INACTIVE - ALL ITEMS SUPERSEDED OR OBSOLETE

Schedule Number: NC1-058-77-10

All items in this schedule are inactive. Items are either obsolete or have been
superseded by newer NARA approved records schedules.

Description:

Superseded by DAA-0058-2016-0004, GRS 5.2, and GRS 5.1; Items 6 (issuance files) and 16
(copies of conference reports) are non-record reference; Item 17 (control cards) is obsolete

Date Reported: 11/27/2019

INACTIVE - ALL ITEMS SUPERSEDED OR OBSOLETE



REQUEST FOR RECORDS YWSPOSITION AUTHORITY
(See Instructions on reverse)
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LEAVE BLANK

JOB NO.

TO: GENERAL SERVICES ADMINISTRATION,
NATIONAL ARCHIVES AND RECORDS SERYICE, VVASHINGTON, DC 20408

NCI g5g nn

1
DATE RECEIVED LY

1. FROM (AGENCY OR ESTABLISHMENT)
Treasury Department

0 6 MAY 1977

NOTIFICATION TO AGENCY

2. MAJOR SUBDIVISION
Internal Revenue Service

in accordance with the provisions of 44 U.S.C. 3303a the disposal re
guest, including amendments, is approved except for items that may

3. MINOR SUBDIVISION

be stamped “disposal not approved” or “‘withdrawn” in column 10.

Facilities Management Division A:FM:1
4. NAME OF PERSON WITH WHOM TO CONFER 5. TEL. EXT.
By ron Walters 376_0593 Duatre Archivist of the United States
i

6. CERTIFICATE OF AGENCY REPRESENTATIVE:

| hereby certify that | am authorized to act for this agency in matters pertaining to the disposal of the agency’s records;
that the records proposed for disposal in this Request of __“Z__ page(s) are not now needed for the business of

this agency or will not be needed after the retention periods specified.

[ ] A Request for immediate disposal.

(g B Request for disposal after a specified period of time or request for permanent

retention.

C. DATE D. SIGNATURE OF AGENCY REPRESENTATIVE E. TITLE

é _7 ;4 D) Program Manager,
394§§%é57 o5 Records Management Program

7. 8. DESCRIPTION OF ITEM
ITEM NO. (With Inclusive Dates or Retention Periods)

9

) 10.
SAMPLE OR
JOB NO. ACTION TAKEN

(See page 7 for organization description)

1. CORRESPONDENCE FILES. Memoranda, teletypes, etc., excluding
records covered by Item 2 below, pertaining to the

administrative, housekeeping, or facilitative functions
relating to the overall administration and operation of an

individual office.

2. GENERAL CORRESPONDENCE FILES. Correspondence, not covered
elsewhere in this schedule, between the key district
offices and the regional or National Offices covering
program activities involving policy, procedures, rulings,
decisions, etc., not made part of specific case.

3. ROUTINE TRANSMITTAL LETTERS OR MEMORANDA between offices

DISPOSE 2 years after the end of the year.

DISPOSE 2 years after the end of the year.

documents.

4. ROUTINE CORRESPONDENCE. (Not covered elsewhere in this
schedule). Inquiry letters from the general public or

and operating units relative to the transmission of tax

DISPOSE 1 year after the end of the year.
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Standard Form No. 115a

Revised November 1951

Prescribed by General Services Administration Job No.

*G8SA Reg. 3-IV-106

REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS—Continuation Sheet

Page 2

of _ 7 pages

lTEM' NO.

8. DESCRIPTION OF ITEM
(WITH INCLUSIVE DATES OR RETENTION PERIODS)

9

SAMPLE OR
JOB NO.

10.
ACTION TAKEN

other government agencies, the replies to which do not
involve administrative decisions or substantive decisioi
regarding the tax laws.

DISPOSE 2 years after the end of the year.
INTERNAL CONTROL RECORDS. Card files and other records

not covered elsewhere in this schedule, developed to
control workflow and records borrowed or loaned.

DISPOSE 2 years after the end of the year, or when
no longer needed in current operations, whichever
is earlier.

ISSUANCE FILES. Copies of internal management documents
which are issued by the National Office, the Regional
office, and the Office of the District Director, and
are maintained solely for reference purposes.

DISPOSE when obsolete or superseded.

INTERNAL AUDIT REPORTS. Copies of reports covering
special studies and internal audits of regional and
district office operations retained at the district
and regional office.

DISPOSE 3 years after close of file, or when no
longer needed in current operations, whichever is
earlier.

