RRQUEST FOR RECORB’ISPOSITION AUTHORITY ‘ LEAVE BLANK
(See Instruc{lons on reverse) JOB NO
NC1 Sv V8 4

TO- GENERAL SERVICES ADMINISTRATION,

NATIONAL ARCHIVES AND RECORDS SERVICE, WASHINGTON, DC 20408 DATE RECEVED §  APR 1978
1. FROM (AGENCY OR ESTABLISHMENT)
Treasury Department NOTIFICATION TO AGENCY
B o R In accordance with the provisions of 44 U S C 3303a the disposal re
Internal Revenue Service quest, including amendments, 15 approved except for items that may
be stamped “disposal not approved” or “withdrawn” in column 10

3. MINOR SUBDIVISION
Facilities Management Division

4. NAME OF PERSON WITH WHOM TO CONFER 5. TEL EXT
L 5-30-78,
Roy Shiflett 376-0593 Date Archivist of the United States

6. CERTIFICATE OF AGENCY REPRESENTATIVE. Y
| 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 __6 _ 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 diéposal.

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

retention.
C. DATE D. SIGNATURE OF AGENCY REPRESENTATIVE E. TITLE
E 2 7:) Program Manager,
4/4/78 . Records Management Progra
i 9.
7. 8. DESCRIPTION OF ITEM MPLE OR 10.
ITEM NO (With Inclusive Dates or Retention Periods) SAMPLE OR | ACTION TAKEN

The records covered by this request (Records Control
Schedule 206) are created or maintained in Internal Revenug¢
Service Centers in carrying out their functions pertaining
to revenue collection 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.

RCS-206:

20. |Quality Review Forms, Reports and Records. NC1-58-7712
3-3-77

(1) Forms 3926 and 4687.
(a) DISPOSE at end of current quarter, plus one year.

(2) Weekly Summary Report, Weekly Unit/Group Report, and
Periodic Defect Frequency List.

(a) DISPOSE of weekly listings at end of current
quarter, plus one quarter.

(b) DISPOSE of quarterly listing at end of current
quarter, plus two years.

g
oK A W , Al TRCE  NCHoNNE 52 plpwes SN0 roml 115
y Prescribed by General Services
@/}/7f Administration

FPMR (41 CFR) 101-11.4
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Alggg %Yl(evgilggal Services Adpunistration Job No. Page _ 2
of 6 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) SAMPLEOR ACTION TAKEN
20. (3) Individual Review Validation (IRV) and Alpha Individu$l
(Cont'd Review Validation Listings.
(a) DISPOSE at end of current quarter, plus one year.
(4) Sample Control and Error Logs.
(a) DISPOSE at end of current quarter, pus two years.
(5) Forms 3926, 3927 Invalid Data Listings.
(a) DISPOSE after corrections post.
(6) Selected Cum Records and Master ID File.
(a) DISPOSE old one when new one is printed.
(7) DDES or Keypuch Input Forms 3927 and 3927A.
(a) DISPOSE after data has posted to the Master ID
and Cum Data File.
(b) Other DDES or Keypunch Quality Review Input Docu-
ments can generally be disposed of after the data
posts.
(8) Quality Review Index.
(a) DISPOSE after review is completed.
Q
47, Sub Item (3)(Z) disposition changed from 2 years to 3 NC1-58-7649
years,’M&M(M o0 slairt 04“‘2‘ /""”""?7""0 (Item 32)
48. Deleted, reserved for future use. NC1-58-76+9
(Item 7)
56. Cut-off and disposal changed. NC1-58-78+1
(Item 1)
57. Disposition instructions revised and clarified. NN-168-16
(Item 1)
58. Title changed and clarified. (Formerly RCS-204 item)
65. Language clarified. (Formerly RCS-204 item)
66. ?eletei, re:erv:g for future use. Schedule A (Form 940) NN-173-152
s no longer used. (Item 10)

Four copi including 1, to be submi

d to the National Archives and Records Sexrvice

16—50428-2 GPO
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tandard Form No. 115a ‘
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2rescribed by Qencral Serviees Adnunistration
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BGSA Reg. 3-1V-106 Job No. Page _3
of _6__ 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) SAMELE SR ACTION TAKEN
72. Deleted, reserved for future use. NN-170-16
(Item 43)
86. Title changed and clarified. (Formerly Item 126 RCS-204)
89. Liquor Tax Assessment Work Sheet (Enforcement). Used to New Item
determine rate of tax and amount of tax and penalties in
enforcement cases.
(1) DISPOSE 7 years after end of processing year.
(2) RETIRE to Federal Records Center 1 year after end of
processing year.
90. Title changed, language clarified and reference to forms {NN-170-16
deleted. (Item 61)
101. Changed to include Microfilm Operation. NN-170-16
(Item 54)
117. Disposition changed from 2 years to 4 years and provis- |NN-170-16
ions to retire to Federal Records Center added. (Item 62)
118. Disposition Instructions revised and clarified. ?

Document Register - Block and Selection Record. Used to

establish and maintain control of documents (block
listings) for returns and related documents.

(1) Document Register (Form 813). Identifies documents
with., remittance and those without remittance for
assessment.

(a) Master File.
1. Original copy.
a. DISPOSE when related returns are destroyed.

2. Duplicate copy.

a. DISPOSE two years after end of processing
year.

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

16—59428-2 arPoO



tandard Form No. 115a
{evised Novem! s

[N

1951

grscicri?ee;! gi’lgf?géal Services Admimstration bob No. Page 4
of _6 pages
REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS—Continuation Sheet
7. 8. DESCRIPTION OF ITEM 9. 10.
ITEM NO. (WITH INCLUSIVE DATES OR RETEMTION PERIODS) SAMPLEOR ACTION TAKEN
118. (b) Non-Master File.
(Cont'd)
1. Original copy.
a. DISPOSE when related returns are destroyed.
2. Duplicate copy.
a. DISPOSE 30 years after end of processing
year.
b. RETIRE to Federal Records Center 2 years
after end of processing year.
(2) Block and Selection Record (Form 1332). Identifies
returns and related documents without remittance.
(a) Original copy.
1. DISPOSE when related returns are destroyed.
(b) Duplicate copy. Used to transmit SS-4 Forms.
1. DISPOSE when related SS-4 Forms are destroyed.
124. Disposition instructions revised and clarified. NC1-58-76-
(Item 12)
145. Deleted. Item now covered by New FTD Section (Item 327).|NC1-58-774
/ (Item 1)
146. Disposition changed from 3 years to 10 years for tickets
marked ("Bonds'"). (Formerly Item 181 RCS-204)
186. Title changed and clarified. NN-170-16
(Item 100)
205. Language clarified. NC1—58—76J
(Item 24)
213. Title changed and sub-item added to cover disposition for |NN-170-16
duplicate copies. (Item 112)
214, Title to sub-item 1 changed and sub-item 2 added for NN-170-16
disposition of duplicate copies. (Item 112)
215. Form 4638 added to the narrative. NN-170-16
(Item 113)

Four copi luding original, to be sub

itted to the National Archives and Records Service

16—50428-2

GPO
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Job No.

8SA Reg. 3-1V-106

Page _ 5

of __6 pages

REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS—Continuation Sheet

. DESCRIPTION OF ITEM 9. 10.
m:; NO. (WITH lncfusnvs DATES OR RETEMTION PERIODS) SAMPLE OR ACTION TAKEN
216. Deleted. Item covered by the New FTD Section Item 328. |NC1-58-77-6 '
Reserve for future use. (Item 1)
219. Language clarified. NN-170-16
(Item 114)
220. Item changed to include Tax Preparers. INN-170-16
(Item 220)
221. O0ld item pertaining to SCRIP Monthly Audit Run 715:50, pCl—58—76—9
Controls of Information shipped to Data Center, deleted. [(Item 27)
New item for Annual List of Income Tax Preparers (Form 571{7)
added.
223. New item for Employee Plans Master File (EPMF) Name
Directory.
224, New item for Employee Plans Master File (EPMF)
Taxpayer Index.
225. New item for Employee Plans Master File (EPMF)
Removed Accounts Index Record.
226. New item for Control Record List and Summary (EPMF).
227. New item for Glock Completions List (EPMF).
228. New item for Suspense Release List and Summary (EPMF).
242, Narrative changed. NC-174-162
(Item 11)
245, New item for Special Activity Report (IDRS).
246, New item for Command Code Usage Report (IDRS).
254, Narrative clarified and disposition changed from 10 years NC1-58-76-9
to 6 years. (Item 40)
255. Disposition changed from 5 years to 2 years. NC1-58-76-9%
(Item 25)
256. Deleted the 60 days requirement in the disposition. NC-174-162
(Item 24)
257. Deleted the 60 days requirement in the disposition. NC-174-162
(Item 25)
i
Four copies, including original, to be submitted to the National Arxchives and Records Sexvice 16—59428-2 GPO
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gtandard Form No. 1158

Revise$ Novem'wg 1951

Prescribed by Gencral Services Administration
GSA Reg. 3-1V-106

o

REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS—Continuation Sheet

Job No.

Page

of _6_ pages

7.
ITEM NO.

8. DESCRIPTION OF ITEM

9.
SAMPLE OR

10.

(WITH INCLUSIVE DATES OR RETENTION PERIODS) JOB NO. ACTION TAKEN
259. Disposition changed from 10 years to 6 years. NC1-58-76-09
(Item 26)
260. Narrative clarified and disposition changed from 5 years [NC1-58-76-09
to dispose after new copy is received. (Item 35)
261. Disposition changed from 5 years to dispose after new copyNC1-58-76-9
is received. (Item 36)
271. New item for Master Record of Employee Numbers (IDRS)
272. New item for Unit Command Code Profile Report (IDRS)
273. New item for Dishonored Check Records Dropped From the
File.
274, New item for Dishonored Check File Analysis.
275. New item for Dishonored Checks (15 day listing).
300 T 327 Previously approved. NC1-58-77-13
328. Formally item 216, transferred to new FID Section, NC1-58-77-6
Narrative clarified. (Item 1)
329. New item to cover FTD N.C.C Confirmations (Form 3824).
350 THRU 369 New Section added to RCS-206 to cover Audit Infor-

mation Management Systems (AIMS). Replaces Audit's
System for Controlling Returns in Inventory and Pro-
duction (SCRIP).

1, to be sul

Four copies, including

d to the National Archives and Records Service

16-—59428-2

arPoO



ltem Descr.pron of o s
Ny. - and daposition orizations
(1) Dispose 2 years aiter compiciion of program.

16. Machine Logs and relaied documents used w 1c-
cord machine use on cach progrer.

(1) Dispose 1 year afier date of last entry.

17. Work Mcasuremen: Musier Cards. Loip.oyee Mas-
ter Cards; OQipanizauos, Fuacuon and Program
Master Cards; Muachine Master Cardst 2nd equinva-
fent forms and documents
(1) Disposc of Jropout or disconiinued cards 6

months after end o! cach o-moach repotling
period (June 30 and Dezember 31).
18. Work Measurenient Work Ptanning and Corntrol
. Cards. Job Record Detal Caid, Machine Hour
Card. Employec Performance Card, and cguiva-
lent forms and documents used for nput and out-
put in preparing man-hour and machine-hour re-
ports.
(1) Dispose 60 days aftei related reporis are
printed.
19. Magneuc Tape Maintenance Records.
(1) Incident Reporis
(a) Record copy.
1 Bispose afier 3 ycurs.
(b) All other conies.
1 Dispose whea no longer needed m
‘ current operations.
(2) Tape C)p“rauonsllccords
(a) Dispose 1 year afier compiction of ac-
tion.
( 20. Quality Review Forms, Reports and Records.
( (1) Forms 3926, 3= and 687
; (a) Dispose at end of current quarter, plus
one yoai.
< (2) Wecekly Summary chorl Weekly Uit/
) Exouplicpon and Periodic Defect Frequency
15t Efectmmetataiae

(a) Dispose Wrml—qmrtemﬁs
Cb) sheyear.
Individual Reoview frstmatiaT.

