;'oY'T ... , . . . . . . . . .... tf<ole 
MT 1(15)59-137 (8-20-73) IR Manual 1(15)59-206 
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Form No. Description ReS Item No. 

4032 ......... Sample Selection Sheet. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 109
 
4033 ......... Sample Selection Sheet . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 109
 
4034 ......... Sample Selection Sheet . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 109
 
4035 ......... Form CT-1 Data Card. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 99
 
4036 ......... Form 720 Data Card .... . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 99
 
4037 ......... Form 940 Data Card. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 99
 
4038 ......... Form 941 Data Card 99
 
4045 ......... Sample Selection Sheet . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 109
 
4046 ......... Sample Selection Sheet '. . . . . . . . . . . . 109
 
4047 109
......... Sample Selection Sheet ,.'<. . . . . . . . . . . . . 
4049 109
......... Sample Selection Sheet . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 
4050 ......... Sample Selection Sheet . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 109
 
4054 ......... Sample Selection Sheet . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 109
 
4056 ......... Sample Selection Sheet . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 109
 
4057 109
......... Sample Selection Sheet. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 
4058 109
......... Sample Selection Sheet . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 
4059 ......... Sample Selection Sheet . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 109
 

*4066 ......... Waid-Audit Schedule of Payments (Blank face of form) 56,69,85
 
4067 ......... U.S. Annual Information Return Forms 3921 & 3922 Filed. . . . . . . . . . . . . . . . . 85
 , 4073 99
......... H200 Program Patch Record Transcript Sheet. . . . . . . . . . . . . . . . . . . . . . . . . . . 
4084 ......... Math Error Notice-Balance Due of $1 or more. . . . . . . . . . . . . . . . . . . . . . . . . 168
 
4085 ......... IMF-Math Error Notice-Overpayment of $1 or more 168
 
4086 ......... IMF-Math Error Notice-Balance under $1 168
 
4095 ......... Tax Exempt Organization Reject Slip . . . . . . . . . . . . . . . . . . . . . . . . . 117
 

*4096 . Tax Exempt Organization Document. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 91
 
4097 . Form 990 Transcript 99
 
4098 . Form 99O-C Transcript . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 99
 
4102 also 4103 . Pension Trust Master File Addition Voucher 117
 
4111 . Quality Assurance Sample Selection Sheet 107
 
4112 . Quality Assurance Sample Selection Sheet 107
 
4113 Quality Assurance Sample Selection Sheet 107
 
4114 Quality Assurance Sample Selection Sheet 107
 
4115 Quality Assurance Sample Selection Sheet 107
 

*4131 Transmittal of Communication From Payee of Check. . . . . . . . . . . . . . . . . . . . . . 152
 
4136 Computation of Credit for Federal Tax on Gas and Lubricating Oil . . . . . . . . . . . 56,58
 
4137 Computation of Social Security Tax on Unreported Tip Income. . . . . . . . . . . . . . 55,56
 
4148 . TDA Reconciliation Research Request. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 91
 
4149 . Information to Correct Invalid Social Security Number 78
 
4159 .. Payment Tracer 185
 
4164 . Document Reject Card . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 100
 
4173 . Special Case Referral . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 182
 
4177, *4177F .. Notice of Possible Underpayment of Estimated Tax (Farmers and Fishermen) .. 56, 168
 
4179 . Service Center Unpostable Notice . . . 102
 
4188 . Accounts Adjustment Notice (IMF) 157,168,182
 

*4188-1\ . BMF Adjustment Notice 157,168,182
 
4192 . BMF Notice of Tax Due, No Math Error. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 168,185
 
4192PR . Notice of Tax Due No Math Error on Form 941 PR . . . . . . . . . . . . . . . . . . . . . . 168,185
 
4218 .. Transmittal Memorandum Log. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 91
 
4221 . Remittance Control Number Record. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 132
 
4224 . Exemption from Withholding of Tax on Income Effectively Connected With the 56,58
 

Conduct of a Trade or Business in the United States .
 
...Obsolete Forms 
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J 

,
 

4227 .........
 
4230 .........
 
4231 .........
 
4232 .........
 
4239 .........
 
4240 .........
 
4249 .........
 
4250 .........
 
4256 .........
 
4287 .........
 

*4291 .........
 
4293 .........
 
4294 .........
 
4295 .........
 
4298 .........
 

4300 .........
 
4301 .........
 
4302 .........
 
4303 .........
 
4305 .........
 
4306 .........
 
4307 .........
 
4322 .........
 
4322-A .......
 

4334 .........
 
4336 .........
 
4337 .........
 
4338 .........
 

*4339 .........
 
4340 .........
 
4347 .........
 

4349 .
 
4350 .
 
4351 .
 
4356, 4356A .
 
4357 .
 
4361 .
 

4363
 

*4379
 
4409
 
4410
 

*4411
 
4415
 

*4417, 4417-A ..
 
4419 .
 

• Obsolete Forms 

INTRA-SC Reject or Routing Slip . 
Standard Master Worksheet . 
Semi-Annual Scheduling Worksheet . 
Cycle and Percentage Master Worksheet . 
Verification-Results and Control Data . 
Report of Taxpayer Error Data . 
Data (H3) Card . 
Service Center Report of Large BMF TDA's . 
Dual Debit/Credit Transfer . 
Record of Discovered Remittances . 
Transcription Record . 
Employer Master File Change Notice . 
Correspondence Transmittal . 
Weekly Service Center Correspondence Report . 
Audit Requisition and Information Report (Used to Post a 420 Transcription to 

Master File) . 
Receipts Card . 
Performance Adjustment Card . 
Production Adjustment Cards . 
Transcript of Account . 
IMF Daily Receiving Log . 
BMF Daily Receiving Log . 
Non-IMF Daily Receiving Log . 
Validation Certificate of Prior American Ownership and Interest Equalization Tax. 
Application for Validation Certificate of Prior American Ownership and Interest 

Equalization Tax Compliance. 
Undelivered Refund Check Control 
Adjustment Control Cover Sheet 
Reject Register 
Transcript or Information Request 
Request for Certified Transcript of Account 
Certificate of Assessments and Payments 
Information Return by Persons Receiving Program Payments From 

Department of Agriculture. 