EMPLOYEE PLANS EXAMINATION REPORTS AND FILES. Copies

of employee plan examination reports, change and no
change, along with related workpapers, ruling letters
and technical advice on all cases involving examination
of annual returns as well as those reports relating to
penal ties and interest covered under Chapter 43 of the
1954 Internal Revenue Code.

(1) Regular and lLarge Case Examinations - EP
Specialist Report(s) File.

(a) When subsequent examinations are made.

1. DISPOSE of prior report(s) file,
except when needed for future examinatiof]
when a copy of a later report pertaining
to the same taxpayer is filed.

s

Four i inclading original, 1o be submiited o the National Archives and Records Sexvice

.

16—50428-2 GPO



Stendard 1prm No. 1150
l(< wised Novernher 1951 .

‘reearibod by (hnorul Services Administration Job No. — Page 3
(ISA liog, 3-1V-106

or__jl__pagcs

REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS—Continuation Sheet

7. 8. DESCRIPTION OF ITEM , . S'HPgl:E oR 10.
{TEM NO. (WITH INCLUSIVE DATES OR RETENTION PERIODS) HJ'OB NO. ACTION TAKEN
PR PN (b) When subsequent examinations are not’
made. -

1. DISPOSE of report(s) file 3 years
after date of report, or when no longer
needed in current operations, whichever
is earlier.

(2) Fraud Cases.
(a) " DISPOSE 6’yéérs after case is closed.

9. COMPUTER GENERATED MANAGEMENT INFORMATION REPORTS

"~ (includes Employee Plans and Exempt Orgahization |
Application Control System (EACS), Employee Plan
Master File (EPMF), and Audit Information Management
System (AIMS) outputs.

- (1) Service Center Reports.

(a) DISPOSE 2 years after report date, or
when of no further reference value, which-
ever is earlier.

10. . EMPLOYEE PLANS APPLICATION CASE FILES, created and/or
. maintained in the Key or Associate District Offices.
Copies of applications, determination letters,
National Office ruling letters and technical advice,
trust agreements, examiners reports and related
correspondence. These old case files pertain to
requests for a determination that an employee pension
benefit plan met the requirements for qualification
with respect to a plan to which Section 401 of the
Internal Revenue Code and Section 301(d) of the Tax
Reduction Act of 1975 applies.

(1) o01d Case Files.

(a) DISPOSE 7 years from the date of the
related restated plan file.

. (2) Terminated Plan Files.

(a) DISPOSE 7 years from the date of
distribution of assets.

Four copics, inclading original, to be submitted to the National Archives and Records Service 10—50128-2 GPO



standard Form No. 1150 !
Rovised November 1051 : ’

p ) .
G?X:ri?:glgflecyggul Services Administration No! Page - 4__
of 7 pages
REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-—Continuation Sheet
7. 8. DESCRIPTION OF ITEM . 9. 10.
ITEM NO. (WITH INCLUSIVE DATES OR RETENTION PERIODS) SAMPLE OR ACTION TAKEN

11. EO EXAMINATION FILES. Copies of prior examination
reports, change and no change, audit plans, workpapers,
and other information necessary for the enforcement
and administration of the tax laws.

(1) lLarge Case Program Examination.

(a) DISPOSE after subsequent examination
report is received.

(2) TFraud Case Examinations.

(a) DISPOSE 2 years after final disposition
of case.

12. EXEMPT ORGANIZATION MASTER FILE (EQMF) QUTPUTS.
Copies of registers, rosters, and special listings
produced by the EOMF System as a result of ADP mani~
pulation of magnetic tape records.

(1) Hard-copy district office registers and
rosters. '

(a) Monthly and quarterly registers.

1. DISPOSE after recelpt of cumulative
supplements.

(b) Semi-annual and annual registers.

1. DISPOSE after receipt of revised
registers.

(2) Microfilm national registers and rosters.
(a) Quarterly registers.

t. DISPOSE after receipt of cumulatlve
supplements.

(b) Annual registers.

1. DISPOSE 3 years after end of
processing year.

(H—MicroftimPramrsactiomr-History—Eiste—Anavaly
£e)—REFATN, DELETE 52D -‘7"/27

Four copics, including original, to ba submitted to the National Archives and Records Service 16—50428-2 GPO



Standard Form No. 115a
Revised November 1951

12

in the Key District Offices. Case files on application
for recognition of exemption, related material,
correspondence and ruling letters.

(1) Exemption Recognized.

(a) RETAIN 2l pacocalicd o Brirminatbel
/ 253 5/5/77

(2) Failure to Establish Exemption.

(a) DISPOSE 1 year from date of failure to
respond to request for information.

