
FPiPUEST FOR RECORr~SPOSITION AUTHORITY
 
(See Instru~ on reverse)
 

fiC 1 5 \:t '/ d 4 
TO' GENERAL ADMINISTRATION, 

_-.-:.:N.::AT:.::IO:.:N:.:.:A:....:..::lAR:.:.:C:.:.::..:"::.....:..::..:.::.......:..:..:RE:..:C..:.OR:.:.:D:..:S.....:S:..:E~RV:..:..IC:..:E::.., ..:..:W.:.:.AS:.:.H~IN..:..:G..;,..TO:.:.N:..:..., __ --IDATE RECEIVED	 6 APR
_D..;,..C--=..20:....:4_08	 1978 
1. FROM (AGENCY OR LlSHMENT)

Treasury Department 

2. MAJOR SUBDIVISION	 In accordancewith the prcvisicnsof 44 USC 3303a the disposalre_.::..:I.::..:n.::..:t..::.e..::.r.::..:n.::a.::l.-:...:R..::.e..::.v..::.e.::n..::.u.:.e-=.S.:.e.:.rv...:...=.i.:.c.::.e-----I quest. Includingamendments.IS approvedexcept for Items that may 
3. MINOR SUBDIVISION	 be stamped··dlsposalnot aeproved" or "withdrawn" 10 column 10 

Facilities Management Division 
4. NAME OF PERSON WITH WHOM TO CONFER	 5. TEL EXT 

5-3()-
Roy	 Shiflett 376-0593 OllIe 

6.	 CERTIFICATE OF AGENCY REPRESENTATIVE. 

I hereby certify that I am authorized to act for. this agency in matters pertaining to the disposal of the agency's records. 
that the records proposed for disposal in this Request of 6 page(s) are not now needed for the business of
this agency or will not be neededafter the retention periods specified. 
D A Request for immediate disposal. 

[!] B Request for disposal after a specified period of time or request for permanent 
retention 

c. DATE	 E. TITLE 

Program Manager,
4/4/78 Records Management Prol1:r!'ln
 
7. 8. DESCRIPTION OF ITEM 9. 10. 

ITEM NO (With Inclusive Dates or Retention Periods) SAMPLE OR ACTION TAKEN
JOB NO. 

The records covered by this request (Records Control 
Schedule 206) are created or maintained in Internal Revenu 
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. NCI-58-77- 2 
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. 

A 

STANDARD FORM 115 
Revr eed Aprol, 1975 
PresCribed by General Services 

Administration 
FPMR (41 CFR) 101-11.4 

http:D..;,..C--=..20


iard Form No. 1llSn 
Ilt Noven ~ 1951 

ztbcd by General Services Adnunlstration Job No. _ Page--,2 __ 
" Reg. 3-IV-l00 

of __ 6_ pages 

REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

9.7.	 8. DESCRIPTION OF ITEM 10. 
SAMPLE OR ITEM NO. (WITH INCJ.USlVE DATES OR RETENTION PERIODS)	 ACTION TAKENJOB NO. 

20. (3) Individual Review Validation (IRV) and Alpha Individu 1 
(Cont'e 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 Mas ter 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. 

47. Sub Item (3)yt) disposition changed from 2 years to 3	 NCl-58-76 9 " 
years; ..JJ;- ""~ t'Vt'.-y ~MI~~ c/i-cr~-' K?~ (Item 32 
6 ~-t/' ~ ~~ 0) 4ddu(.

48.	 Deleted, reserved for future use. NCl-58-76 9 
(Item 7) 

56.	 Cut-off and disposal changed. NCl-58-78 1 
(Item 1) 

57.	 Disposition instructions revi-sedand clarified. NN-168-l6 
(Item 1) 

58. Title changed and clarified. (Formerly RCS-204 item) 

65. Language clarified. (Formerly RCS-204 item) 

66. Deleted, reserved for future use. Schedule A (Form 940) NN-173-l5~is no longer used. (Item 10) 

Foal' copies, including original, to be suhtnitled to the National Azochive. CladReeo .." Sel'vice IG-&V428-2 GPO 



~ J.	 -tandanl Form No. 115n 
;cvisej Novcm ... 1951
 
!reseribed by General Services Adnumstration Job No. _
 Page	 --"".3,--_elSA Reg. 3-IV-100 

of __ 6_ pages 

REQUFST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

7. 
ITEM NO. 

72. 

86. 

89. 

90. 

101. 

117. 

118. 

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

Deleted, reserved for future use. 

Title changed and clarified. (Formerly Item 126 RCS-204) 

Liquor Tax Assessment Work Sheet (Enforcement). Used to 
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. 

Title changed, language clarified and reference to forms 
deleted. 

Changed to include Microfilm Operation. 

Disposition changed from 2 years to 4 years and provis-
ions to retire to Federal Records Center added. 

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. 

9. 10. 
SAMPLE OR ACTION TAKENJOB NO. 

NN-170-l6 
(Item 43) 

New	 Item 

NN-170-l6 
(Item 61) 

NN-170-l6 
(Item 54) 

NN-170-l6 
(Item 62) 

? 

Fo1U'copie., inclucllng original, 10 b. sabmilled. to the National Archlve. and Reconb S.rvice If}-l\1K28-2 QPO 



. .. .. ... 
tandard Form No. 1151\ e 

r 
Levise. Novemi)lo5 1951 

,>reseribcd by General Sen-ices Admlmstranon ~ob No. _ Page 4
GSA neg. 3-IV-lOO 

of _6__ pages 

REQUFST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

I7. 8. DESCRIPTION OF ITEM 9. 10. 
ITEM NO. (WITH INCLUSIVE DATES OR RETEMTIONPERIODS) S~~~L~O~R ACTION TAKENI
--------:----------------------------------------1-------1--------

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. NCl-58-76 
(Item 12 

9 

145. Deleted. Item now covered by New FTD 
I 

Section (Item 327). NCl-58-77 
(Item 1) 

6 

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-l6 
(Item 100' 

205. Language clarified. NCl-58-76 
(Item 24) 

9 

213. Title changed and sub-item added 
duplicate copies. 

to cover disposition for NN-170-l6 
(Item 112 

214. Title to sub-item 1 changed and sub-item 
disposition of duplicate copies. 

2 added for NN-170-l6 
(Item 112 

215. Form 4638 added to the narrative. NN-170-l6 
(Item 113 

Four copi •• , iucludillg original, to be suhmltled to the HatioDol Archive. aDd Rec:orclaService 16-60428-2 GPO 



' '. ,.	 .. 
Jtandllrd Form No. 11l5a e 

r 
acvis"toNovcm',,195l 
Prescribed by General Services Adnumstratlou Job No. _ Page --I5l...-_
GSA Reg. 3-IV-I06 

of~pages• 
REQUFST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

9.7.	 8. DESCRIPTION OF ITEM 
SAMPLE OR ITEM NO.	 (WITH INCLUSIVE DATES OR RETEIITION PERIODS) JOB NO. 

216.	 Deleted. Item covered by the New FTD Section Item 328. NCl-58-77-6 
Reserve for future use. (Item 1) 

219.	 Language clarified. NN-170-l6 
(Item 114) 

220.	 Item changed to include Tax Preparers. ~N-170-l6 
(Item 220) 

221.	 Old item pertaining to SCRIP Monthly Audit Run 715:50, NCl-58-76-9 
Controls of Information shipped to Data Center, deleted. (Item 27) 

New item for Annual List of Income Tax Preparers (Form 5717)
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. ~C-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 ~Cl-58-76-
to 6 years. Item 40) 

255.	 Disposition changed from 5 years to 2 years. ~Cl-58-76-11 
['Item25) 

256.	 Deleted the 60 days requirement in the disposition. ~C-174-l62 
Item 24) 

257.	 Deleted the 60 days requirement in the disposition. ~C-174-l62 
vItem 25) 

to. 
ACTION TAKEN 

Fo.... copi .. , including original, to be ... bmille<i to th. National ""chive. anel Recorc18Seme. 1~-69428-2 GPO 



6 
Standard FOrIIl No. 11l1a	 ~ . 
Revise" Novem'. 1951 
Prescribed by General Servrces Adrnlnistration Job No. _ Page::--__
GSA Reg. 3-IV-I06 

of_6_pages 

REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

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

259. Disposition changed from 10 years to 6 years. NCl-58-76-9 
(Item 26) 

260. Narrative clarified and disposition changed from 5 years 
to dispose after new copy is received. 

NCl-58-76-9 
(Item 35) 

261. Disposition changed from 5 years to dispose 
is received. 

after new cop~NCl-58-76-9
(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 
File. 