(a) Disposc at end of current quarier, plus
seemrontis,  One year.

Sample Control and Error Logs.

(a) Dispose at cnd of current quarter, plus
two years

Forms 3926, 3927 Im alid Data Listings.

(a) Dispose after corrections post.

(6) Selected Cum Records and Masier ID File.
(a) Disposc old one when new one s
printed.
)20

( 5CI"ed)'

(Reserved).
23.

Traimng Program Fies. Schcautles, umetabies,
cvaluations, and plans of traiming cowses; docu-
ments and reports pertaining to partc: pation, in-
structions, attendance, progress and examinations;
requests for matenial, services and information;

( (3)

(4)

(3)

(8)

Delete reference to form 3927

Delete effective date

of weekly listings at end of current quarter,
plus one quarter.

(b) DISPOSE of quarterly listing at end of

current quarter, plus two years.

Validation (IRV) and Alpha Individual Review
Validation Listings.

(7) DDES or Keypunch Input Forms 3927 and

39274,

(a) DISPOSE after data has posted to the
Master ID and Cum Data File.

(b) Other DDES or Keypunch Quality
Review Input Documents can generally
be disposed of after the data posts.

Quality Review Index.
(a) DISPOSE after review is completed.
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Htem Divcripion of (s
No. and disposition P zaiions
i

— [ 9

ference notes and documentauon rclaitng to final

approvil of torms,

(1) Dispose 6 yems atier 1o:m becomes obsolele.

(2) Retire obsolete toimns files 10 Fedoral Recerds
Center adter 1 vear,

42, Internal Control Files. Card files, tickler files, and
other types of files used to recora action tzken
and control woikflow (a0l covered elsewhere 1
this Schedule).

(1) Dispose atter 1 yeur o1 when no longer needed
N curreat Gperalions.

43. Management Docunient Dustriounon Control, or
cquivalent records used 1 the control and distri-
bution of internal management documents.

(1) Dispose eacept current card and the onc ihat
immediately precedes current caurd,

44. Reference [iles. Extra copiesy ol carrespoadence
and reports, referenoe copies of computer-produced
reposts, directives and interr gl nanagement docu-
ments, or other nieterial reiained solely for refer-
ence purposes 1n curient operations,

(1) Dispose when obsolere or supcrseded, or
when no longer needed 1n current opciations.

45. Resident Programinme Analyses (RPA) Records
(1) Bispose 1 vear afier superseaed or when n

longer necded 1 current opcrations,

46. Records Relatng 1o ithe Privacy Ay 0] 1974,

Form 5394, Reguest jor Notifications  and
Access—System(s) of Records Privacy Aci o
1974, and Forms 5466 and 5466A, Individual
Records of Disclosure ‘
(1) Dispose 6 years wficr end o processing vear.
(2) Retire 1o Fodeal Records Center 1 year atier
end of processing year
( 47. Information [tems. Tax

and information alicging o1 idicating a violation

related  commuinications
> within the investigative junisdiction of the Internal
Revenue Serviee.

T

(1) Tranumital Memorandums of “mformation
items” and “olher mformation” from district
offices 1o service centery
{2) Dispose atter | year.

{2) Non-tax related INTOIMalion Jtems
(a) Dispose 60 duys siter recupt.

o

(3) Closed tax scluted 1iemn, Curreney Transac-
tion Reports and Curiency Monetary Insiru-

> ment Repoiis seat 1o files.

‘ (2) DisposeX yeurs after closing date,

(4) Other closed tax related Hems sent o Ales.
() DisposeZycans alfter dosang date.

(5) Closed tan related e, wansterred o

©another satvice eenier.
> (a) Dispose 2 vears aiter closing date.
s (6) Closed tax refated items sent 1o Audit, Collce-
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. , ' ~ .1 Page 6
Item [ Description o) recends
No and doposiion aathonZaiions

tion, Employee Pians and Exempt O]:__{.li]!/.d-(
tons, or Intelhgence
. (a) Dispose 2 vears afier closing dalc £

hvestigative Tiles. Prosecuton, noa-prosecut.on
and discontinued mvestizanions (nciuding waig
awal repoits) together wh avlated
work_papers, forms, coiespondence and
data tht pertamns to aciual or all.cgcd/z “ome and
other taxN\gvasions, wagciing, coin-gyerated -
ing devices.NQeeupational and eyelse tanes, clee-

tronic surva memaoeranduam,
< noles, ctc., whethdy c voihe IRS or re-

ceived by the IRS - sources, 2aad othe

of the Scrvice.
(NOTE: If

rme 7691-A, Cass Summary, was

cparcd for the case. \U5Joutld be 1c-<
moved from the file at the 'm.r\c\of clos-

ing. Cases are considered clodsgd alier

conclusion of the cimminal aspects v the

case.)

(1) Dispose 10 ycwrs alter casc 1y

Slased

7

. ’ ‘ '

(7) Clomo ol e et ot 5 1

il e s0 4 clmaset
ViE ST

DELETE: (Reserve for future use)

o

(NOTE: ltem Nos 4‘?111:‘0@11 54 are rescived
for future addivons o the “Adimones-
trative Recorus” portion of thus schad-
ule.)

RETURNS PROCESSING RECORDS

55. Individual Income Tax Returns (Forms 1050A4)
with 1elated documents attached to the et o
considered a part of the administraiive ic, rezurd-
less of whether the documenis ave physically with
the retumn or mamunacd o an atachment fife
(Forms 1040A consohdaicd with Torms 1040
beginning with Tax Year 1969 and remstated be-
ginning with Tax Year 1672)

(1) Return filed in orgingd blocks i uccount
number, onginu. document ocdior number
(DEN) sequence, or renumbered @ docu-
ment focator nurmber sequence on or before
Apnil 15.

(a) Dispose 6 yeurs after dae of Dina

(b) Retire to Federal Recoids Center be-
ginmimg January 2 through March 31
following the vear i which rctuins were
numbered and piocessed

(2) Neturns filed, numbered ot ronumversd

v document Tocator namoes sequcace Apnl L6
through June 30.

(a) Dispose 6 years aller nuindenng and
processing beginning July 1.

MT 1(15)59-388—~1+8=19=F7r IR Manual

CHANGE
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mos inLoscrnpnon of records
7. ! ~ and disposition aiihonze

(b) Retire to Federal Records Center be-
ainping January 2 through Maich 31
following the year m which 1eiums were
numbered and processed.

(3) Returns filed, numbcied or renabered an
document locator number scguence July |
thiough December 31
(a) Dispose 6 ycars alter cnd of process-

ing year.

(b) Retire 10 Federai Records Center be-
ainning January 2 through March 31
following the year mn which returns weie
numbered and processed

(4) Returns maintained in supplemenial and de-
ficicncy numbereu fles.

(a) Dispose 6 ycars after the end of. the
calendar ycar in which the defic.encies
were processed and case ciosed. |

(b) Retire to Federal Records Center July
I through Scptember 30 tollowsag ihe
year in which the returns were numbered
in the supplemental or deficiency senwes.

(5) Recturns in penalty files. Rewnas on which a
penalty of 50% or more has been assessed,
and cases for which tie Intelhigence Division
has reguested longer rctention
(2) Dispose 20 years aficr the end of the

calendar year i which penalties were
assessed and case closed.

(b) Retire to TFederal  Reeords  Center
July "1 through Sepiember 30 lollowing
the year in which 1cturns weie renum-
bered in the penaly or supplemental
scries. ’

(6) Rcturns in potential refund lingation case
files. Returns and all related dotuments.

(a) Dispose 7 yeais after establisiment of
file.

(b) Retire to Federal Records Center 3
years after establishmient of file.

56. [ncome Tax Returns Filed by Individuals, Partner-

ships and Fuduciaries (excludes Fornts 1040A),

with related” schedules, covtespondence, audit ve-

ports, work papers and oihier cocuments atlached

10 the return or considered @ part of the adnins-

trative file, regardless ot whether the documents

arc physically with the return or mamtained 1 @n

attachment file.

(1) Returns filed in onginal blocks 1 account
number, origimal docurient locator number
scquence, or renumbered i document focator
scquence on or before Seprrtse December 31.
(u) Dispose 7 yewrs afler SPEIITURS ey April 16.
(b) Retire to Federal Records Center be-

ginming January 2 through March 31
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l Page 7

ftem Description of records
No. and disposition authioriZations

following the vear in which returas were
numbcered and processed.

¢
Urearrehrtrme30.
( $5pos : S

({) Returns filed 1n supplcmuudl or deficiency
numbered files.

(a) Dispose 7 years after the end of the
calendar ycar m which e deficiency
was processcd and case closcd.

(b) Retire to Federal Records Center be-
ginning July 1 through Septamber 30
following the year in which returns were
numbered in the supplemental or defi-
ciency series

(f) Returns in penalty file Returns an which a

penalty of 50% or more has been assessed.

and cases for which Intethgence Division has
requested longer retention

(a) Dispose 20 ycars aficr end of calendar
year in which penalues were assessed or
case closed.

(b) Retire to Federal Records Center July |
through September 30 following the year
in which rcturns were numbered in the
penalty o1 supplemental seuies

Returns in potential refund iiganion casce files

Returns and all related documents

(a) Dispose 7 ycars after estabbshment of
file.

(b) Retire to Federal Records Center 3 years
after establishment of hie

57. Declaration of Estumated ndividual Income Tax
or Equinvalent Formes.

(1) Taxable Declaration of Esumated Income Tax
or cquivalent forms with remittance.

(a) Dispose 4 years aficr filed
{b) Declarauons numbcred and processed
January | through Deeember 31

S+

MT 1(15)59-4#88 (¥6=1t9=¥%) IR Manual

end of processing year
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ltem
No.

.
Descriprion of rec ‘ '
- wnd disposition qui o

58.

59.

60.

61.

I Retire 10 Federal Records Center be-
ginmng Jantary 2, Gedphevtretr3 | o 1 year after the end of the year
fudlosne-themweasgaahich qumboered " in which numbered and processed
QANepriscrete )
(2) Non-tasable Declarations
(a) Dispose upon recompt.
(3) Tuxable Non-remuttance Declarai:ons.
(a) Dispose upon reccips
Corporate Income Tux , ce® LEacesy Profis 7"{1,r/-‘)}and
@ includimyg all rclated documents, corre” JReturns
spondence and exhibits.
(1) Retain,
(2) Returns numbered and processed January |
through June 30.
(a) Retire to Federa! Records Ceater be-
gimming Jaauary 2 through Maich 31
following the year in which numbered
and processed
(3) Returns numbered and processed July 1
through Docember 31.
(a) Retire to Federal Records Center 2c-
ginning July 1 throveh Scepiember 30
following the year n winch numbered
and procensed.
(4) Returns in penalty and supplemertal files
(a) Retire 10 Federal Records Center be-
gmmng July 1 through September 20
following the year i which returns were
numbered in the penaity or supplemental
series.
(5) Returns in poicatal retund Lingation case
files. Returns and relaicd documients
(a) Retire 1o Feaerdd Records Center 3 years
after establishment of file

- o - S~ s Sy ety
A e it @74 £ o ot o W £ Pyt o3

Exenpt Organization:

Tax Index Cards. Naster index caids used as a
cross-reference 1o lax rcturns, asscssment hists,
ledger account cards (ULC's), and other docu-
ments.
(1) Index Cards tor Iadividual, Partnersiuy,
Fiduciary, Employmicnt and Miscellaneous
Tax Returns.
(a) Dispose 30 years after end of processing
ycar.
(b) Retire 1o Federal Records Center 5 vears
after end of processing year.
(2) Index Cards tor Corporaiion fncome Tax Re-
turns.
(a) Retain.
(b) Retire to Federal Recoids Center 5 years
after end of processing year.
Unsigned and Undeliverable Tax Reuanns which
arc not processcd or nunibered.
(1) Dispose 3 ycars afier cnd of processing year.
Estate Tax Reuuns (originals). Includes relaied
schedules, correspondence and documents such as




ltem
No.