(3) Denials of Exemption.
(a) DISPOSE 2 years from date of:
1. Final denial by Service, or

2. TFinal decision by the Court, if
petition filed.

(4) Revocation of Exemption.
(a) DISPOSE 6 years after close of case.
(5) Termination of Exemption.

(a) DISPOSE 4 years from date of distribution
of assets. ’

(6) TIssuances by the Key District subject to
public inspection under Internal Revenue Code,
Section 6110.

- (a) DISPOSE 3 years after such written
determinations become open to public
inspection.

(l;g‘;\crlli):gal&irlgg?ggul Services Administration No' P‘age 5
. of pages
REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS—Continuation Sheet
7. 8. DESCRIPTION OF ITEM 9. 0.
ITEM NO. (WITH INCLUSIVE DATES OR RETENTION PERIODS) SAMELE OR ACTION TAKEN
(4) Hard-copy special purpose outputs.

(a) DISPOSE 5 years after end of processing
year, or when of no further reference value,
whichever is earlier.

. 13. EO ADMINISTRATIVE CASE FILES, created and/or maintained

e AR s b

Four copies, including original, to be submitted to the National Xrchives and Records Service

16—50428-2 Gro



Standarg) Form No. 1150
{Eoviso(li ovember 1451 ’

rescribod by (eneral Services Administration )
asaA Rog(f' 3-1V-106 ’NO: Page 6

_ of 7 pages
REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS—Continuation Sheet

7. . 8. DESCRIPTION OF ITEM ' 9. 19,
ITEM NO. . (WITH INCLUSIVE DATES OR RETENTION PERIODS) sﬁ“égLﬁgR ACTION TAKEN
14. REOPENING MEMDRANDUMS OR EXCEPTION LETTERS. Reopening

memorandums or exception letters including notice of
reexamination letters when appropriate, and related
National, Regional, and Key District Office correspon-
dence,accumulated as a result of Regional Post Review
recommending reopening an agreed case, which during
the review revealed substantial error, both in the
amount and in relation to the tax liability, or an
indication of fraud, malfeasance, collusion, conceal-
ment or misrepresentation of a material fact (NOTE:
This file is maintained in the Office of the Assistant
Regional Commissioner (EP/EQ) and a copy is made part
of the EP Application or Examination Case File).

(1) DISPOSE 1 year after the reopened case is
closed, or when the exception letter is withdrawn,
whichever is earlier.

15. ADVISORY LETTERS. Copies of advisory letters accumulatied
as a result of Regional or National post review of an
agreed case submitted by Key District Offices, which
during the review discloses a technical error resulting
from the improper application of the Code, regulatiomns,
or technical advice which does not warrant the
issuance of an exception letter (NOTE: This file is
maintained in the Office of the Assistant Regional
Commissioner (EP/E0O) and a copy is made part of the EP
Application or Examination Case File).

(1) DISPOSE 3 years after the end of the year,
or after Internal Audit completes its inspection,
whichever is earlier. »

16. REGIONAL OFFICE CONFERENCE REPORTS. Copies of

Regional Office Conference reports maintained in the
Regional Office regarding determinations and examinatiqns.
This file is maintained for convenience of the Regional
Office Conferente Staff.

(1) DISPOSE 2 years after the end of the year,
or when no longer needed in current operations,
whichever is earlier.

17. GROUP CONTROL CASES. Control cards of cases assigned
to examining officers regarding determination as well
as examination activity.

Four copies, including original, to be submitted to the National Axchives and Records Service 16—50428-2 GPO
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.
standard 1'orm No. 1150

Bivised Noyamber just
Preseribed by General Scrvices Adiuinistration

GSA Rog. 3-1V-106 Job Mo, Page 1
of 1 pages
REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS—Continuation Sheet
7. 3. DESCRIPTION OF ITEM 9. 1,
ITEM NO. (WITH INCLUSIVE DATES OR RETENTION PERIODS) SARPLE OR ACTION TAKEN

(1) DISPOSE 3 years after the end of the year,
‘or when no longer needed in current operations,
whichever is earlier.

EP/EQ TECHNICAL TIME REPORT. Monthly Technical Time

18.

Report containing case and time listings of technical
personnel. '

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

Organization Description

_ The records created by this Schedule, RCS-203,
Employee Plans/Exempt Organizations~Regional and
District Offices, pertain to administrative and
program functions of EP/EO activities in the. review

and processing of employee plans and exempt organizations

documents pursuant. to Internal Revenue tax laws.

Four copics, including original, to be submitted to the National Archives and Records Servica

16—50428-2

GPO
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