Check Records Dropped From the 

274. New item for Dishonored Check File Analysis. 

275. New item for Dishonored Checks (15 day listing). 

300 THRU 327 Previously approved.	 NCl-58-77-l3 

328.	 Formally item 216, transferred to new FTD Section, NCl-58-77-6 
Narrative clarified. (Item 1) 

329.	 New item to cover FTD N.C.C Confirmations (Form 3824). 

350 THBU 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). 

Fo.... copi .. , inc:lllcling original, to be 81lbntllllHito the National Archive. aad Rec:orde Service 16--69<i28-2 GPO 



I	 • .. 
l tcm 
N(1. •( 1)	 Dispose 2 yC,I~::' J:'[cr completion of program. 

16.	 Machine Logs ~lIlJ r..:b~Ld L1ll~l,T!lcllb usee III IC-
cord machine usc on c.ich l'rl)~r..r.l. 
(1)	 Di-posc 1 yc.ir alter d.ue of last carry. 

17.	 Work AlcIISllr,'III(,II: ,\1(/I{cr Ccu d», b:li).o.,c.: 1'>1.IS-
tcr Cards: Oq;,llli/Jlll),'. Function and Progi am 

Master C.1rJ::,; :---1.1chlilC :---b\l·~r Curds; 2.nJ cqu:\ Z!-
lent forms and documents 
( 1)	 Dispose of dropout or discorn inucd cards 6
 

months :lft.:r cud o: c.ic h ()-I,h)",h rcpoi t.ng
 
pel iod (J unc 30 .:u~j December 31).
 

18.	 Work Mcasurcmcm W(II.!.: Ptanninv inu! Control 
Cards. lob Record Octad Cta.i, :---!Z!c!l:nc HOI:r 
Card. Employee Pcrfor.n.incc Card, .n.d CC:;L<I\';1-

lent forms and documents usc.! for Input :HlC out-
put in preparing man-hour .ind machine-hour rc-
ports. 
(1)	 Dispose 60 d.iys altc: related reports arc
 

printed.
 
19.	 Magncnc Tape ""{.ill!c'IIi/IiCe' Records. 

(1)	 Incident Reports. 
(a)	 Record copy.
 

I Dispovc after 3 :> cars.
 
(b)	 All other copies. 

I	 Dispose \\ hen no .ongcr needed III
 

current opcr auons.
 
(2)	 Tape Opcr at Ions Records. 

(a)	 Dispose I year after completion oi ac-
tion.
 

20.	 Quatit» Review Fo IIIll", Rr poi ts anrl Records. 
(I)	 Form~ 3920. ~ and ·;GS7. Delete reference to form 3927 

(a)	 Dispose at end of current quarter, plus 
one Y":JL 

(2)	 Weekly Summary Report, Weekly Un.t,'
 
Group Report, and Periodic Defect Frequency
 Delete effective dateList	 HOFfect,lc ) 1 77,. 

(a) Disp()~c.til wd d ctlrrent-:9ttarte~ of weekly listings at end of current quarter,
c.bl 8-fle,·el:ll'. ~;t;:;:;:;+++p~:-----,,"\ plus one quarter.

(3)	 Individual Revlcwl'- c-
(a)	 Dispose at end of current quarter, plus (b) DISPOSE of quarterly listing at end of 

~:.(1II0iit!I~. one year. current quarter, plus two years. 
(4)	 Sample Control and Error Logs. 

(a)	 Dispovc at end of current quarter, plus Validation (IRV) and Alpha Individual Review 
two YC3r, . Validation Listings.

(5)	 Forms 3926, 3927 Invalid Data Listings. 
(a)	 Dispose after corrections post. 

(6)	 Selected Cum Records .md Master ID File. (7) DDES or Keypunch Input Forms 3927 and(a)	 Dispose old one when new one IS 3927A.l7L printed. 
21.	 (~~erved). (a) DISPOSE after data has posted to the 

22.	 ( Reserved) . Master ID and Cum Data File.
 
Training Progi am Files, Schcculcs umctabics, (b) Other DDES or Keypunch Quality
23. 
evaluations, and plans of tr a.mng cou i SCs; docu- Review Input Documents can generally
ments and reports pertaining to panic.pauon, in- be disposed of after the data posts.
structions, attendance, progress and ex anunatio.is ; 
requests for m.uer.al. serY1C':S and information; (8) Quality Review Index. 

(a) DISPOSE after review is completed. 

http:m.uer.al
http:anunatio.is


11,'/// 

IV o, 

42. 

43. 

44. 

45. 

46. 

47. 

Icr cncc nOI..:\ Jill! documc.i.auo., r.:1.1illlg to fina! 
approval or 101m" 
( I)	 Di'Il(I\C (, :<':,11' ,11k, io: :1; !J",'()m,~, obsolete. 
(2)	 Retire ob-olcic : o r ms :i~l" to Federal Records 

Center :1:1<.:1 I : c,rr. 

Int cr na! Conu oi Files. Curd riles ucklcr Jik~, and 
other type, of I'd,,> ll'lU 10 lCCll;U acuon taker, 
and control wo: k Ilow (:101 covered clsc« here III 
tim Schcdule ). 
( I)	 Di,po\c ill 1<.:1' I ) ':::1;- 01 \l'1l<.:11no longer needed 

in current opcr.!I:on\. 

Managcrnent f)(I("flIIII"IJI t nstr.nu u.», Control, Of 

cqurvulc n! rccoru-, lheG 1:1 the COIlI,()i .md uisrn-
button of intern.it n1,1:1Jg<.:i1h.:nt JocuJl1<.:n:,. 
(I)	 ))i\po~c except cu rrcn t c.i.d anu the one that 

imll1edlalely precedes eUI rent card. 
Uef('rc'l/ce 1-",/('1. E>.I':1 cop.c-, 0:' corrcvpo.idcnco 
and	 n:porh, rC/cIC;:LC copic-, of <.:nmpulCr-p!odl.ccd 

rcpoi t" drr cctivc-, .ind lnlerl:,ti ;,l~lnd~crllcnt c1o::u-
mcnt-, or other 1l1,:kl'l;ti JC:J:ncu solely fo: refer-
ence purpo-cs In curl cut OP~,.ItIC:!" 

(I)	 Di\po\c w hcu ob-olctc 0:' \lIP21\C(kd. or 
when no lonycr needed I'l Gil I e;1I opc..uions. 

Rel;!!!'I/! l'rogt ...t III (1\1'/))amrnc, nal . Rccoi ds 

( I)	 Dj'pmc 1 : C:Ir .: ftc;- vu pc'l\~l:cd or when :10 

longer needed III cu: rent opel atio.iv, 

Rccor.l , Nl'!lulng 10 tli« I'll. at \ Au 0; /97-1. 
Form 5394, R':':<';lI·~~t lor ~oldiC;!~'l)J1' and 

Accc,s-Sy~tcll1 (,) of Records P;-;VJcy Ac: 0: 
I (J74. ;llld l-Orllh S~oo ,1:1li )~(j()A, llldl ....rdu.il 
Record, of Dixclovu: c . 

( I)	 Di-posc 6 yc.u-, ;.f:cr .:nJ o: i)JOcc'<;ln~ year. 
(2)	 Refirc to h.'(kl,d Records Center ! )C:1r alter 

end of pr(lcc'~Jng year 
lnlormotion It ems, Tax rcl.ucd .COIl1I11Uill::atIPn') 

and	 infurmauon J::C~I'],!; 01 ,!1(1IC,dI:1:; a v.otauon 
within the investigative junsdrcrion of the Internal
 
Revenue Service.
 