Desenipuion of recorn :
and doposition auti Lons

62.

63.

64.

65.

66.

67.

68.

wills, aflidavits of appraicals, trust agieements,

power of attorney, bricfs, cte., and any related it

tax-return filed by deceadent.

(1) Retain.

(2) Retire to Federal Records Center 6 months
after audit closure.

Gift Tax Returns. Formy 709, Unitea Siates Gitt

Tax Return; Form 710, Gift Tav Donce’s or

Trustee's Informanion Return of Gifis, Form 882,

Statement of Gift Tax Due; and all retated corre-

spondence and  documents not assacizicd  with

Estate Tax Returns.

(1) Retain.

Gift Tax Informanon Card. Master index of aift

ax returns which show name, district, account

number, ctc.

(1) Retain.

Capital Stock Tax Returns with related corre-

spondence, records and  documenis. (Declored

Value Excess Profits Tax Act icpealed for he

ycars after Junc 30, 1946.)

(1) Dispose 30 years after end of processing year.

Employment Tax Returny filed by cmployers and

covering withholding, socia! security, rauhcad 1e-

tirement and unemployment taxcs anclading Sched-

ule A (Forn8409 not zgrecing with the amount

claimed as credit, and rclated documents and

correspondence.

(1) Dispose 6 years after end of pioceswing year.

(2) Retire to Federal Records Center begimning
January 2, 1 year after the ¢sd of the year in
which returns were numbered wind processed.

Sclicdule A (Form 940) ceiuficd as ag:cciug-avnh

records. of the states, o1 falng within the pre-

scribed tolerances. - -

(Ly~Dispose 30 days atter receipt.

Miscellaneous Tax Retirns coveumng excise tax

>
returns on diesel fuel. gasoline, lubnicaling oils,

ea

telephone, telegraph, transportation, cte., with re-

lated correspondence and documents

(1) Dispose 6 vears afier end of processing yedr.

(2) Retire to Federal Records Center beginning
January 2, } year after the end of the year in
which the latest included returns were num-
bered and processed.

Extension Records. Coirgspondence and forms

(not associated with related ax returns) atlowing

or disalfowing taxpayers 1o extend ume i which o

file a return or make u iax paymicnt due and lax-

payers’ apphcations tor a change m accounting

period.

(1) Dispose 3 years aftcr end of caiendar year 1n
which request Toi exiensioa or change 1n

MT 1(15)59-188 (+0=+9=+7) IR Manual
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liem
No.

! - Description uf rt‘cun.

and (/1.\,"(}\./!(111 anthor Zaiions

69.

70.

71.

72.

73.

74.

75.

76.

accounting perod was hica. (Parent corpotd-
tions file consohcated appucations at scrvice
centers. Information copics on subsidianes
filed by such corporations at dsieet ollices
and subscquenily forwarded to service centeis
may be disposcd of upon receipi )

Notice of Nonreceipt of Tax Reiurns including tax

delinquency investigattons and related correspon-

dence.

(1) Dispose 2 ycurs after cnd of process.ng year.

Employer's Application jor ldenufication Nwnber

(LIN).

(1) Dispose 6 yecars after the ead of ycar in which
processed.

(2) Retire to Federal Records Center begimning
July of the ycar following the processing year.

Application for Exempuons and Register. Ap-

plications for cxempuon from tax responsibihiies

and regulations applying 1o resinicted or specially

controllcd businesses such as amuscemenis, nar-

cotics, fircarms, ctc.; apphcations for registiy as

person hable for agnussion tax uiier a change 1

ownership; o1 cquivalent forms with related cone-

spondence and documenis.

(1) Dispose 5 years after filing.

(2) Retire to Federal Records Center after Janu-
ary 1 of the year following the processing year.

Exeiption Applicanon Files with related dpar-

ments aiitearrespoadence. 3

(1) Dispose-15 Veass.after termunatidn or revoca-
tion of exemption s1atwss-

(2) Retire to Federal Records Cc‘me;\[o\li(ot\;:s
the ycar -1 which cxempt siaius was [T
pated or revoked.

Federal Insurcnce Contributions Act Tax Lxemp-

tion Waivers and rclated correspondence.

(1) Dispose 10 ycars after the end of year in
which processed.

(2) Retire to Federal Recerds Center beginning
January of the thira year following the year
in which processed.

Public Event Manifests. Sampies of tickets printed

along with nanmic of printer, person Or orguniZalion

ordering the tickets and quantiy of ucketls pro-
ducced.

(1) Dispose 1 ycar after end of caicndar year
showing date of cyent.

Report of Occupation Subject 10 Specual Tuxes.

{1) Dispose 5 years atter date of report.

(2) Retire to Federal Records Center 2 years
after date of report.

Special Taxpaver List. List of names of all per-

sons, including wagenng, who have applied for

special tax stamps.

(1) Dispose 30 ycars alter end of processing year.

Delete « Reserve for future use.
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RECORDS (¢ QL SCIHEDULE 274 ‘ .

Hem . Discriprion of rocoras

No aid dosprosaion e b Lain
manufacturers, produccers o vendees who desne
0 make tax-tree puichases of tinabic articles for
further manufacture of taxable arucles, 01 lor re-
sale to manutacturers for that, puipose
(1) Dispose | year aiter cmunauion, revocation
or after uuthorizanon s no longer reguited

85. Informauon Reworny and related documents sub-
mitted by domeste and tercign finms 1o advise the
names, amounts aind Wpes ol icome other ian
salary, puid to mdividuals
(1) Domestic Filed.

(x:l) Assocrated wiith mcoime tan sotures

I Dispose or Retain, as appropniate,
when related ynceme Lax returns are
destroyed o actired.

(b) Residue of Intormat.cin Rewrns and

Documents not associaied wubh velated

§ NCeme tdx retuens.
) I Dispose” of selecied sample 60 days
atter data has been comverted to mag-
) neue tape, the tape veidicd and sent
{ to National Computei Ceater (NCC)
2 Dispose of ponsciecied  documents
after sampic has been selected. but
( no carher than June 30i of curent
Processing veur ,
(2) Foreign Filed.
(a) Assocrated with income tas returns.

I Dispose o Ketain, o8 appropiiale,
when related weome tax sctuins are
destroyed or retiied

d (b) Residue of Intormavon Roeturns and
Documents not assecieied wiih related
IMCOIMC LA 1lIS.
l I Bispose 4 veais abicr pracessing o
CONLCIIAN 1O NTLENCUC Lape
4 2 Retive o 'ederat Records Center 60
days aller process.inyg or conversion o
magncue tape.
~ 86. Brelalre-dies peotton A= Heserd=Rertie a0 b QU 9 G g Public Inspection_F_i.]Leg (Hardcopy and
l or-Ruducianies~Exenpi jrom-Ineaine—dda, mun- ép_ertu?e_Cards) forReturns of Organizations

toned apart Lrom ihe “return” poition ol these
fooms. e /
(1Y Dispase 4 vears afics end of processing year.
87. Undclivered Injormarion Reirns (Copy 83) trans-
mutted by employers, payers and nomincees o the
service center.
(1) Dispose January 2 of the yea:r {ollowing the
vear i which piepared
88. Information Reiwrns reccived from cmploycees and
recipients.
(1) Information Returns associated with mcome
lax returns. '
(a) Dispose or Retain, oy appropriate, when
related income tax reiurns aie destioyed
or rctired,
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ltem
No.

. . Description of record
]

and disposition awtiionzations

89.
90.

91.

92.

93.

(2) Informauon Returns not ussecnted with re-
lated income tan returns,
(1) Dispose Junuaiy 2 of the vew following
the year in wiuch prepared

(RR e RR% X - — - -l Liquor Tax Assessment Work Sheet

metic Tape Correspondence Fidey relating
rdsipt, processing, and return ¢f mju

tapes contging Forms W22 Wiae
Statement; Form087. Nominee’s [pStimauon Re-
turns; and Form 1089, U.S. Infefmaton Return;

e

payment data filed by \(li\'/‘cmmc:‘.l and  non-
Governnrent orgamzatigag” m~heu of peper docus
ments and the procgssing of paperdoeuments that
have been filed Jo7supplement or amond ghe tape
files. (Notc; [51)\'1305.’11 of the mformution foyirns
and payaCnt data documants are covered eiSts

Dispose 3 ycars after end of processing year.
b s
Transnuttal, Recerpt «nd Connol Records. Corie-
spondencg, teletype, transnuttas leiters, icpoits, and
transmittal receipt ang control documenis, cic.,
(not covered clsewhere in thus Schedule) portain-
ing to rcceiving, contioiing and transnnting tax
rcturns, laxpayer account regisicrs, and relaied
documents.
(1) Dispose 1 year after end of processing year.
Advice of Transmittal uscd to transmit schedules
to the Social Security Administiation
(1) Dispose 1 ycar after cnd of processing year.
Taxpaver Correspondence Files.

(1) Correspondence to and from the public re-
questing information, blank forms, or publica-
tions; notification of change of addicss; or
letters of gencral inquiry 1rom taapayers or
their representatives wlich do aot 1mvolve
substantive tax hability guesaons, and which
when answered or noted, complete the cyvele
of correspondence and have no valuc for z
more cxtended reference.

(a) Dispose after replvas made, miormaton
is furnished, or apprephiaie changes are
made 1n Serv.ce’s records

(2) Loosc schedules: TForm 1310, Statements of
Cluimant to Refund Duc Deceased Tuxpayer:
copics of death certificate; eic.. not asscaiaied
with applicablc retuin
(a) Dispose | ycar afier duc filiig datc of

tax rcturn.

(3) Correspondence maintained 1 suspense file
not assocrated with scwurns or other docu-
ments, or covered clsewhere in this Scheuule.

MT 1(15)59-}88 (H—16—%7) IR Manual

@nforcementf} Used to determine rate of

tax and amount of tax and penalties in

enforcement cases.

(1) Dispose 7 years after end of pro-
cessing year.

(2) Retire to Federal Records Center

1l year after end of processing vear.

90. Changed (See Attachment)
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90. .

. l

Magnetic Tape Correspondence Files +ting to the receipt, processing,

and return of magnetic tapes contai- . ; tax statements on wages, gambling

winnings, recipients of annuities, pensions or retired pay, and information

‘returns. Payment data filed by Government and non-Government organizations

using magnetic tape files in lieu of paper dccuments and the processing
of paper documents that have been filed to supplement or amend the tape
files. (Note: Disposal of the information returns anJ payment data
document's are covered elscwhere in this Schedule.)

(1) DISPOSE 3 years after end of processing year.



RECORDS CO .+ SCHEDULE 204

1 . . ‘
lteme ! S Description of recor

No. and disposition quihion Zationy N

(@) Dispose 30 days after fite s closed.

(4) Correspondence tequesting copmes of tax re-
wrns Requests from axpayers as shown i
the addiess arca of ihe rctuin,

(a) Dispose 4 montis afier request has been
filed.

9d. Source Documents uscd for the costablishment of
master files, consisung of mail slips. addressogranh
plate hists, alphabetical Distuies by districis and
other Lists of busimess firms used o perfect the
master file.