Computation of Estate Tax, Due with Return and Annual Installment 
Installment Billing Control Card 

. 

. 

. 

. 

. 

. 
the U.S. 

. 

. 
Interest Computation Installment Data Estate Tax Deficiency Under Section 6166. 
Notice of Overpayment Applied to Unpaid Tax . 
Service Center Recruitment Progress . 
Application for Exemption from Self-Employment Tax for Use by Ministers, 

Members of Religious Orders & Christian Science Practitioners. 
Notice of Acquisition of Stock Pursuant to Conversion of an Original or New 

Japanese Debt Obligation. 
Repayment of Erroneous Refunds (With and Without Interest) . 
Weekly Verification Summary Sheet . 
Interest Equalization Tax-Quarterly Return of Withholding by Participating Firm. 
ADPE Information Worksheet . 
Election to Exempt From Self-Employment Coverage Fees Received by Certain 

Public Officers and Employees of a State or a Political Subdivision. 
Federal Tax Deposit/Request for Federal Tax Deposit Tax Forms . 
Magnetic Tape Reporting Applications . 

91
 
12
 
12
 
12
 

107
 
8
 

18
 
8
 

168
 
137
 

12
 
18
 

91,93

8
91_'
 

13,18

13,18
 
13,18


183
 
91
 
91
 
91
 

115
 
115
 

151
 
176
 
102
 
183
 
183
 

164,183
56,85 

168
 
168. 
168 • 
168
 

8
 
77
 

56
 
! 

174
 
107
 
67
 
14
 
77
 

93
 
19
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Form No. Description Res Item No. 

*4429 · . ..... . Post-Reference Record Sheet (User's Survey) . 8 
*4430 · . ... . · . Post-Processing Usage Record (User's Survey) . 8 
4436 '" . · . · . Refund Inquiry Check List and Correspondence Refund . 152 
4437 · . ...... EOMF-Document Transmittal . 117 
4446 . , . ...... Service Center Payment Tracer . 185 
4456 '" . · . · . Request to SSA for Information of Prior Form 2031 . 77 
4458 ...... · . Federal Tax Deposit Magnetic Tape Transmittal . 91 
4459 ... ... . Trouble Report-Margina\Iy Punched Forms . 8 
4461 ........ Sponsor Application-Approval of Master or Prototype Plan . 58 
4462 · . · . · . · . Employer Application-Determination as to Qualification of Pension, Annuity, 58 

or Profit-Sharing Plan and Trust. 
4464 ... . · . · . Daily Performance Adjustments Log . 14 
4465 · . · . .. , . Daily Production Adjustments Log . 14 
4466 '" . · . · . Corporation Application for Quick Refund of Overpayment of Estimated Tax . 163,168 
4469 ...... · . Computation of Overpayment of Hospital Insurance Benefits fax . 56 
4470 ........ . Magnetic Tape Record Data '" . 90 
4475 .. . ... . · . Firearms License Mailing List Information . 94 
4486 · . . ... Notice of Amended Return Filed-No Original . 56 
4503 · . ... . · . Label Usage Sample Report . 8 
4506 · . · . . .. Request for Copy of Tax Return . 93, 131 
4513 ... . ... . Taxpayer Error Data Ta\Iy Sheet . 8 

*4520 ... · . . ... Quality Control Report Files-Returns Section . 8 
*4524 · . · . · . · . Returns Section Weekly Statistical Report . 8 
4528 · . . , . · . Level I Feedback Check Sheet . 23 
4529 Level II Feedback Check Sheet . 24 
4548 Distribution Ledger . 133 
4558 Work Assignment Record . 12 
4559 Work Assignment Planning Sheet . 23 
4563 Exclusion of Income from Sources in United States Possessions . 57 
4572 Service Center Notice-MID Tape . 102 
4584 Identification Badge Request . 33 
4638 Federal Use Tax Return on Civil Aircraft . 67 
4654 Analysis of Trust Funds Reported on NMF Forms 720 . 174 
4663 Service Center Monthly Recruitment Progress Report . 1 
4683 U.S. Information Return on Foreign Bank Securities, and Other Financial 85 

Accounts. 
I 4687 · . . . . . . .. Quality Alert Notice . 22 

4907 · . . . . . . .. IDRS Multi-Purpose Posting Document . 168 
4908 · . . . . . . .. Declaration of a Candidate for Public Office Receiving Political Contributions 

Qualifying for Credit or Deduction . 120 
4909 Declaration of Campaign Committee Receiving Political Contributions Qualifying 120 

for Credit or Deduction. 
OAR 5008 . Advice of Transmittal . 92 

D-5504 . Debit Voucher . 157 
TD-5504-A . Debit Voucher for Internal Revenue Collections . 157 
TUS 5504 . Debit Voucher, Internal Revenue Collections . 157 

*6901 . Tentative Carryback Work Sheet . 171 
6902 . Permanent Work Record-Tentative Carryback Allowance . 171 
7004 Application by a Corporation for Automatic Extension of Time to File U.S. 58,68 

Income Tax Return. 
OAR 7010 ..... Notice of Determination of FICA Wages. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 79 
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