(I)	 Tran-nuua: i\lc;no:'Jlluul11, uf "information 

itcrnv" and "o.hc r I .. ;"l)1 marion flOI11 d.strict 
ofliccs to SC!'\ Ice ccn .crs 
(a)	 Divpove 1111cr I year. 

(2)	 Nun-tux rei.llcd 11l1'OJ 111,lt;;)1l .tcm-, 
(u )	 /)i\po,l: (jl) J,::" ,:it;:, ICC~IP:. 

(3)	 Clovcd t.rx :Cliltcd 1~~I11'. C':~~CJ1C) T,,:11,:IC-

non Rcpous and CU:'ICll<':) \lo::clary Inv.ru-
mcnt Rcpou-, sent 10 Iilcv, 
(a)	 Obpo~e~ years alter c!o,:r;:; dare, 

(4) Other closed tax related u cm-, sent 10 files, 
). ~I C	 • I(a J)I'P()~C,_ yc.u , a.rc: l.1,)o"I~" u.uc. 

(5) Closed 1.1\ related IICi11~, tr.uisf circd tu 
anothcr ,':':1 VICC center. 

(a) Dixpuse 2 )':':Jr~ a.rcr cioSJJ1g da:e. 
(6) Closed tax related iklll~ sent to Audit, Col Icc-

I 

http:intern.it


/1(//1 ..... J)('\(I;{,lfIJJi 0; ,,((II.!, 
\0	 (did d/'/J{J\,;{()JI (.{(,'i/nn;U;I,)!,\ 

non, Employee Pi,Jil~ <1:111[\l.illiJI OI,-c,lilil.,l-
tion-, or lntclhgcncc 
(d) I)j, >11\( 2. \ C:;II' :Ii,-:: Ci0"I1~ .l.u, 

l nvcsttganvc Fiic«. Pro-ccuton. no.i-pr o-ccut.on 
and discontinued JllV.:~tlg,\tlon, (1:~Cill,II;!g \'.1('.-

awal reports) together \';'lh icl.ucd 01, »is. 
wo , papers, form'>, con cvpoudc.icc an.' clauv., 
data t . t pcrt.un-, III actual 01 al.c,":.:d ...? .oruc "1~L1 
other tJX vavionv, \\:lgCi 111.c:, CL';il/l,cr:iled :~:IiJi-

In,!! dCVICC~, )ccupat,on:,i :1I'~Lic -'1,-:- t.r.cv, clcv 

tronic \urVCI ~cc .ccoulin , memorandum. 
notes ctc., \1 hcrhc conduc d bv .hc I R~ 01 1\:-

ccivcd by the IRS I: I11 ihcr \(;urcc\, a.id o.hc. 
actions iuvcstigntcd b {jle l n.c li.ccncc Div <ion 
, ',-
independently or ' ntly \~'ih other CO;11~()nCIlI; 

of the Service. 
(~OTE: 7091-1\, CIS' Summ arv. \1,\\ 

cp.ircd for the c.i-,c. ,t',huu~d -be 1(-

moved from the file .'It t:1C "th.i.c Llf c!,)\-
Illg. Cavc-, ;lIe, cOI1'.lclclc',d .:I(~ ,,:ie, 

conclusion of tile Ci I111l!l ,[J '''P:':Cl, ~r the 

CJ\C. ) 

( 1)	 Divpo-,e I () yc.u s :li lei case 

(NOTE: 

RETURNS PROCESSING RECORDS 

55, l ndivulual l ncome Tox Rvturn : (T{lIII/:,' I(),;OA) 
with r cl atcd dOCllll1~:lt'. "tt.:;::1~l~ t,) i!~C 1(",I:m or 

considered :1 part of the :tdlll:i1:\1,;\,i\:.: ili~. rc i.u d-
lcvs of \1 hcihcr the JOCl1J11el~i'> a.c ph: 'ic'Jlly-\\ .th 
the rctur n or m.uut.uncd III ,1:: au.rcluncnt Iilc 
(Forms IO~OA consohd.ucd With l oi .n-, 10·;() 
bcginning with Tax Year 1969 ,IIlJ reinstated b2-
ginning with Tax Year 1c;72 ) 
(1)	 Return filed in l)~'gin ..1 blocks :11 «cco..nt 

number. orrgm.r: L\.)CLI,11elll :1)CJiOr number 
I DLN) <cqucncc. ,11' rcnumbc i cd .n doc.i-
mcnt locutor 1111J:lb~r ,~C]UCI1CC 0;1 0, before 
April 15. 
(:1) J)j'IHl'lC 0 \C::I' .iftcr d.i.c ,)1 i,;ln~. 
(b)	 Rclire to 'FeliL'l,il Rcc,")al, CClli;, be-

g1l11l111!! J:lIlL.:!11 :2 r:H(111Cil .\\.I:ch 31 
f,)II(1\1 I:lg the : ~.ir I:: \\ h::.:;; Ictu i n-, ,'iCIC 

numbered and p.cccsvcd 
(2)	 Returns filcd, nurnbc rcu 01 ~'::llll;nbC'1 _'d '" 

document 1\)CJiOI ,]'::1i,)~, ~ellL!C.:CC :\0[,1 :6 
through J uuc ]0, ,. 

(a)	 Divpose 6 )":1:' a.icr nu.nbcnnc and 
proccvsing be~lllnillg July 1, ~ 

MT	 1(15)59 t88 (1&-<19=ffl IR Manual 

DELETE: (Reserve for future use) 

CHAi>lGE 

http:1,-:-t.r.cv
http:o-ccut.on


____ l ,r-- _ 

i!, \( fI{J£lOI! II} records .a.'Ill ... and c/1\,'10\l,'/OIl uuthonu: •'), 

(b)	 Retire to Federal Records Center be-
gmning January 2 through ~1:l ..ch 31
 
following the ).:~\r 1~1 Ilhdl ic.i.rns were
 
numbered and processed.
 

(3)	 Returns flied, numbered or rcn.r.nbcrc.! In
 

document locator number sequence July :
 
through December 31
 
(a)	 Di,p()~e 6 y~ar~ alter end of process-

ing year.
 
(b)	 Retire to Fcdcr.il Record- Center be-

ginning Januarj 2 through ~Lirch 31
 
follo\\,lllg the year In \\ luch returns wcr c
 
numbered and processed
 

(4)	 Returns maintained III supplemental and de-
ficiency numbcrco file'),
 
(a)	 Dispose 6 years after the end of- the
 

calendar ) car in \1 )IIC11 the dcfic.cucics
 
were processed ami case closed.
 

(b)	 Retire to Federal Records Center July
 
1 through September 30 i,Jllo\\I;lg the
 
year In which \11,' returns were numbered
 
in the supplcrncnr.u or deficiency scncs.
 

(5)	 Returns in penalty tile" Rcun .is on which ;1
 

penalty of 50% or more h.is been a-vcs-.cc,
 
and cases for which u.c lruc lhgcncc Division
 
has requested longer retention
 
(a)	 Dispose 20 ) cars .uicr the end of the
 

calendar ) car :n II lnch penalties were
 
assessed and c.i-,c closed.
 

(b)	 Retire to Federal Records Center
 
July '1 through September 30 10110\\ l!lg
 

the year in which Icturns II CI e rcnum-
bcrcd in the pen.!ll) or supplemental
 
series,
 

(6)	 Returns in potcnu.il rcf unu liugauon case
 
files. Return, and all rcl.ucd CGCUll1cn:~,
 

(a)	 Dispose 7 years after cst.ibhsnmcnt of
 
file,
 

(b)	 Retire to Federal Record, Center 3
 
years after cstublishmcru ot tile.
 