(1) Dispose 60 days aiter data has been con-
verted to magnete tepe, the tupe veinied aad
corrected, and muaster file esiabhished.

95. Notice of Action for Entry on Master File or
cquivalent forms.

(1) Dispose 5 years alter end of processing year.

(2) Retire to Federal Records Center 1 oyear aller
end of processing year.

96. Muaster File Entiiv: Chanee, or cquinalent torms
not associated with case files .

(1) Dispose 5 years atter end of processing year.

{2) Retire 10 Federal Records Center 3 yeurs
atter end of processing sear

97. Block Connol Cuards, and cqurvalent forms usad
as a card control for documents .tioduced through
the processing cxcle.

(1) Master Contro! Cards
(a) Dispose 14 days aiier Conirol Data

Recap and requived balancing have been
completed.

(2) Other Cards.

(a) Dispose 30 days aiier data has been con-
verted to magnctic tape and tupe bal-
anced and venficd.

98. BMF and IMF Entitn Change Cards used in the
preparation and mivntenance of the Business Mas-
ter File (BMF) and the Indnidual Master File
(IMF).

(1) BDispose 14 days abier daia has been comvested
1o magncuc ape and tape balinced and ver-
ficd.

99, BAF and IMF Data Cardy avd iclated worksheocis
and tanscnpts, used o tianserbe duta o the
muster files.

(1) Dispose 14 days zfter data has been converted
to muagneuc tape and tape balanced and
venified.

100. Docrment Reject Cards and  Transnuiials s
in processing transaciiens o the IME and BMF
programs.

(1) Dispose 60 days aficr semovel from Reject
File.

101, Cugossedde Caeds il conialent ecords used as Changed - See attached insert.
sertee—thoe rnTeTI T T T the=eofreetrorr of
wapasiablo—tramsacions™ Wsed i ahwrescarelim
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feme reseniption of records

NG ’ and disposition autl,onZgttons
wepeciallydi-paynrenttrrcmennt-S ocial-Besmn 1\

02.

03.

04.

0s.

06.

J7.

)8.

Dumber-{ SSNJ-and-Employerdden rifentronmm-

ber (EIN)-ehanges—¢inchides nuthnod improssebi
curdgr)y——

(L=-Dispose-3-years-nfter-ena-of- proces oy
wwhielrelosed~orwhisn-nodonger-neediddon
mrtermatIodie—

42—Retiro—to~-Federat~Recorgs—-Center—i—yemm
alorand-of-proces~tnr—vearmrmrrrincheetoses

Unpostable, Error and Reject Regiseers and Lise-

ings prepared and used atscivice centers o periect

the master file and resolve crrory made 1n piocess-
ing and pérfecting operauans.

(1) Dispose after 30 days, or whea no loinger
nceded in current opcratons whichever 1s the
longer period, uniess the Supervisory Auditor
at the scrvice center ashs for them 1o be re-
taincd for a longer period.

Blocks Out of Balance Listings.

(1) Blocks Qut of Balance L:stings and Source
Documents  Reflecung  Corcctive  Actio:
Taken. .
(a) Dispose 90 days afier dute has been

converted to magnei.c tape and tape huy
been balanced und venficd.

(2) Blocks Out of Balance Card Check List,
(a) Dispose 90 days afier end o! procassing

year.

Block Proof Listing Regisier. Remster is printed

cach cycle reflecing cach document “put”™ in

that cycle separated as to IMF and BMF in DLN
sequence Used daily 1o furnish informauon o the
district offices. other service centers and taxpayers

(1) Dispose 1 year after end of process ng year

Notice Registers. List by DN, EIN (BMF) or

SSN (IMF), master file tax code, tax peniod. name

control by type of tax retuin and compuier para-

graph number.

(1) Dispose | vear after end of processng year.

Transciipt Edit Sheets used in cxiactng dati from

returns for statistical processing programs.

(1) Dispose aflter completicn of cach annual pro-
gram upon notification by Siatistics Division,
National Office.

Quality -Assurance Sample Selection Shects wnd

Assurance Control Sheers used to saelect and on-

amine a group of returns Jor Nauonal Ofhice gual-

ity assurance review.

(1) Dispose 1 year after compeleion ot annual
program upon notification by Statistics Divi-
sion, National Office.

Statistics of Income Program Tabuianng Cards

used for statistical processmy ol sefected tan 12-

turns.

=

IT 1(15)59-488 (+0—1H—A%) IR Manual
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101. Unpostaz  und Nullified Unpostable Cards and

equivalc records used as source documents to
facilite . the correction of unpostable trans-
actions. .Jsed in all research, especially in

payment tracing and Social Security Number (SSN)

and Employer Identification Number (EIN) changes.

(1) Paper Records (Not Microfilmed).

(a) DISPOSE 3 years after end of processing
year in which closed, or when no longer
needed for internal audit, whichever is
later.

(b) RETIRE to Federal Records Center 1 year
after end of processing year in which
closed.

(2) Microfilm and Hard Copy of Records (applicable
for service centers which are microfilming
these records).

(a) Microfilm Record Copy not intended for
reference use, but to:'make additional
copies, as required.

1 DISPOSE 3 years after end of processing
year in which closed.

2 RETIRE to Federal Records Center 90 days
after creation and verification.

(b) Research Microfilm.

1 DISPOSE 3 years after end of processing
year in which closed, or when no longer
needed for internal audit, whichever is
later.

(c) Hard Copy.

1 DISPOSE 90 days after microfilming and
film verification.
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ltem
No

: - g . ’ '
Descripaon of n"r

and diposition wuiliorizaons

109.

110.

[11.

12,

113.

114,

10.

7.

118.

(1) Dispose after compicton of cuch annual or
other periodic progiam upon nonfication by
Statistics Division, Natoral Oitice.

Sample Seleciion Shecis.

(1) Dispose [ ycar alwer complevon of anmual
program unless notficd oiherwise by Statisucs
Division, Nuationa! Office.

Sample Receiprs Control Cards used to xey punch

Sample Sclection Shecis.

(1) Dispose ufter complcuon of cach annual pro-
gram upon notdicauion by Siatstics Division,
National Office. .

Sample Selection Shects and Data ldenfication

Records issued m the Taapeyer Comphance Mcas-

urement Program.

(1) Dispose 6 months after compretion of annual
program upon notillication by Statstics Divi-
sion, Nationul Ofhee.

Block Proof Cards used as block proaf controi

card for statistical processing of sclected corpora-

tion lax returns.

(1) Dispose after completion of cach  annual
program.

Document Control Slips used 10 control and route

statistical documents in service centers and which

arc not rcturned with the documeiils or returis
processed.

(1) Dispose 1 year afier ¢nd of piocessing year
upon noufication by Staiistics Division, Na-
tonal Office.

Stanstical Processumg Progress Reports o com-

pleted documents cach week

(1) Dispose 4 years afier ¢nd of processing year

(2) Retire to Federal Records Center 2 years after
end of processing year

Validation Certificates of Prior Anierican Owner-

shup and laterest [Zgqualization Tax Compliance

(Retained in Andover Scrvice Cenier.)

(1) Retuin,

(2) Ketire to Fedaral Records Center 6 months
after complenor of maiching ana verification
operations,

Social Secuniy Tav Record Card, Tule 11X Record

Card or cquivalent records periun:ag to wage and

CACISC 1AX returns

(1) Dispose 10 vears afier end of processing year,

(2) Retire to Federa! Records Canter when no
longer needed i cunrent oparations,

h“uﬁuhm#;'g““” Master File and Lens=m ¢ Exempt Organizations Master File Vouchers and

Trast Enney Chagressmes T D e e Employee Plans Entity Changes.

L—dpdte 2y cars alier end of prosEsie=eit) (7Y DISPOSE &4 years after end of processing year.

Mreeallgquegus Lisings 1 bl R { (2) RETIRE to Federal Records Center 2 years
(1) Bleck iftmestachaster ale Rotuens. after end of processin car.
(a) OllginnICUp)'\:?:’-f"’ k p gy

1 l)i\p{)_w-,-\\'h'c'ﬁ related  reurisT—aee
desiroyed 118. Changed (See Attachment)
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118.

’qgosedwec_lang,e to ¥ «0b-Ttem !‘o,

Document Register - Block a~. election Record. Used to
establish and maintain contr  zf documents (block listings)
for returns and related docu-:-uts.

-

(1) Document Register (Form 813). Identifies documents with
remittance and those without remittance for assecssment.

(a) Master File
l. Original copy

a. Dispose when related returns are destroyed.

2. Duplicate copy

a. Dispose two years after end of processing year..

(b) Non-Master File
l. Criginal copy

a. Dispose when related returns are destroyed,

2. Duplicate copy‘

a. Dispose 30 years after end of processing year.

b. Retire to FRC two years after end of processing
year.

(2) Block and Selection Record (Form 1332). Identifies returns
and related documents without remittance.

(a) Original copy

L. Dispose when related returns are destroyed.

(b) Duplicate copy. Used to transmit SS-4 Forms.

1. Dispose when related SS-4 Forms are destroyed.

Néf&if/ﬂorm§ 813 are separated by Master File and Non-Master File,

N . . s . \
Probléms\thh Master TFile Forms 813 can be research through
Yricrofilmi -’ Non-Master File Forms 813 arce-not established dm -
<, . t .

micpofilmy Therefore, the\paper docurent is needed for

. Gl S
certification purposes.
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tem
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N
. . Description of I('('()I‘u’\.

and aoposition avihorizalions

20.

22.

) Duplicaie copy uscd as source docum
for scrvice center conuol file.
Dispose 3 yeurs after end of pryfecss-
ng year.

LCLUI s,

Om cturn
I in casc of
subscquen\ payments giver sununaii-
lizatonfand venticaton

ton on reversce .

I Dispose 30 Wd of process-

ing year

2 Retire
year

(c) Trnplj
fo

o Federal RecordN\Center 5
alter cnd of processi\ vear.
ate copy uscd as seurce dochgent
crvice center controf file.
Dispose 3 years after end of proces
ing ycar.

Exanunation Records Processed jor Non-Master
File Returns, no returns attached.

(1) Dispose 3 ycars after end of piocessing vear,

Declaration of Receipts of Poliical Connibudions
(1) Dispose on April 15, 5 years foliewing the
year date on upper right hand ide o1 forms.
(2) Retire to Federal Records Center beginming
January 2 following the end of processig
year. ,
Presidennal Election Campaign Fund, Statement,
(1) Dispose 6 ycurs after ena of processing vear.
(2) Retire to Federal Records Center beginming
January 2 following the cnd of processing
year.
Annual Emplover's Retwrn jor Eniployee’s Pension
or Profit-Sharing Plans, wcluding all related sched-
ules, documents, correspondence and exhibits, filed
by the employer who mamtains a plan cr plans for
his employces or for himself.
(1) Dispose 6 ycars atter end of processing year.,
(2) Retire to Federal Records Center 20 months
after end of processing year.
Installment Billing Closed Cuase Fioles  Inc.udes
Service Center nouces, compuisr patagiaphs 191
and 480 printed on Form 4179, benk form, used
as posting documents to manuallv update nstall-
ment cases. Ananstaliment case file is closed when
the account is timely and fully paid or when the
account is transferred to TDA status
(1) Dispose 1 vear after calendar year in which
casc was closed.

T 1(15)59-188 (¥6—39—*4) IR Manual
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ltem Descrnipaon op records
No. and diaposition auihionzavons

124. Velucle Registrant Records Used Tor the Highway
Use Tax (HUT) Compliance Progiam
Lpose 6 months aiter the HUT Ry
Comphunct it complgg
I

(2) Disposce the leads TN . the comple-
tion datc 0+ D O, ngh\w;m

omphance Program
125. Information Returns Program Pavee Tax Identifi-
cation Numbcer (TIN) Pertection Match Lists (CP

2010, Foim 4906); Reguests {or Venlication of

Name and SSN (CP 2001, Form S332). Puvee

TIN Perfection Rescarch Notices (CP 2013, Form

5502); Paycer Correction Transcripis (CP 2016,

Form 5437); Payce TIN Peiiecton Update Reject

Records (CP 2014, Form 3728); and Paver Cor-

rection Update Rejeet Records (CP 2017, Form

3624),

(1) Dispose of documents 30 days aficr daia has
been converted 1o magneuc tape, the iape
venfied, and the tape used to updaic thic sei-
ice center-Payee TIN Perfection File or Payer
Correction File. as appropitaic

126, Audit and ADP Records of thie hiformation Re-
turns Proyram Discrepancy and Underreporier Re-
lated Documents:

(1) Transcript Limiung Card, Specific Transcript
Card, and Audit Fider Curd.

(a) Dispose of cards 30 days afier successiul
input to Magnetic Tape for sclectad
casc cards o simultancously wih i
posal of transcrints for non-seiccicd case
cards.

(2) Non-scteet Audit (Discrepancy and Uader-
reporter) Transcripis.

(a) Dispose of ron-seiccted transcupts 60
days after final acuon

(3) Unmatched Audit Finder Card Listing.

(a) Dispose of histing 1 week after successiul
corrective acuon has been tuken tor
finder cards ndicated on ne hist

127, Actuary Mailing List Injormanon o 3398 (ac-
cumulated in Andover Service Center only)

(1) Dispose after 3 years.

i 128. Emplovee Plans-Plan Cuse Control Inpat Record.

Form 46406A

l (1) Bispose 9 monhs alier processinzg daic

(Processing date s Julian caie, 4th, Sth, and

Oth drgits of control numbes )

(NOTE: ltem 129 s rescived lor future addiion to the
“Returns Processing Records™ potton of ihis
Schedule.)

(1)

ate

CASHIER, ACCGUNTING AND

ADJUSTMENT RECORES

130. Document Remittance and A ssessment Regisiers,
Certificates of Deposit. Copies ol regusters and

‘ | ’
.

[.»P0SE 14 months after completing the match
HUT leads (Vehicle Registrant Records)
against the 2290 Alpha Listing.
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Ilem,
No.

Description of ’d.r
and disposition «ilihorizations

140.

141.

142.

143.

i 144,

145.

| 146.

147.

148,

149.

150.

(1) Dispose 3 ycars after the close of year in
which the stanips were sold.

Cover Ceruficates m heu of lost or destroyed

special tax stamps.

(1) Dispose 1 year aficrissuance of last certificate
in book.

Punch Card Requests for taxpayer address infor-

mation from the IMF.

(1) Dispose after maihing information to requesier.

Narcotic Registranis, [nventory Records and Pur-

chase Orders,

(1) Dispose S ycars after end of processing year.

(2) Retire to Federal Records Center after Janu-
ary 1 of the ycar following the processing
year.

Records of Recewpts and Disposal of Narcotics.

Monthly reports submitted by registered users and

scllers of narcotics including all related corre-

spondence. _

(1) Dispose 2 ycars following the year in which
filed.

Encoder Tapes and Logs.

(1) Dispose 6 vears after end of processing year.

Federal Tax Deposit (FTD) Forms or cquivaient (

documents used by taxpayers o deposit Federal

taxes with™ a. commercial bank; " Depositary for

Federal Taxes, or with a-Federal Reserve Bank.

After completion of. processing the FTD forms -arc

retired to the Federal Records: Center at Meachan-

icsburg, Pa’”

(1) Dispose 3 years after closce of list year.

Lessfreates—ofDepostis and Doposit TiCKets.

(1)-Dispose-Xyears-ailer.close of lislyears

Loose DR Listings.” Registers reflecting all De-

positary Reccipts (DR's) that have become scp-

arated and referred to as Loose DR’s. Printed cach

cycle (when there are Loose DR’s) by EIN and

district sequence. The DR credit 1s input to the

master file. Used to determine tax payments and

to furnish information to disinct offices and tax-

payers.

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

(2) Retire to Federal Records Center 4 ycars
after end of processing year.

DR Transmittal Lisungs.

(1) Dispose 6 yecars after end of processing year.

(2) Retire to Federal Records Center 6 months
from Tape Data Control Sheet date.

Unused DR Listings furmished by Federal Reserve

Bank.

(1) Dispose afier all 1items have been closad.

Schedules and Lists of Canceled and Undclivered

Checks and Bonds.

(1) Dispose after audit by General Accounting
Office (GAQO) or when 3 years old, which-
ever is earlier.

o

[

146. Certificates of Deposits
Tickets.
(1) Deposit Tickets (marked "Bonds'') .
(a) DISPOSE 10 years after close
of list year.
(2) Deposit Tickets (others).
(a) DISPOSE 3 years after close of
list year.

and Deposit
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181.

182.

[83.

|84,

185.

[86.

87.

88.

89.

90.

(1) Dispose after audit by GAO or when 3 years
old. whichever i caiher.

Concurrence of Regional Inspecior shall Lo ob-

tained for any disposal before the theee yews,

Schedules of Rejected Clainis

(1) Dispose 3 vears after end of processiyg vear

Techmcal Section "Closed Sensitive' Case [Folders.

Residual papers remaning i the tolders such s

work papers; transcriplions of (ay account or ae-

counts; Form 3870, Request tor Adjastment, and

4173, Special Case Reterraly and copies of coi-

respondence.

(1) Dispose 18 months alter closed date

Transcripes of  Accounis requests and  1clated

documents.

(1) Dispose 18 months after end o processmy
year, or when no longer nceded in curient
operanons.

Audin/Appellate Adyjusiment Advices (IMF and

BMF).

(1) Dispose after internal audit of operations and

accounts.

Payments Tracers.

(1) Dispose 1 year after payment tracer is closed,

Reports  ofadgeedterrhiee Tuxes. Inpal master

file information, or 10 notly accOUNLIG Ol Uncol-

lectible status ot non-masicr file TDA

(1) Dispose after end of processing yeur, or after
posting to the master iic.

Offers in Compronuse. Case files including data

concernimg offers in compromuse by cash. mistali-

ment, transmittals, and accepiance of oers with

related correspondence. (Notwe: Tf a compromise

case file contains an insialyment offer. or i an offer

involves a collateral agrecment. the date of closing

the casc shall be the date the offer i compromise

is accepted or rejected after payment in {ull has

been reecived, or the dute on which {full compl-

ance has becn made with the terms of the collateral

agrecment. whichever 1s the later date.)

(1) Dispose 6 years after close of case.

(2) Retire to Federal Recerds Center 3 years
after close of case.

Barred Deficiencies. Copics of Formy 3999 usc

to 1eport statute capiration of barred deicienc.es

and overassessmients and on Ceridil o Change

and survey cascs to the regionar ofhice.

(1) Dispose after 3 years.

Liquor Tax Assessment YWork Sheet Entorcement.

Used to deternune rate of tav and amount of tax

and penalties in enforcement cases.

(1) Dispose 7 years aficr end of processing year.

Statement of Account for Participants ui Individical

AT 1(15)59-388 (M=19=7%7) IR Manual

. Canrewrry Mor Cocrectible
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ltem Des f'./;ll(’ll of recs’ ‘
No ) and doposition auihi oy
(1) Record copy (microfilm).
(2) Dispose 30 yeurs alicy cnd of processing
year,
(2) Copies required foresearch
(a) Dispose 3 ycars atter end of processing
year, or when no longer needed 1n cur-
rent operations,
205. RMF Accounts Register and RMT Name Direc-

206.

207.

tory, Contans data from Gilt, Estate, Federal Use
Tax on Highway Mator Vehickes, Tax on Wage:-
g, and Special Tax Reiurns,

(1) Master s for prior cycles —Cop. Oy

(a) Dlsposc upon receipt and veniication of
new weekly RMF'
(2) All copics produced for rescarch purposes:
(a) Dispose when no longer needed in cur-
rent operations.,
BMF Accowns Reenrer. Microfilm prmiout on

a weekly basis startmg ofter July 1, 1968 The

BMIE Accounts Register replaces the BMF Indea
Register, Setdemuent Register, and the Outstanding
Balance List. Each cycle an enuty or tax period s
active, all postings to that penod will appear on
the weekly accounts register. The accounts register
for that cycle is meiged with the wccounts register
for the next cyele. Thus, these cycles are accumu-
lated for a serics unul a fical accumulation is made
on a four-week basis Each taapascer on the regns-
ter is listed by tax pened, within Master File Tax
(MFT) Code, within EIN. The sequence wiil be
by region, district, EIN, MFT and tax pernodd.

(1) BMF Monthly Cumulative Accounts Register

(record copy).

(a) Retain.

(2) Copics of BMF Monthly Cumilative Regis-
ters required for rescaich.

(a) Dispose 5 years after end of processing
year or when no ionger nceded in cur-
rent operations.

(3) Weekly BMF Accounts l ‘__' Isters.

(a) Dispose upon reccipt of  subsequent
weekly regisie mcxgmg 2Hor regisiers
with all of the acuve accounts for the
current week.

BMF Reference Register Microhim 1ndey to cu-
mulative BMEF Accounts Register Refcience cg
ister s produced i account number with distnic
office sequence and lisis the cvele number in w]mn
a tax module last appeared 0 o cunn dauve regis-
ter. Reference register is updaied cvery tour weeks
on a cumulative bass.

(1) First and last BMF Reflerence Register ol

year (record copies).

(a) Retain.

(2) Copics of first and last BMF Reference Reg-
ister of year required for rescarch.

Cop. RS



http:appc.i.cd
http:liphw.ry
http:proccsv.ng

ICCORDS CONTi. SCHEDULLE 206 ‘

7 T

fem Description of records
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year, or when no longer needed 1 cur-
rent operations,
(2) Quarterly Cumulative Registers.

(a) Dispose 60 days alter receipt of annual
cumulative regisier, or when no longer
necded in current operations

212. BMF Taxpayer Number Dirccrory. Numcric list-
ing by taxpayer's EIN, namc, address, cmployv-
ment code. location code, and filing code.

(1) Annual Directory (record copy).

(a) Retain.

(2) Copics of Annual Ducctories required for
1cscarch.

(a) Dispose 5 years after end of processing
ycar, or when no longer needed 1n cur-
rent operations.

(3) Quarterly and Interim Directories.

(a) Dispose after receipt of annual or quar-
terly directory covering same taapayers
and tax periods.

213, Pxempt Organization Master File (EOMF).Na-
tional Alpha Register containing all entities on the
EOMF, ic., organization name, address, region,
district code, and other identifying symbols (pro-
duced by Mid-Atlantic Service Center).

(1) Annual Register.

(a) Retain.,

(b) Retire to Federal Records Center S

.+ years after end o) processing year.

@’)/Supplcmcnlul Registers,

(a) Dispose alter recaipt of annual register,

214, Bxempr Orgamzation Master File (EQMF) Trans-
action History Register (annual) inciudes all
transactions posted in the . EOMF for a specificd
period. e
(1) lgg‘min.

427 Retire to Federal Records Center 5 ycars
after end of processing year.

215, (MID) Tape Index Register and Name Durectory

contaiming cntity data on non-master hic rewarns

Register is in EIN order, the Name Dircctory 15

in alphabetic order.

(1) Annual Register and Dircctory (record
copics).

(a) Dispose 30 years after end of processing
ycar.

(b) Retire to Fedcral Records Center 3

years after end of processing year.
(2) Copics required for reseach.