56,	 Income Tax Refilms Filed by l ndtvtduu!s, Partner-
ships and Fiduciaries (excludes FOJ I;~' 1040A), 
with related' schedules cor: ~,!)ol1Llcl1ce. audit :'c-
portv, work p.rpcr- and other t:OCLImCllI' au.ichcd 
to the return or convidct cd ;1 1'.111 III the .rcl muuv-
trativc file, regardlc,~ at \\'h-:thcr the: documcrux 
arc physically with the return or m.unt.uncc In an 
attachment fill', 
(1)	 Returns f11cJ in orrgiual block- 111 account 

number, origillal document loc.u.ir number 
sequence, or renumbered 111 document IOCJ1L)~ 

sequence on or before -'trrll--ISo, J December 31. 
(a)	 Divpovc 7 years after d-t.l' ci r.IIIl~~ April 16. 
(b)	 Retire to Federal Records Center be-

gmmng J ,lnUJI y 2 through !'.lJrch 3 j
 

http:loc.u.ir
http:potcnu.il
http:a-vcs-.cc
http:Fcdcr.il
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//1'111	 Drsc "1'/1011 of records 

s».	 and c/1\/JO\/110Ii (lilfiJ(ni;.afl(lll\ 

following the year III w luch i cturu- were 
numbered and pi occsscd. 

~2) neltllll~ filed, 11l1I1lb~F~d PI I <'1Hlinhl'll!ti III 
dnell	 flH!1I I it'etlltl .. 1I111Hee .. '~tjll~ll,"e .'.plll I ~ 
t"f8llch JUlie 30, 
(8)	 Bi511tlse 7 )·ei1l' i1fter IH.JlHbeFlllg HIH:1 

~r8eessill~ be!';lIl1l1llb,Jul} I 
(e)	 ncthe to Fcdcfltl RecOid~ E-ClltCi !t,,-

gi.ming J<lm,.'.,· ~ 'hi p~,~_h i l'lIch ~ I 
foliottitig (lie jCd! lit tcl-!,eL return, .\'CPC 

Iitlliibcfcd dlid I'lt1<c.ned. 
(~)	 RClUiiI< filed, lilIlilb~led tH relllllllbt'IL't! i+1 

d~eUlilei1t loe!llor "tlfllber ~eqllellcc J lIiy-l 
llii cuglt 8CCCiiibcI J+. 
Ca)	 Ui.'lposc 7 yCll~ OftCi CIId of proees~-

~r. 
(8)	 Uelire 18 Fed,,!' .. 1 RIlWldl ('''1\11'1' b,,-

gi411l1llg Jil'Hlnl)' 2 lillPugh ~I''''h ;:11 

fel!l~'''li); lite )tHf ill "IHell fettllilJ "ere 

2. liuliibclCd :l:IId prt.ecsJcd. 
(t)	 Returns tiled In supplemental or deficiency 

numbered files. 
(a)	 Dispose 7 years after the cud of the 

calendar year III which the deficiency 
was processed and CI,C closed. 

(b)	 Retire to Federal Record, Center be-
ginning July I ihrough Scprc mhc: ]0 
Iollowrng the year in WI11-.:h i ctur n-, \\elc' 

numbered in the supplemental or dcfi-
3 ciency ~erll" 

(1)	 Returns in penally file Returns on 1\ Inch a 
penalty of Sock or more ha<; been a<;,c'\l'd, 
and caves for which Intclhgcncc D1YI"U;1 ha, 
rcquc-tcd longer retention 
(a)	 Dispose 20 yens .iftc: end of calendar 

ycar in which pcnalucs were asscv-cd or 
case closed. 

(b)	 Retire to Federal Record- Center July I 
through September 30 Iollo« In!; the ) C.If 

in which rc tur ns \\'CIC numbered in the 
If penalty 01 supplcmcnt.il '('Ill'un Returns m potcnual refund 1IIIpltlUil c.isc file, 

Returns and all related d()CUIl1C11I, 
(a)	 Di-pusc 7 y c ar s .rf tcr c\ldbl,,11I11C111 of 

file. 
(b)	 Retire to Fedl'r.d Rccor d-, Cellter:l ),C.If' 

after cvt.ibhvhmcnt of file 
57,	 Dccluration of L.I(1/1/(J(I!c/ l ndtvi dual /I/CO/ll(' Ta: 

or Equiv alcnt Forms, 
(I)	 Taxable Dcclar.iuon of Evurn.ucd Income T,IX 

or cqurvalcut Ior ms \\ It It rcmiu.incc. 
(a)	 I>i,po,c 4 y c ar-, .Ift"I~ 

(b)	 Dcclarauons numbered and pr occsscd 
January I thi ouph December 31 

MT	 l(15)59-~ (H)=19 71-) IR Manual 
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It{,111 J)C\( fll'I:1I1/ uf r cc .. 
No .. (,/lddl\f)O\If/!JI/(/U:W:(iI1(JI/\ 

Retire to Feu..:rJl i~ecl1:c, Center be-
);ll1lllng J"J1L.:::- ~.I~hT'1"dr-51 <:;--_ 
(nl!o\l !J'g 'il'"' ~d..ld III al0JJ.~h ni,n:wrrt'Li >It 

:md IHl"<!< '!.d·· 

_____ 1 year after the end of the year
in which numbered dnd processed 

(2) Non-t.ix.rblc Dccl.uauons 
(a) Dispose UPOI; receipt. 

(3) Tuxablc Nou-r c nuuuncc Dcclarauons. 
(a) Dispose upon ;T-:CiP: 

Corporate l ucomc Tux I fZ!JIi LILLI\' l'roiits Tilx~1and I!P'I 
_. includrag «u related documents, corr..:~ JReturns 

Wht Y!~ Exempt Organization~ 

spondcncc and cxlubus. 
( I) Retain, 
(2) Retum~ numbered and processed Junu.iry 1 

through June 30, 
(a) Retire to Federal Records CC:ltC;' be-

ginnmg Ja.iuary 2. through March 3 I 
Iollowuig the year III which numbered 
and proccsvcd 

(3) Returns numbered ;111U processed J ul) 
through December 3 I. 
(a) Retire to Federal Records Center JC-

ginning July I through September 30 

following .hc year In \\l11e:l numbered 
and proccscd. 

(4) Return, In penalty and supplemental files 
(a) Retire to F.~ckr;:! Records Centc! be-

glIll1Jng Jul) I through September :'<0 
Iollowing the year III w hich returns \\'CI':: 

numbered ill the penalty or supplemental 
scrrcs. 

(5) Return, in potcnu.il rctund liugauon CJS<': 

files. Returns JnJ rCIJi-:Li documents 
(a) Retire to FC(j-::r~1 Records Ccrucr 3 ycar~ 

after cstabhshmcnt of f lc 

Tax III(/ex Cards. ;"la,ln index ca. ds US(!G as a 
cross-reference to t,», returns, assessment !J\IS, 
ledger account card, (U LC\), and other docu-
ments. 
(I) Index Cards lor I:1Ui\lL!UJ:, Partncrsh.p, 

Fiduciary, Employment and Misccll.mcous 
Tax Returns. 
(a) Dispose 30 years after end of processing 

year. 
(h) Retire ,0 Federal Records Center 5 :car:, 

after end of proccv.u.g year. 
(2) Index Cards Ior Corporation Income Tax Re-

turns. 
(a) Retain. 
(b) Retire to Feuer.11 Rccold, Center 5 years 

after end of processing :> car. 
60. Unsigned and Undclivci able Tax Re/Ii/11<; which 

arc not processed 0, numbered 
(1) Dispose 3 )cJr~ after end of processing year. 

61. Estate Tax Reua ns (or:gill([/I), Includes related 
schedules, correspondence and documents such as 



--, 
/1('11/ 

N().	 ~ 

wills, aflilla\ ItS 01 appr.n-.il«, tlll\t ugr ccmcnt«.
 

power of attorney, brrcfv, ctc., ,1I1J ,1:1)' rcl.ucd .::,11
 

tax-return filed by dcccucnt.
 