(a) Dispose 5 vears alter cnd of processing
ycar, or when no longer necded in cur-
rent opciations.

(3) Temporary Registers and Ditectorics (quar-
terly).

(a) Dispose upon receipt of subscquent

See Attachment

See Attachment
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213.

214,

Exempt Organizations ALPHA Registers - - Cross-References (National and
District - Microfilm/Hardcopy) and Ei ' cgisters (Microfilm). Containing
all entities on the EOMF, i.e., organization name, address, region,

district code, and other identifying symbols (produced by Mid-Atlantic
Service Center).

(1) Annual Register - Master.

(a) RETAIN.

(b) RETIRE to Federal Records Center 5 years after end of processing year.
(2) Supplemental Registers - Master.

(a) DISPOSE after receipt of annual register.
(3) Duplicate Copies.

(a) DISPOSE upon receipt from the field

Exempt Organization Master File (EOMF) Transaction History Register (annual)

includes all transactions posted in the EOMF for a specified period.
(1) Masters.

(a) RETAIN.

(b) RETIRE to Federal Records Center 5 years after end of processing year.
(2) Duplicate Copies.

(a) DISPOSE upon receipt from the field.
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quarterly registers and dircctories cover-
ing samc taxpayeis as well as ail new
taxpayers added for the same tax perigd. . pPec: € '

6. Federal Tax Deposit Regisiers (FTD). (Name . /< _;'o;. Jlelr ne «f e
Control, EIN Register, Amount Regisier) Listing
of FTD payments received by the Scivice in the
National Computer Center. All FTD pavments are
forwarded to the NCC on magacuc tape by the
Office of the, Trecasurer of the U.S. Payments aic
listed in threc .scparate sequences to provide re-
scarch sources for tracing and ‘ugnlﬁ)xnc FTD

_ payments. K
(1) Nanu:Conuoland EIN RCﬁm

(a) CunNHAUVcchswr&(RccomiCopy)

I Dispose 2 ycary”after end of proc-
essing year. ™,

(b) Woecekly and Momhl\' Reaisters
1 Dispose upon ‘ccupt of cumulative

quantity register. >
(2) Amount chlster

(a) Cumulative Registers (R«.cor\l Copy).

1 Dispose S ycars aflter end of proc-
cssing year. "

(b) Weeckly and-Monthly Registers: "

V Dispose upon receipt ol cumulative.
quantity rcgisicr.

7. Register of Unapplied Transactions (Inchvidual
and Estimated Returns). Lisung of transfers be-
tween types of tax betwceen districts, or to list un-
applicd transactions.

(1) Record copy.

“(a) Dispose 2 ycars after end of processing
year.

(2) All other copics.

(a) Dispose when no longer nceded 1 cur-
rent operations.

8. Alphabetic Index Regi'sler (Gasoline Tax Refund
Claim).

(1) Record copy.

(a) Dispose 30 years after end of processing
year.

(b) Retire to Fecderal Records Center 5
ycars after end of processing year.

(2) Copics required for rescarci.

(a) Dispose S years afier cad of processing
year, or when no longer needed in cur-
rent operations.

19. Master w Microfilm Index, Directories and e (op,‘e.s
Registers. Master 1apes, orneT han those i Tiem |
205, from which service centers make copics of |
indexcs, registers and directones Thes 15 00t Copy
intended for reference use, but to make 3d§lll()llal
copics, as required.

(1) Retain. .

IT 1(15)59-#88 (+8-15=22) IR Manual
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(2) Retire to Federal Records Center after

monihs
220. Tax PractinonepRegisier ——and Preparer
(1) Dispose atier reeapt of updawcd register. .
when no Jonger needed for rosewen ,)u:—
poses. )
221, SERHP—Yomthie—rhttdrt—Ren 7,’..:{; Cowtré®  Annual List of Income Tax Preparers (Form
aHbformtitonshipped-to-DrtrCenicr. (1) DISPOSE 3 years after end of processi:
Ll D L 1
wry T ‘lll‘l‘l\_ LTI U T Tl year.
222, Ouputs on form 3624 /mm RMIF Runs
f‘ n ! I —_— '
(h }026\/‘1 0] Revenue r.Im 'AH \L\ou\r]o\s}\ I:O‘ 623. Employee Plans Master File (EPMF) Nai
SOl1— , Ol 1o R el u _—— L
Revenue Reeeipts, TIDCS and delered blocks P}EEEE)PrX Containing all entities «
(a) Dispose alter 1 year the EPMF. ‘
(2) RMF Control Dlu—RLlI\\ 961-13 and 961 — (1) Weekly Register.
05, ongmal Form 3624, \Weckly sort and (a) Obsolete after Cycle 7728.
merge of Processing rusn. (b) RELAIN Cycle 7728 register %
(1) Dispose afier 1 year, ) ' 6 years.
(3) RMF Eauact Data Controls—Run 961-09. ; /{
ongimal Form 3624, Weekly printout of de- 224. Employee Plans Master File (EPMF)
i N ! 1. 5
](m()lu(;)".“'\ “‘CC"]\lr;”'l'\ . Taxpayer Index. Containing all tran
a ispose after | vear. - ‘
(4) RMF  Processing Controls—Run 96113, actlons I?OSted to the EPMF for a spc
origmal Form 3624 Aciive enuity and actnve fied period. .
tax modules meluding unpostable outstanding (1) Weekly Register.
Batance List. ) (a) Obsolete after Cycle 7728. —_—
(a) Disposc after 1 year (b) REFAIN Cycle 7728 register
*(5) RMF other Data Controls—Run 96115, N 6 years.
original Form 3624, Weekly run of money l A
K ' . - : Tl e
and col}rlxt of Nouce and TDA's inciudiig 1595 Employee Plans Master File (EPMF)
un[;o;;w fer | Removed Accounts Index Record. Con-
Al 1spose atter vear tainin 11 h e o
(6) RMF Accounts Register—Run 961-17. du- n‘O\lled %ra tl: OS; i;tttges no'ttbelm?,
plicate Form 3624, Assesemcnt and Scttle- 1 ‘om e'o soleted registers t
ment Register. the active registers.
(a) I)i\i)()\(, after 1 vear. ! (1) This record will be printed once
(NOTE. ltems 22§ through 235 arc being icserned should be retained with the last
for future additrons o the Machine (Paper) EPMF Taxpayer Index for 6 years.
Prntouts and Microfilm Rewsters, Indexes,
and Dircctories portion of this Schedule.) 226. Control Record List and Summary (EPI
INTEGRATED DATA RETRIEVAL SYSTEM COMPUTER (1) DISPOSE'18 months after end of
OUTFUTS AND RELATED RECORDS. processing y(?ar or 1 year after
236G, Transuction Registers. internal aud%t of operaions and
(1) Includes: accounts, whichever is later.
(a) Remittances Added to Umdentificd Re-
mutance Fiie (URF). Listing of ali new 1227 Block Completions List (EPMF),
tems added daily to the URTE. Trems are (1) DISPOSE 2 years after end of
listed by district oftice, UR control num- processing year.
ber and amount. N
(b) Restncted Apphication from the I;)ZI" 228 Suspense Release List and Summary (L
Daly iisting of vosds, d shonored chegas (1} DISFOSE 15 months after L
and corrected moncy amounts for Hm: ) [ end o
URF. Iiems aic listed by dists. i ;?roce551ng y?ar or 1 ye,:j1r after
show the UR Control Numbcr, internal audit of operaions and

hefore change. amount as correet ol

accounts, whichever is later.
type of corsection.
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38.

9.

40.

143.

Unidentifiecd Remitiances.

(1) Added in last 15-435 duys. Regnster reflects
all items added to the file and no acuon has
been taken. This register, which served as a
follow-up tool, was not produced alter Jan-
uary 1, 1974,

(a) Dispose after 60 days.
(2) Aged 10 Months. Monthly printout used as
-a last attempt to apply money trom URF
before being aged to Excess Collections.
(a) Dispose after 60 days

Unidentified Renuttance File Dropped Lisune A

permanent record of the URF produced as siems

arc aged from the URF afier closing action The

‘Dropped Listing is uscd to purge the open alpha-

betical (paper) back-up file of wnidentified remit-
tances.
(1) Accounting Branch, Unidentificd Function
copy.
(a) Dispose 5 ycars alter end of processing
year.
(b) Retire to TFederal Records Center 2
years after cod of processinz e
(2) Accounting Bianch, Journal Funct:on copy.
(a) Dispose after 60 days.
Alphabetic File of Unidenufied Renuttaices, con-
sisting of miscellancous documents, correspond-
cnce, photocopics of checks and moncy orders,
cle.

(1) Dispose 5 years aficr end of processing year.
(2) Retire to Federal Records Centey 1 year aiter
closed (histed on URF Dropped Listing)
Eacess Collection Posting Document. Computel

Paragraph 550 (Form 4830)

(1) Uscd as an open cxcess collection document.
(a) Dispose aficr moncy 15 apphied

(2) Used as a closed excess collection document.
(a) Dispose 5 ycars after end of processing

year. ’

IDRS Collection Listing of Unreserved Transac-

tion Code 594 and 599. Weekly listing becomes

obsolete when cases unreselved within 28, wacks

genciate a transcript. A~~~

(1) Dispose after 6 months or after all research
is completed whichever is sconer.

Remittance Register (Dealy ). A daly printout, by

arca office, of the payments 1cceived and irput

on-linc through the IDRS teinunals. The onginal

is mailed to the arca office, with onc copy main-

tained in the Accounting Branch for rescarching

payment tracers and one copy maintaincd by the

Accounting Branch Ledger FFuncuion tor notatons

and adjustments.

(1) Accounting Branch copy. .
(a) Dispose 1 ycur alter end of processing
year.

15
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44.

15.
16.
47.

48.

49.

50.

51.

53,

(2} Accounting Branch Ledger Function copy.

(a) Dispose 20 yeurs atter end ol processing

year.

(b) Retire to Federal Record Center 3 years

" after end of processing yea
Document Register. Listing by dasuict showing
El or SSN of Taxpaycr, name control, tax perniod
and amount.
(1) All copics.
(a) Dispose 1 ycar atter end ol processing
year.
(Reserved.)
(Reverved.y
IDRS Service Cenier Conirol Cuse Inventory and
Service Center Control Inventory Recap. -1astings
arc by age and category of the totul cards con-
trolled on 1DRS which are suil open and assigned
to cach Scction, listed by Umit.
(1) Original.
(a) Dispose 2 vears atler ¢nd of piocassing
year,
(2) Copics.

(a) Dispose upon receipt of new listing
IDRS Service Center Control Case Overdige Lisi-
ing. Complete hsting by taapayir .dentificaton
number, tax period, catepory of open cases more
than 30 days old based on the IRS recerved date,
assigned to cach taa examiner
(1) Dispose when new histing receinad
IDRS DPre-Journalized Recap. Contans dae 1o
journalize applications from  the URF Credat
Transfers and Area Oflice Payment
(1) Dispose 10 ycars after end of processing wear.
(2) Retire to Federal Records Cenier | year after

internal audit of operations.

RMF Accounts and Adjisunenrs Memoranduns
from IRS arcas requuesting credit trunfers or ad-
justments.

(1) Dispose 2 years afier end of precessing ycar,
NMF Account Adjusinmenis. Memorandums or
copies of unit ledger cards from IRS areus re-
questing credit transfers or adjusiments.

(1) Dispose 2 years after end of proceswng year.
Letter to Taxpaver Concerning Refand  Torm
RSC 253 for Maich 1972 and proor und Farm
4728 beginning NMarch 19720 Fironccus retund
letters and related history shects, The siaiuie tor
collection of crioncous refunds eapires two yeais
after the refund date.

(1) Dispose 2 years after end of mrocessing year
Renuttance Documents Inpuat 1o iDRSY by Area
Offices. Various documenis uscd by wica oflices (o
lput on-hne remittances. Documents are  then
mailed to service center in the accounting package

AT 1(15)59—-488 (}0-—35—¥) iR Manual

See
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245,

246.

SN

Special Activity Report. A periodic ort which shows any action taken
by an IDRS user to the account of an, -S employee or his/her spouse.
(1) DISPOSE 6 years after end of prc .»sing year.

Command Code Usage Report. A periodic report detailing which command

codes were used by an employee or unit and how many times each command
code was used.

(1) DISPOSE 6 months after date of listing.
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254.

258.

255.

with the certificates of deposit and other account-

ing documents.

(1) Dispose 5 vears after end of processing year.

(2) .Retire to Federal Records Cenier beginning
July I, 18 monthy after end of processing
year.

IDRS Andit Trail—Ilistory Record of Command

Codes (Maguenc Tape). Awm&n—mﬁ—mw«scd r
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Berrodr=rme—PmT
L agesntoradt
(1) Dispose }& ycars after end of piocessing year.
IDRS Change Noufication (Cimplioyee Profile Se-
curuy File, Form 5801). Used to add an employce
to the EPSF, delete an cmployece from the EPSF,
update an cmployce sccunity profiic, verify cm-
ployment, and verify initiation of background in-
vestigation. ,é
(1) Dispose B years after cnd of ycar in which
cmployee is removed from the EPSF.
NMF Unit Ledger Card Transcription Sheet. Used
to enter the NMF ULC record on IDRS.
(1) Dispose s aiter entering into IDRS .
Request for Delinquency Notice or TDI (IDRS),
Form 4864, Used to cstablish a delinguency rec-
ord on the TDI Notice File,
(1) Dispose &O=dwva, 1ficr record
to the TDI Notice

DAy

has been input

IDRS Employee Number Folder, coniaiming back-
up documents for vanous inputs to IDRS, i.c.,
Forms 3177, 2424, 2363, 2650 and 4256.

(1) Dispose 5 years after end of processing year.
(2) Retire to Federal Records Center 6 months

after end of processing year.

IDRS Daily Sccurity Report. A record of security
violations, terminal lochouts, and other security
data. Tt is produc%l daily by thc IDRS secunty
system and is uscd by the Scrvice Center Systems
Sceurity Admimistraion—IDRS to monitor secu-
rity. 6

(1) Dispose J& years aficr end of proccssing year.

Unit Employe Profile Repor!. duemdenterbatidR
SUlRloyee cuTtty PLO.1ICS a8 Tecoraed o=t
I.I)SE “ I. p; idi G:d o EGC{‘IGH “id =) -
PRETY Lot 1o o2 I

neC-OaehrtrTaTYeT.
(1) Dispose S+earsafter—end-—ciprocTssiiyTar: A
Unit Terminal Profile Report. A record of IDRS
terminal sccurity profiles as recorded on the TPSF.
It is produced on request and must be produced
at least once cach quarter.

d) DIspast

§rCh S

ngper pEW Coly [ S5 recee:

An audit trail produced daily by the
IDRS Security System. Weekly and monthl-
cumfiles are produced. The daily and
weekly audit trail files may be dis-
poposed of in accordance with existing
procedures once the monthly cumfile is
produced and retained. It contains
records of all command codes input to
IDRS and includes pertinent reference
information, e.g., TIN, MFT, Tax Period,
Date, Time, Terminal ID, and Employee
Number

DetLer €

Decer €

A record of
profiles as
is produced

produced at
Coep)

IDRS employee security
recorded on the EPSF.
on request and rmust be

least once month.
r) FCCc@. v

It

vod,
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262,

263.

264.;"

'65.

'66.

167.

Yo bt ek e
P88y Bt S enid DT ST T

Employee Pussword  Assicnmern: Form, Form
3728. Used to notify an cmployee of asegnmeit
of a new IDRS password on the occavion of pcri-
odic password updating of the EPSF.

(1) Dispose on compiction of the requnred pro-
cedures for distribuiing new pao sswords.,

List of Additional Passwords. A listng of vahd

IDRS passwords not assigned to any cmployce

that is produced on the ocension of periodic piss-

word updating of the EPSF. Uscd by the Systems

Sccurity  Administrators—IDRS ta assion new

passwords to employces when needed.

(1) Dispose after receipt of the superseding List
of Additional Passwords from the neat peri-
odic password update of :he EPSI-.

IDRS Terminal Uulization Report (NO-ACTS:

A-238) A report summarizing 1DRS terminal

usage by a varicty of methods such as by com-

mand code, organizational function, JDRS termi-
nal, ctc.

(1) Dispose three years aflter the end of the
processing ycar.

IMF-IDRS Control—Run 761.0!. Controls {from

a computer run showing irems posted v IDRS

from mainhne Honeywell ruus.

(1) Dispose after 30 days.

IDRS Generated Rejund Report (Daddy). Coniains

information used by Accountng o piepare Form

1166, Voucher and Scheduic of Payvmwats, which

accompanics ‘the IDRS Generated Reland Tape

to RDO.

(1) *Paid” copics
(a) Dispose 10 yvears uier 2nd of nrocessing

year.

(b) Retirc to Federa! Records Center 3
years from closing datec of last neried
audited.

(2) Suspense copics.

(a) Dispose when no longer needed 1 cui-
rent operations except when used in liey
of “paid” copv.

IDRS Net Tax Refund Repor: (Daily;. Coniains

total amounts by district and totalled for service

center of DONS Generaied Refunds Used by Ac-
counting to compile a moathly report.

(1) Official file copy (record copy).

(a) Disposc after audit by General Account-
ing Office or when 3 yeais old, which-
ever is earlicr.

(2) Accounting work copics,

(a) Dispose 2 ycars after end of reporiing

year.

AT 1(15)59-388 (36—15=7%) IR Manval
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Item Description of records
No. . . and disposition authorZedons

by files to allocate space and insure receipt of the

IDRS Transaction Records (Form 5147).

(1) Disposc of 1 ycar after end of processing year
270. IDRS Transaction Recordy These records repre-

sents many types of transactions processed to the

Master File via IDRS.

(1) Dispose at the same time as the related

source documents.

271 & 27 5Added (See Attachment)

AT 1(15)59-488 (+6—16—22) IR Manual

(NOTE :

) ave
Items 276 through 299 &8 reserved

for future addition to the

IDRS portion of this Schedule.)




271.

272,

273.

274,

275,

N

Master Record of Employee Numbers. ° permanent record that associates
the IDRS user employee's name and >  with the employee number for the
purpose of maintaining an audit tr.- . The record will include the date
that the employee number was assig::... and the date that assignment was
terminated.

(1) DISPOSE 6 years after termination of Employee Number.

Unit Command Code Profile Report. A report showing the command codes
authorized for each organizational unit using IDRS.
(1) DISPOSE when no longer needed by the Systems Security Administrator.

Dishonored Check Records Dropped From the File. A record of the dis-
honored checks dropped from the file after closing action. '
(1) Accounting Branch (Dishornored Check Function Copy).
(a) DISPOSE 5 years after end of processing year.
(b) RETIRE to Federal Records Center 1 year after end of processing year.
(2) Accounting Branch (Journal Function Copy).
(a) DISPOSE after 60 days.

Dishonored Check File Analysis. Daily inventory, cumulative for the month,
of activity on Dishonored Check File Items. Items are listed by district
and shows previous balance, new balance, and cumulative totals. After
inventory is checked and adjusted, listing becomes obsolete.
(1) Accounting Branch (Dishonored Check 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.

Dishonored Checks - (15 Day Listing).
(1) Aged 15 days. Daily printout used to help meet the 21 day cycle.
(a) DISPOSE after 60 days.
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(NEW SECTION FOR FTD Pi:.. <{AM)

This gives the disposition Z:.- Federal Tax Deposit (FTD)
forms or equivalent documents used by taxpayers toc deposit Federal

Taxes with a commercial bank, Depositary for Federal Taxes, or with
a Federal Reserve Bank (FRB).

'300. FTD Error Registers and Delete Lists.
(1) Includes:

(a) FTD Error Registers. Prepared and used at the service
center to perfect transaction records pricr to forwarding
to Master File.

(t) FTD Error Delete Lists. A list of items that cannot be
corrected from the Error Register and must be deleted
for the accounting function to correct and reinput.

(2) DISPOSE after 60 days, or when no longer needed in current
operations, whichever is later.

301. FTD Block Out of Balance (BOOB) Listing and Summary. A recora
of blocks that fail to pass other validity checks.
(1) Listing.
(a) DISPOSE 6 months after data has keen converted to gocd
tape.
(2) Summary.
(a) DISPOSE 1 year after date of listing.

302. FTD Block Out of Balance (BOOB) Delete List. A list of blocks
that cannot be corrected from the BOOE Register and must be
deleted, corrected and reinput.

(1) DISPOSE %—monts after data has been converted to good tapec.
30 days

303. FTD Contrcol Record List and Summary. Replaces the Control Card
List and Tape Data Control Sheet of the BMF Cperations.

(1) List.

(a) DISPOSE 18 months after end of processing year or 1 year
after internal audit of operations and accounts, which-
ever is later.

(2) Summary.

(a) DISPOSE 3 years after end of processing year unless the
Supervisor Auditor at the service center asks for them
to be retained for a longer period.

304. FTD Invalid Posting Transcripts. A daily listing of all invalid
Control Records which will not post to the Service Center Control
File (SCCF).

(1) DISPOSE 6 months after end of processing year.
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305. Variance Reports.
(1) Includes:

(a) TCR Variance Report. A Listing showing Transmittal
Control Records (TCR) extracted whenever the service
certer's (SC) deposit date is earlier thar the FRP's deposit
date.

(b) FTD Variance Report. A report produced to indicate
variances between FTD paynent dates and the deposit date
of the related transmittal.

(2) Daily Variance Reports.
(a) DISPOSE after end of month following the month in which
the report is procuced.
(3) Monthly Variance Reports.
(a) DISPOSE after the quarterly report is produced.
(4) Quarterly Variance Reports.
(a) DISPOSE 1 year after date of report.

306, FTD System Transmittals.
(1) Includes:

(a) Missing FRB Transmittals. A daily listing printed after
7 days lag from SC received date indicating the  SC
record had posted to SCCF but the FRB record has not.

(b) Missing Depositary Transmittals. A daily listing printed
after 7 days lag from the FRB Day Datch date indicating
the FRB verification record has established a SCCF
module but the related SC record has not yet posted.

(c) Matched Unclassified Transmittals. A daily listing
printed after a 7 days lag fror. SC received date indicat-
ing all transmittals either in BOOB status or transcribed
and under control but not processed to completion for
which there is also an FRB verification record.

(d) FRB/Depositary Transmittal Amounts Difference. A listing
indicating that both a SC record and an FRB record have
posted to SCCF but transnittal arounts are not equal.

{2) DISPOSE 6 months after date of listing or when no longer
needed in current operaticns, whichever is later.

307. Block Completion List. A monthly report of SCCF modules which
meet all the criteria for a closed module to be removed fromn the
current SCCF and placed on the historic SCCF.

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

308. Commercial Bank Address File. A list of all depositaries trans-
mitting FTD forms to that service center.
(1) DISPOSE when an updated listing hes heen received and ver-
ified tc be accurate.

309. Historic SCCF Analysis Report and Special Transcripts. A
monthly report which provides management information regarding
timeliness of processing FID's.

(1) Report.
(a) DISPOSE 1 year after it is produced.
(2) Transcripts.
(a) DISPOSE after review is completed.



310.