( I)	 Hctain. 
(2)	 Refire 10 Feuer.d lZ'::C,IIJ, Ccr..cr () month, f
 

after audit closure. ~
 

62.	 Gift Tax Returns. FOi·I~~ 70t). U:~itClj Stale, Gill
 
Tax Return; FOIIll 71 o. o.r. "1":1\ Donee's or
 
Trustee's lnforrnauon Return of (,111', Form 882,
 
St.ucmcnt of Gif: Tu , Due; .uid all r"!dtcd C()IIC-

spondcncc and dl)CUm.2111S not .1,>\<lCl:lt.:d w.th
 
E\tate Tax Relurns.
 
(I)	 Retain. 

63.	 Gift Tax l niormouon CIi/(!. Muster index of gift
 
tax return, which show n,:I1lC, drsurct, account
 
number, etc.
 
( I)	 Retain. 

64.	 Capital Stock Tax Returns with rcl.i.cd corrc-
spondcncc, records and documcn:-; (Dvcl.ircd
 
Value Excess Profit, TJA Act i cpc.ilcd for tbc
 
years after June 30, 1946.)
 
( I)	 Dispose 30 years .nrcr end of proccs .rug year. 

65.	 Elllp/O.\IIICIII Tu: Returns fikd by cmp.oycrs and
 
covering Withholding, ,OCI.I! <ccuriry. r.uh cad 1,'-

tirement .md unemployment :a:-.e,>."..ll)..Cl.;.llllg·S-:hL'tl- A.C h If ~ ..J-c
 
ul.c....A.-(:.F;-)m~ not ~grCe!Il~ with ihe amount "\
 
claimed iI<; credit, and rcl.ucd documents and
 
correspondence.
 
( I)	 Dispose 6 years after end of pi (1C'-:~'lng year. 
(2)	 Retire to Federal Records Center begllll1lng
 

January 2, I year after the l':](J 01 the year In
 
which returns were numbered ~lild procc-scd.
 

66.	 W.[Cc/II/C A (FOIIIl 940) cciuticd J~ ~1!:!:-:CllJo<1.-Wt\h 0 "'("""-	 ~ e l eo r c - /f P .J I~y -trecords. of the stares, 01 falililg within the pre-	 P. 

scribed tolerances. -.... 
(U-Di~po~c 30 days alicr receipt. 

67.	 Miscellaneous Tax H.C/1/1I1.1 COV('II~g excise t.ix
 
returns on diesel fuel. gasolmc, lubricaung oil-,
 
telephone, telegraph, transportation, ctc., wuh re-
lated correspondence and documents
 
( I)	 Dispose 6 yea: ~ after cno of proccssmg yc:tr. 
(2)	 Retire to Federal Records Center bcg.nrung
 

January 2, I year after the end of .hc year In
 
which the latest included rcturn-, \\ ere n u m-
bered and procc"cJ.
 

68.	 Extension Records. Co; rcvpondcncc and Io rrn "
 
(not associated With related ;.1.\ rctui n-, allov mg
 
or disallowmg tax p.iyc: ~ it) extend i.mc in which to
 

tile a return or J1lJ\..c J tax payrncn: due and :.1:\-

payers' applications lor a ch~1n;.;c m accounting
 
period.
 
(1)	 Divposc 3 years after end 0; c.ilcnd.u year t:1
 

which request 10i (X;l'Il~I,):J o: change In
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,~ 

D-(-'\-(r-I-i)(-J(-)/-.-u-f-{(-·L-(l-fl~----------

curd cll.\;IO\ (1('" {lilt /U)I, :"liIOliI \ 

account Illg period .\\ ,I, Iilcu. (l'JI cut corpora-

lion, tile consolica;cd app.icauons ::II service
 
centers. lnf'ormnuon cup I":, on ~\lJ~ld;,IfI":~
 

tiled by such corpor.uions .u 1l.'~1.ct olliccs
 
and sub •scqucnily torw.u cicd .o ,C!VICC centers
 
may be disposed of upon r ccc.pt )
 

69.	 Notice 0/ Nonreceipt 0/ '[ax Returns mcludiug t,IX 

delinquency invcstigal:ol1s and rclatcc: corrcspon-
deuce.
 
(I)	 Dispose 2 year, after end of proccs-.nc : c ar. 

70.	 Enipiovet's Ap pucauon jar Idcnuiicauon Numb cr 

(ElN). 
(1)	 Dispose 6 years after the end of year in which
 

processed.
 
(2)	 Retire to Federal Records Center beg.mung
 

July of the yen Iollowmg the processing year.
 
71.	 Application for Ex cmpuons (lIIiL Register, Ai)-

plications for exemption from t.ix rcsponsibihucs 
and rcgulauons applying to rcsinctcd or specially 
controlled businesses such a, amusements. nar-
cotics, firearms, ctc.; apphcarions for rcgisu y as 
person liable for aumlSS;OI1 tax :,flcr a ch.ingc 1,\ 

ownership; 01 equivalent forms with related COflC-

spondcncc and documents. 
( I)	 Dispose 5 years alter fihng. 
(2)	 Retire to Federal Records Center alter Janu-

ary I of the ye,\f follow;n~ the p.occssiag year.
 
72.	 b:c.J.JJJJl/ol/ AppIIC(lIlOIl files With related d~-

mcnrs ~iii<h.:o.r.respo;lUC!lce. ~-
(1)	 Dispose .1S)~"<l~-J_~ :elr:luh\li6~1 or rcvoca- Delete - Reserve for 'future use. 

lion of exemption ~tatlr~~ 
(2)	 Retire to Fcdc: al Records Cc-J1l:e' oliow.nz
 

the year -jj1-<vhich exempt suuus was -
pated or revoked.
 

73.	 Federal IIIII/r(.nce Cont nbuttons Au Tax Exemp-
lion Wat\'ers and related correspondence.
 
( 1)	 Dispose 10 years after the end of year in
 

which processed.
 
(2)	 Retire 10 Federal Records Center beginning
 

January of the tlnro year Iollowing the year
 
in which processed.
 

74.	 Public Event Muniicsts. Samples of uck cts printed
 
along With name of printer, per son or orguuizauon
 
ordering the uckcts and '1U..!l1lltY of uckci-, pro-
duced.
 
(1)	 Dispose 1 year after end of calendar yeJr
 

showing date of C\ cut.
 
75.	 Report (If Occupation SUDjCCt 10 SjJI!C({/[ Tuxes. 

( 1)	 Divpose 5 year'> at tcr date of rc port. 
(2)	 Retire to Fcdc: al Rccor d-, Center 2 YCJrs
 

after date of report.
 
76.	 Special Tax paver u«. LI"t of n.imcs 0: all per-

sons, including wagcnng, who have applied for
 
special tax stamps.
 
( 1)	 Dbpose 30 years ancr end of processing year. 

http:oliow.nz
http:proccs-.nc
http:1l.'~1.ct


RECOf<OS C\ 

11,'11/	 • /)f \{ '1/,(,(111 oj "( Ij \ 

J\'(J	 1111,/ d'\j/I/\,/loIlI (,'1/1/11:,;:'0," !II' 

rnanulacturcr-, PIOlit:(,:,'I, e)1 vcnovc w ho dcsu c 

III m.rk c t.ix-Ircc JllliLil,I\L'\ llr 1,1\.I;)ic ..lIIIC!c' [or 
lurthcr J11.1lll1LICIllIC III tux.iblc .u II'-~C'. 01 lor rc-
<.rlc III 111.ll1l1ldCIlIl':I\ f,)J 1:1.1:, purpose 

(,I) Divpuvc I )C,II alter rci nun.uron. icvoc.uion 

or alter uuth,» i/uuon 1\ I1U l(ll1~el rCljliilt'd 

85,	 l nlot manan Nc;(I/III.\ ;IIlJ rcl.ucd JOC:UIllC:1!\ s.rb-
nutted b) JOJ11C,IIC ,IIHI ICICl;cil Iii m, !u acivr-,c l!lC 

n.unc-, • .unount-, .ind I~ 11':, of IliCOJ1lC other iil.lll 

'JI'lIY. paio 10 1I1JIVIUU,i1, 

(I)	 Domcvric FilcJ, 

(a)	 A""l'lilte'd w ul: 1I1COillC 1.1\ J':llIli:' 
I)i'p()~c or I{ct.lin, .1' "ppi ()pf1,r!c, 

when rcl.ucd II1C(~J11e I.lX IcllIfl1, ,IIC 

(,k'llll)CU UI I cured. 
(b)	 I\c\idue of I ilICi'J11.1t,Oi'l Rc.urn-, .1110 

()UClIIlIClll,> no, .\)\(lCI.I:eJ ,\ lIb icl.ucd 
1I1C('lIle [.IX rctu: 11'>, 

l Jixpuvc (11 -clcc.cd -.unplc ()() da), 
alter dai,1 h,:\ been COllI ,'I teo to 1l1.1g-

neue I.lPC:, ihc Iilpc ICi ,i'i,'t.! .II1J '\CIlI 

ro National Co.npi.tc: Cc.uc: (l\CC) 
2	 Divpove of non-elected c1\)';UJ11Clll,> 

after ',!mp:,' h.iv h':C11 -clcctcd. but 
110 carher ,[I1.1i1 LJIIC 30tl: of cuu c nt 

prl'Ce\~I:ig yc,rr 
(2)	 hll CIt:11Filed, 

(a)	 ;\\'llCI.ltL'd II uh .nco.uc t.l\ rcu.rnv 
Di'pO\l' UI Rct.iin, ;:\ .!Jlproj11 iatc, 
w hcn 1c:I,ltCt.! 1I,,'OIll': I,J,\ r ct ui n-, .u c 

d(>tlll)LeJ 11~ i ct n cd 
(b)	 1\~'ldIIC (')1 l nl or m.iuon lZ..:lurlh and 

Documcnr-, Ill) [ d,.,U(I,liCd w.ih related 
mcoruc la" 1.:1\1111." 

Di,po'c -I ),'.1i' ,1!iL'i i'I(1CC"lJ1g 01 

C\)111 cr-ion ill ;J1,.gll,'::C l .. pc 
2 Hc1irc [0 h.:dcl.I: RCCllfli'> C~111L;1' 60 

d<l), ;1!iCI' proccxs.ug or C()i1\CI~,Jon to 

m.iuncuc tape. 
86, fJ.ttNt('-llr\I'f'('f/t'n~'-FII"-v-:)f-;;:,-t!-/li"'/IH,(.()J,!-{(~/11-i,IU+<:(I ffl"-Fldu(/(I/I,',\-/>\(III/f!1 ":":': ..",Jl.w~, r,1.1111-

uuncd apart lrom tile "r ctu: II po.uon ol ihc-,c
Ior ms. 
( I) »i'IH)'C -I yc a r-. a:'i": end Uj' PloC';"ln;:> cur. 

87,	 Undcltvct cd /11/,)/'1/1(1//(111 !(CillI'I/1 (Cof!) IJ) tr.mv-
nutted by employers )l<l) ~I" a nd nominees 10 the 
scrv Ice center. 
(1)	 Divpovc j;lnliilry :: ,)l the )C~; Iollov.nj; the 

yc.ir III wlucl: pr cp.u cd 
88,	 l nior nuuion Ret urns fCC'::;\ rd f ro:u employees and 

recipients. 
(1)	 lnforrn.iuon RCIlIli1'i J,~OCI,ll('d \\l:il Income 

ta ~ rctu rns. 
(a)	 Di'(lO'l' or Retain, J~ appropn.i;c. when 

related iI1CUil;C 1;1', I'CtUI'Il, all' dcsu oycd 
or rcurcd. 

Public_ Inspec tion_File~ (Hardcopy ar:d . 
~erture~a.E.d~)_f~ Returns of Organ~zat1ons 
or Fiduciaries Exempt from Income Tax 
-- - - - - - -	 ) 

http:Iollov.nj
http:proccxs.ug
http:Co.npi.tc
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l t cm 

No, 

YO. 

91. 

92. 

93. 

MT 

/)(,H lif'IIOIl of 
IIlId d/\/)()\II/tJl! nut luntt at um, 

(2)	 Il1foll11:lt1011 Returns nut :!'~l)C!.lleJ \\ uh rc-
latcd income ta\ returns.
 
(a)	 Dispose Janu.u , :2 of the ).::.:1 foll.)\\lllg
 

the year in which pi cp,n eel
 

,~-----------Liquor Tax Assessment Work Sheet 
I 'netic Tupe Corrcvpond cnce File I rclaunu , @::nforcement:')Used to determine rate of 
the rc 'i r, proccsving, :llhl return cf Ill' ,=l1etic tax and amount of tax and penalties in 
tapes con, 1in::; Foun-, W-:2. \\';Igc .l1ei -I,!). enforcement cases. 
Statement; ForrrN,QE7, i\Oll~iI1Cl'\ h: ! m.iuon R(- (1) Dispose 7 years after end of pro-
turns: and Form 1lN-9,U.S. Ih!' ; rn.iuon Rctut n ; cessing year.payment data filed h) 'G.;.-)v~rI1Jl1L::t ;IIlJ non- (2) Retire to Federal Records CenterGovernment org.anlzatij;!)~~"'::u of P'!i;C~ docu-
ments and the proc9'«:lng of pJp?I--'dQcumCi1b that 1 year after end of processing year. 
have	 been filed;o"':,upplcment or ~11i::0ll~~ iap; 
files. (Note' DI~po,al of the ml ormau.in I'C~.\!fIl' 90. Changed (See Attachment) 
and	 pa' ent data documents .u c covered c:S't-. 
whc In this Schcdulc.) 

Dispose 3 years after end uf pr,lC,,:~sll:g year. 
Transnuttul, Receipt aiul COIlI/O/ Records. Cori c-
spondcncc, teletype, transmura. letters. I cpor ts, a;10 
transmiual receipt anu C,)!1I1'01 documents. cic., 
(not covered clscw here In ih.s Schc.lulc ) pCI t.u n-
ing to receiving, conu o.lmg and !r:l::\llllttJng t,IX 
return" taxpayer account registers and related 
documents, 
(I)	 Dispose I year after end 01 PfG(C,.,Ii1g year. 
Advice of Transmittal used to transmit schedules 
to the Social Sccuruy Adrnuu-u auon 
( 1)	 Dispose I year afk~ en,' or proc':"ln~ yc.u . 
Taxpaver Correspondence Flies. 
( 1)	 Correspondence to and from tile public re-

questing information, blank ior m-, or publica-

lions; notification of c:1an~e of .lJd;.::~,; or
 
letters of general inquiry J rom t.rxp.iycrs or
 
their representatives which do not 1:1\'O]\,C
 

substantive tax liabrh.y qucsuou-, and W!1I;,:lJ
 
when answered or noted. com.lcic the cycle
 
of correspondence arid have no v "i uc (or ::
 
more extended reference.
 
(a)	 Dispose after reply IS made. !l1fOri1l.11I():~
 

is furnished. or apprcp: i.uc changes :U,'
 

made in Sen .cc< record-

(2)	 Loo-,c schcdulcv: Form I ~ I 0, Sl:IICl:1CI::~ (If
 
Claimant to Refund Due Decca-eel ·LI:o.pa;er:
 
copies of death certificate; c:c .. n,n asvccia.cd
 
with applicable rct ut 11
 

(a)	 Dispose 1 year after due fJl,r:g date of
 
tax return.
 

(3)	 Correspondence ;1::liilt;:inec! Ii, su-pcnsc (ilc
 
not asvoci atcd \\ u h ; ctur n-, ,)1' other docu-
ments, or covered elsewhere in :L:~ SchcUL!I~.
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90.	 Magnetic Tape Correspondence Files ~ting to the receipt, processing, 

and return of magnetic tapes contaj" "; 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 documents and the processing 

of paper documents that have been filed to supplement or amend the tape 

files. (Note: Disposal of the information returns and payment data 

document's are covered elsewhere in this Schedule.) 

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



RECORDS CO' ' ..' SCHEDULE 206.... 