311.

312.

313.

314.

315,

31e6.
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Month End Unconfirmed Classified Re. . and Summary. A listing
and summary of mocdules that have bee ~lassified but for wiich no
FRB verificaticn record has been rec - .cé.

(1) List.

(a) DISPOSL 30 days after date o: listing.

(2) Summary.
(a) DISPOSE 3 years after end of processing year unless the
Supervisor Auditor at the service center asks for ther to
be retained for a longer period.

NMF FTD Release List ‘and Summary. A listing of those FTD's
applicable to Form 1042 returns, which is generated in the TIP
runs for transaction records to be transferred to the Philadel-
phia Service Center. The Sutmary to be used as a tape release.
(1) List. )
(a) DISPOSE 18 months after end of processing year or 1 year
after internal audit of operations, whichever is later.
(2) Summary.
(a) DISPOSE 3 years after end of processing year unless the
Supervisor Auditor at the service center asks for them to
be retained for a longer period.

FTD TEP Good Tape Release List and Summary. A daily listing
identifying each TLN and the related count and emount for trans-
actions placed on the transaction tape to be sent to the ¥atiorad
Compuler Center. The Revenue Receipts Summary is used as a lape reiease,
(1) List.
(a) DISPOSE 18 months after end of processing year or 1 year
after internal audit of operations, whichever is later.
(2) Summary.
(a) DISPOSE 3 years after end of processing year unless the
Supervisor Auditor at the service center asks for them to
be retained for a longer period.

FTD TEP Mismatch List. A list printed for zll discrepancies and

nonmatches between either release records, delete records, or

manual deletion cards and the good tape FTD block.

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

FTD SCCF Generated Delete List. A listing of all blocks deleted

from the good tape transaction tape because of aiscrepancies

between control records and the SCCF.

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

SCCF Special Transcript List. A transcript of selected SCCF

modules used for analysis purposes.

(1) DISPOSE 60 days after date of listing or when no longer
needed in current operations, whichever is later.

FRB Day Classified Report. A computer generated report that
reflects the matching of FRBE verification records for a specific
day with the commercial bank transmittals input. The report

lists the tax classification of those items matched and classified,
each item where adjustments to the block are required, the ver-
ificaticn cards input where there is no matching commercial bank
transmittal on the SCCF and the amount on the SCCF not yet clas-

-
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(1) DISPOSE 3 years after end of p* - -essing vear unless the
Supervisor Auditor at the serv:ce center reguests that thevw
be retained for a longer perioc.

317. Subsequently Classified for FRB Day Report. A report reflecting
subsequent classification of those items reported as unclassified
on the FRB Day Classified Report.

(1) DISPOSE 3 years after end of processing year unless Super-
visor Auditor at the service center asks for them to be
retained for a longer period.

318.  Credit Transfer Voucher (Form 2158). Credit Transfer Vouchers
used to transfer NMF Form 1042 transactions to the Philadelphia
Service Center.

(1) DISPOSE 6 years after internal audit of accounts.

(2) RETIRE toO Federal Records Center 1 year after internal audit of accounts.

. . . - rra/
319. Deposit Tickets (Form 215) and LCekit Vouchers (\Fvaﬂ 3504 °'"JE5L£ .
(1) DISPOSE |0 years after close of processing year.

320. Federal Reserve Bank Day Classified Report Balancing Proof (Form
5804). A verified record attached to the report showing it was a

balanced report. ~ -
(1) DISPOSE 3 years af;er close of processing year, u.ve £7° Dﬂgﬂ“f}“37ﬂ
wdrie” mr Tee S0vuicr (onrn: pequesss o 7re pr- ta o0

321. Subsequent Day Classified Report Balancing Proof (Form 5805)., 2
form used if there is any classified amount shown on the report
or if there is any change to unclassified totals. o
(1) DISPOSE 3 years after close of processing year, ./.s &7y owy DeVeSed
Nudirer pr The Serypice Leprnt Fequesss (guc@i popenicss
322, Microfilm of FTD Cards.
(1) Research Microfilm.
(a) DISPCSE 3 years after close of processing year.
(2) Record Microfilm.
{(a) DISPOSE 3 years after close cf processing year.
(b) RETIRE to rederal Records Center 9C days aftier creation and ver:z{. cation.

323. FRB Verification Card List and Cards Received fron the FRE's.
Cards and Lists showing individual advices of credit which total
to their related deposit ticket.

(1) Listing.
(a) DISPOSE 6 months after FRB date or when no longer needec
in current operations, whichever is latexr.
(2) Cards.
(a) DISPOSE after data has been converted to magnetic tape
and FRB Batch Day closed.

324. FTD Control Registers. A number of manually prepared control
registers used to isolate the various segments of the FTD syste
for the statement of classified collections for Revenuc Receipts
Reporting and for balancing information tc insure the intecgrity
of the system, 3P mamths
(1) DISPOSE ¥ yearsjafter end cf processing year.

(2) RETIRE to TFederal Records Center 3 years after internal audit of the D
operations,



325. Daily Wire. Transmitted daily tc wasury reflecting classified
data balanced to data reported b: .- FRB usinc¢ cdata from the
Classified Reports, confirmed anc ~ustrent Forms 215 and 552J4.

(1) DISPOSE 60 days from date of .- . paration or when no longer

needed in current operations, -.rchever is later.

326. FTD Adjustment Action Request (Form 5526). A request used to

notify the FRB when an adjustnent is being made to the cormerczial

banks original advice of credit.
(1) Regular Adjustments.

(a) DISPOSE 6 months after date of confirmation from the FRB.

(2) Other Adjustments.

(a) DISPOSE 3 years after date of confirmaticn from the FRB

for dishonored checks, credit reversals and credit
additions.

327. Federal Tax Deposit (FTD) Forms or equivalent documnents used by

taxpayers to deposit Federal Taxes with a commercial kank,
tary for Federal Taxes, or with a Federal Reserve Bank.
(1) FTD Forms or equivalent documents (hard copy).

Deposi-

(a) DISPOSE 6 months after microfilming and films verified .

correct,

328, lederal Tas Deposi Riowsters 8 Dy (Nane
Control, EIN Register, Aount Rewister) Lisany
of FTD payments recerved by the Sciviee m e
Navonal Computer Center AlFF T puisstistiomen:

{ oAt ~tobptgdand. L Tl - :
Ottt h gDl R i T T Tt
A M N v

e ol tng LeS il L
Isted inthiree separate soquenes 1o pvovale -

scatch sources tor tacy aad denuiyimg B ID
payments
(1) Name Control and EIN Repisters.
(@) Cumulative Regisiers (Record Copy ).
I Dispose 2 years aticr and of prog-
esNINg Ve
(b) Weekiy and Meaihly Regiviars:
I Dispose upoi recaipt of cumulativg
quanuty rogister
(2) Amount Register
(@) Cumulative Regisiers (Record Copy)
1 Dispose 5 yeas ofter and of proe-
CS\IH‘:;_\C.H'
() Weenly and Monthly Registers
PoDispose upon tccapt ol cumulatne
qll.l”[i[) l\":‘l\'\\'l

NOTE TO REVIEWERS: The above item was formerly 216 that
was deleted by Manual Supplement 1(15)G-119, however, it
is being reinstated and added to the New FTD Section per

several.- requests from the field.
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329. FTD N.C.C. Confirmations (Fc... 3624). A list prepared
weekly by National Computer nter confirming all FTD
tape shipments received from .ervice Centers.

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

(NOTE: Item Nos. 330 through 349 are reserved for future
additions to the "FTD Records" portion of this schedule.)



350.

351.

352.

353.

354,

355.

356.

357.

358.

359.

* )

. «EW SECTION ’BE ADDED TO R7.-206 - AT 'PROGRAM)

AUDIT INFORMATION MANAGEMENT : . EMS (AIMS)
(Replaces Audit's System for ! trolling
Returns in Inventory and Pro.c - tion - SCRIP

Delivery and/or Inventory Repcr-s. Computer generated

reports used to order tax returns for Audit Program.

(1) DISPOSE 2 years after processing year or after
Internal Audit Approval, whichever is later.

Computer Finder Cards for Forms 709, 2290 and 4638.
Cards for all cases &waiting classification. After
casses are classified, cards are input to generate

labels and charge-out documents.

(1) DISPOSE after 6 months.

Selected Case Card File. Cards held for research

purpoces showing the district to which case was
transferred.
(1) DISPOSE after 6 months.

Multiple Filer Card File. Multiple filer cross-

reference file on open cases in Audit.
(1) DISPOSE when case is closed.

Audit Unpostable Cards. Computer cards showing which

case is unpostable and the unpostable code.

(1) DISPOSE 3 years after end of processing year in
which closed, or when no longer needed for internal
audit, whichever is later.

Statute Cards. Cards showing statute period cases

in Audit.
(1) DISPOSE after 3 years.

Nullified Unpostable Card (Form 2258). Record of

what action has been taken on nullified unpostables.

(1) DISPOSE 1 year after end of processing year in
which action was taken or when no longer needed
for internal audit, whichever is later.

Docketed Case Listings and Card File. Listings and
Cards of all cases appealed to the U.S. Tax Court.
(1) DISPOSE after 60 days.

Gift, Highway and Airway Use Tax Listing. A listing
received with finder cards for Forms 709, 2290 and
4638 cases.

(1) DISPOSE after 6 months.

Certified Mail Listing. Listing showing all cases
that have had certified letters sent.
(1) DISPOSE after 4 years.
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360.

361.

362.

363.

364.

365.

366.

367.

368.

0ld Age Listing (IDRS). A lis: $ cases assigned to
employees and the date assigne.
(1) DISPOSE after 1 week.

BMF Listing. Computer listing showing the BMF selected
for district and the date shipped for the week.
(1) DISPOSE 1 year after processing year.

Audit Adjustment Register. A listing of Audit Adjustments.

(1) DISPOSE after 30 days, or when no longer needed irmn
current operations, whichever is the longer period,
unless the Supervisor Auditor asks for them to be
retained for a longer period.

Audit Unpostable Register. Computer listing showing the

list of unpostable cases for the week,.

(1) DISPOSE after 30 days, or when no longer needed in
current operations, whichever is the longer period,
unl€ss the Supervisor Auditor asks for them to be
retained for a longer period.

Nullified Unpostable Reject Register. Computer listing

showing the nullified unpostable rejects for the week.

(1) DISPOSE after 30 days, or when no longer needed in
current operations, whichever is the longer period,
unless the Supervisor Auditor asks for them to be
retained for a longer period.

AIMS Reject Backup Register. Computer listing showing

cases rejected on AIMS.

(1) DISPOSE after 60 days, or when no longer needed in
current operations, whichever is the longer period,
unless the Supervisor Auditor asks for them to be
retained for a longer period.

AIMS Error Register. Computer listing showing the cases

with errors.

(1) DISPOSE after 60 days, or when no longer needed in
current operations, whichever is the longer period,
unless the Supervisor Auditor asks for them to be
retained for a longer period.

Request for Adjustment (Suspense Copies). Record of

special processing cases worked.
(1) DISPOSE 18 months after closing date.

Transcript of Account. Transcripts used for assessmeat

verification.,

(1) DISPOSE 18 months after end of processing year,
or when no longer needed in current operations,
whichever is later.

MNOPE—Ftem—Nos.._ 369 through-399—are-reserved for-future
—additions—to—the "AIMS Portion—of—this-schedute™)



369. Historic File (Service Center) AIMS.

of closed cases since AIMS implement
(1) DISPOSE 6 years after end of p

“iis file contains complete records
..on in that service center.
ssing year.

(NOTE: TItem Nos. 370 through 399 are reserved for future additions to
the "AIMS portion of this schedule.)