..l t cm	 Dr« (//'/101/ "/ r c: ( 

(a) Dispose 30 d,lY~ aucr fi:-: 1\ clo-cd. 
(4)	 Correspondence I LqU-:~:iilg COi:!C, A 1:IX re-

turns Rcquc-ts Ir om :.I"Pd)e!~ :.1, shown 111 

the :.JddIL',~ arc.i 01 ihc I ctu in. 
(a)	 Divpose 4 months al.cr request has been 

filled. 
<)4.	 Sourc (' f)UC//II/CI//.I used for the cst.rblr-hrncnt 01
 

muvtcr Iilc-, C(l!)'I,ll:l!; of m.u] ,[q)'. :lddre"ogrdph
 
plate It,t~, alph.ibciic.rl [1'>,IIiS' by d:,lrlcs .ind
 
other II'h of bus.nc-s rl~I:1~u-.co .o perfect the
 
master file.
 
(I)	 Di,>po"c 60 d:l)' a.tcr ,L!la lu, been COil-

vcrtcd to magncuc tape, the t:li1C vc: nicd J,lJ 

corrected, and ma-ter file cstablrshcd. 
95.	 Notice ()f A ClIO/! for 1:-'11/1)' (m Muster File or 

equivalent forms. 
(I)	 Divposc 5 years alter end of processing year. 
(2)	 Retire to Fcdci al Record, Center 1 )car after 

end of proccvsing ) car. 
96.	 Xl ust cr Fi!« EI1l;n C/I<in~L', or CqUi\ .ucnt terms 

IWI :1"l1ci:tlcd w uh C,I'e f:k, 
( I)	 J)i'II(l\C 5 ) c.ir s .iucr end ol pi clCC~'lllg yellf'. 
(:2)	 Hl'1irl' 10 Fcdc r.il R,'CUld~ Center 3 y~:.lr, 

alter end of pr(1cc'~':ng ;.c ar 
97.	 Bioc]. Conu ol C(/f(/I, and cqurv.ilcnt Iorrn-, us:d 

av a card control Ior t!.lCl1:nC:I[, .nu o.luccd through 
the pr occvsing cycle. 
( I)	 :VLI<,tcr Cnlltro\ C~,r.l, 

(a)	 Di-povc 1·~ d.1:~ .u.cr Co.i.r ol Dat.i 
Rcc.ip and rcquirc.: bal.mcmg 1::1\'c L'ee:; 
completed. 

(2)	 Olh!!r Cards. 
(a)	 Dispose 30 L!:l~'>altc: J:ll.l lI:\,>been cor.-

vcricd to m.lf:I1etlc t.ipc and tape b:d-
anced and verified. 

98.	 13MF ani! 1MF Enth : CII:U:.t;L' Cuui, u-cd in :~,c 
prcp.u ation and ma.rucn.incc ll: t he 13l1~IIlC~, M ,1,-
tcr File (BMF) ,JI1d the IIlJI\ .du.rl Master File 
(IMF) . 
(1)	 Divpove 14 d,I\'> ,!I;:r d'l!.i h.r- bcc.i conv c.tcd 

to magncuc t:1p: .l!1J l.1\)C bul.n.ccd and \.(,"-
fled. 

99.	 lIMF and 1:\IF Datil CI'.!'· ,II:!! l-:i:lle(\ w or kshcc: 
;1I1.! II :IIl'(II]1t'>, u-cd .o u .ui-c: .bc ,i:,ta .o .hc 
m.r-tc: rlk~. 
(J)	 Di.,po,!! 14 d:J:~ ::!lc:r l!:\l.\ !:a' bcc n CI1II\C:iled 

10 mugncuc tape .in.i tape b.ilanccd ,,11.1 

ve nficd. 
100. /)()('///Il('I1/ l?cjec'l Co.,i, :iii'.' Tr.n.snunai, ,1'C:l: 

in pi occsvmg tr:ln,.:Cih.:l"- ::'1 t:'e 1\·lF and 13'vif 
pIOgI!1Ill'. 
(I)	 ))i,po'c 6U d.l\' .:i::1 :C::lOv;;[ l.oru RCJCcl 

file. 
L:Jll',pt(jld;' (',{,>,1\ .!illl >,q\.l:\~d:.:n~ !c~()llb u)Ld a"i 
~ Ie~ t~tt~'TtJf;TC":~~tl~('}f"i-eetTm'r"	 bf 
~~~I·r:tm:rl.\0'ns·:-· l::! scd-: in-- a~~-J:~l:!ar.('.j+,-

Changed - See attached insert. 

http:rl~I:1~u-.co
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, ('IIJ~ 

:n 

02. 

03. 

04. 

Cl5. 

Cl6. 

~J7. 

lX. 

IT 

---------------,~' ----------
/c vcruuu»: I!j r"(,III,II_ 

and dl\{J()\III(l1/ lIlft/,UJI:'Ud()l/\ 

.r..: ~ pCI'i'J Ily ~.I+-p";'+lten-t-r.:'fCm~ffith\;'~'i(! 1-b"'~l'It) 
~cr-{,SS ~-}-anJ-Et11 ploycr-iricr; r;i"C7ltf("'~~il1"
 

bll...(.L.IN-~ ..()hang~:-·+lnl:h:dcS"'n~iiln'C·d,mp"O';~~

o;.a.r-cl~)--
(.J..+..•.l)i1>p()~e-} ..y~,H rs-nftc r-cn GoO0 f-l:'1'tlCe"''i'~~~'
 

w..w1.!+e~I'·el0S<}dM}j;..\...Jl<>I\-i10-j-o:rgt'f··fh-'t'-;J~~
 
Hotterrr:rl~
 

P) Ilctiw-tg....Fetler.rr ..Records- ..EL'~ller-f-:~
 
~HH-E>f....pf0~"'"tn:;-;.·ea-r-r:r~-rl1~t'+<.~
 

Unpostable, Error and Rctcct J~('gi\{t',..\ and i.ivt ..
 
ings prepared and used a: \el \ rcc ccntcr s to PCI leer
 
the master tile and resolve crr or s m.idc III pi occsv-
ing and perfecting opcrauons.
 
(I)	 Dispovc after 30 d.!),. or WhC.1 no IOi~g2~ f
 

needed in current opcr.iuon-, whichever I'> .hc
 
longer period. unless t:1C SU;J':I \'1,01 Y AU'~ltOI
 
at the service center a,\..~ lor them 10 be re ..
 
taincd for a lonccr ccuoc.
 

Bloch o.« of '80[(/I[;'c Li:'rill!:;s. 
(1)	 Blocks Out of Balance L:~:in~'> .ind Source
 

Documents Rcilccung COfl.:eIIVC /\C[10:1
 

Taken.
 
(a)	 Dispose 90 d:l) 0; aftc. d.u.: Ii:,,, been
 

converted to m.ignc..c t.ipc :111J rape !l:.,
 

been balanced and vcnficd.
 
(2)	 I3lock, Out of Balance Cud Check LI~t. 

(a)	 Dispose 90 days after c.id o: pIOCC~~I;l; 

year.
 
Block Proof Listing Regrst er. Reg;\lCr i, pr.ntcd
 
each cycle rcflccung each document "11'['"t" i:l
 
that cycle scp.ir atcd as to lMF .u.d 13.\lF in DL:\"
 
sequence Used daily to fu: 111Sh 111:"0: m.uion to the
 
district offices. other service centers ami ta\jnyn'
 
( 1)	 Dispose I year after end of procc-, 11~ YCJr 
Notice Rcgrst ers. Li,1 by DL~, EI\' (13\11-) 0:'
 
SSN (lMF). master file I:IX colic, ta\ i)(:lllicl. n.imc
 
control by type of tax return and computer par.i ..
 
graph number.
 
(I) Di~po~c'l year after end ot p,oces'lllg year. {
 
Trunscript Edit Sheets U';CU 111cx u act in ; ddt:, from
 
return, for suuisucal processing progr.cns.
 
( 1)	 Dispose after cornplcucn of each .inuual pro .. 

gram upon notification by St.ui-rics 01vi51011. • 
National Officc. 

Qualit» A.nllr([IICI· Sail/file Sell'C1I()J1 .)//1'('/\ und 
A.nllr{//[cc Control .)IrCI'/I u"ni l,) ,~k,·t :t:ld cx ..
 
anune :1 grou!.? of returns .or \'atl\)l1al O~1Ic,: qual ..
 
ity assurance review.
 
(1)	 Dixpovc I year after compcl. t.on ot annu.rl
 

program upon 11011Ii.:al;on by Staus ucs DIVI"
 

sion, National Office.
 
Statistics of IIICU)}[C Pt ogrom TIIVU;,I/[lIg COull 
used for statistical proC~'>SIIl~~ c")I' ~c:c':~eci tax 12 ..
 

turns.
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101.	 Unposta0 .lnd ~ullified Unpostable Cards and 
equivalc records used as source documents to 
facilit~ the correction of unpostable trans-
actions. :sed in all research,. especially in 
payment C" acLrig and Social Securi ty 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 [or internal audit, whichever is 
later. 

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

(2) Hicrofilm	 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 additiqnal
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, which~ver is 
later. 

(c) Hard Copy.
1	 DISPOSE 90 days after microfilming and 

film verification. 



VL v\'" I JL-UUL.L 4~lJ 

Item 
No ' 

(1)	 Divpovc after cor..picuon of each annual or
 
other pcr iodrc pIO:;i "\111upon uouficuuon by
 
Siatisucs Divrsion. Natior.al Ouicc,
 

109.	 SIIII/pic Sell'( lion Siicctv, 
(1)	 Dispnve I year .u.cr completion of anm.al
 

program unlcs, nouficd othcr« i,e by St.iusucs
 
Divisron, N:lliolla: om.;
 

110.	 Sample Receipts Control Card . used to key punch
 
Sample Selection ~hCC1'.
 
(I)	 Divposc alter cornplcuon of c.ich ,1I111U:t! PIO-


gram upon noi.hcauon I'y Statl~\ic~ OIV"I011,
 
National Office.
 

111.	 SOli/pic Selection SI/('<'I.I WIt.! Dtu a fr/('IiIl/IC(I/i(J1l 

Records isvucd III the Taxpayer COn1I,jI,IllCC Mcas-
urcrncnt Program.
 
( 1)	 Divposc 6 months after comp.cuon of annual
 

program upon notuic.uion by Siausucs 01'>'1-

sion, Nauonul Office.
 
112.	 Bl,« t; Proof C~II·c1.1 used <I) block p.oof control
 

curd for stuuvucul processing 0:' selected co! por,i-
tion tax returns.
 
(1)	 Dispose after completion of each annual
 

progr am.
 
113.	 Document Control .'l/if).1 used to control :JIlU rou:c
 

'tati~tiear documents in ,CrVI(c centers and which
 
arc not returned wuh the documcn;- or rcu.rns
 
proccsvcd .
 
(I)	 Di'po~e I ) car .u.cr end or p: occsvirig ) car
 

UPOJl nouficauon b) Si.iusucs DI\'I'Ion. Na-
tion.il onicc.
 

114.	 Sioustica! /'/O("(,\\"lIi,'-' ,['rogre:,\" [({'I}Jilll 01; CO;,l-

plcrcd	 documents each IICCI.. 
(I)	 Divpovc <1 )C<l1'> .iftcr e,!I11 o~ rrol'e<;'ln!,- }C,lr 

(2)	 Retire til Federal Records CCil,C:' 2 year, .iftcr
 
end of processing ) car
 

115.	 Validtuu»: Call/wales oj Prior Aineric an Ov. nci-
slu p and I ntcrcst r;qllu!!~({1I01/ Tux Compliance
 
(Retained ill Andover Scrv ICC Ccrucr .) 
( I)	 Retain. 
(2)	 Retire 10 f-"cdcl,!! Records Ccn:cr 6 months
 

after completion of ll;:ltC:~;ilg "nu vcrific.uion
 
opcr.uionv.
 

116.	 S(wi;i/ Sccuiuv Till /(('((Jr,/ Caul, -1111,' IX Record
 
Car d or cqurv alcn: iC,ulel' pcrt,J1ILi1!; 10 I\age and
 
CXCI'C I;lX return,
 
(I)	 J)i'p()~~ !() x c.ir-, Jf!~: c:',L1of i'1(lC<.:\\IIl.l' 1'c'I:. 
(2)	 Ht1irc 10 [-"cdl'I,!1 i~,'c\)I:j, Cc nicr \\I~Ln IiO 

longer needed 1:1 ell! I ell. UPll ,:IIOlh. 

117.	 t::n..IJ:#./.....Q..!I'(III1~UIl,"1 ,\faIIO' F"{'~_~I~!51JG.lI,opff(r Exempt Organizations }laster File Vouchers and 
Til/II rl/l/I~~\fJ:.r::;;:t~~-'';Ir;nll 4- -~-~~ Employee Plans Ent~hanges. 
(..L.).-In.:rnr'e"2 ) car s J:~CI cud \~~... (1) DISPOSE 4 years after end of processing year. 

I J!l.	 1~L1iJ.J.1!:!l.'l:.· /.111111\'\' 1 (2) RETIRE to Federal Records Center 2 years 
( I)	 f3kd LI;nnp-klL;\Ll,ll'r hi.: l'y.LuHJ":. I after end of processing year. 

(a )	 0 11,£:1Il:l. IC\'py --- ,,- \..,,_ ._-;-->______ 
I J)i'po'~_'-\\'h~n related rcturr~ 

d6fi:;ycJ 118. Changed (See Attachment) 
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L06··Ite:n 

ll8. Docc:<:1entl\~pist~r - BlocJs.~~-: Record. Used to__ ._('J~LLon 
establish a~d ~aintain con~: ~f documents (block listings)
for returns and related docC:·',<,.ts. 

(1) Document Register (For~ 813).
remittance and ~hose without 

Identifies documents with 
re~ittance for assessment. 

" 
I 

\' 

(a) Haster File 

1.	 Original copy 

a.	 Dispose ~hen related returns are destroyed. 

2.	 Duplicate copy 

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

(b)	 Non-Master File 

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 FRC two years after end of processing
year. 

-,(2)	 Bleck and Selection Record (For~ 1332). Identifies returns 
and related documents without remittance. 

(a)	 Original copy 

Dispose w~en related returns are destroyed. 

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

1. Dispose ~hen related SS-4 Forms are destroyed. 

N-6·~ ...... 8p are separated:,y Master File and :\on-:1a\SterFqe. /'for~
Probl'ems\witl: ~Ia-sterTile Forms 813 can be rcscar~h throu.gh' ,"	 \ \:'.icrofilni:--' Fil~ Fo rrns\813 a rcv no t established dn"'"Non-Nas t e r 
~icI)Ofilm) There~ore, the\'paper doc ur.en t is n eede d for 
·c.e,rt\ficat\on purposes. ',.

".~	 \ 

http:throu.gh
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l('In --- "/)c.lC flrllOlI {)f T(rorJ, e 
I/o.	 and O!\{JO\IIIO/l {/({;/IUfJ::'u!(}/!\ • 

Duplic.i:c copy used ,!, -uut cc dOCL:l1 
for service center conu ol tile. 

Dispose 3 )e:.!r~ after end of 
ng year. 

(2) LL Ing~ for Non-Master File 
Origin I Copy.
 
1 Di~po ' when stripped ' 11m return
 !

filed ill , pin -cqucncc, ' 
subscqucn p.tyment, rucr ,U!l1:1':li'I-

zation, JOUII lizatio: JI1U \'CI'IIICltIO;l 

action, .u c CUI, 1ictd. or \1 h~i) return 
filed 1Il DLN sec renee I, dcstrox cd. 

(b) Duplicate copy \11',1 scss.ncnt I1:f(;1::1J-
non on reverse Lie. 

Dispose 30 yc.irs after ',)(.1 of pi occss-
ing year 

2	 Retire II Federal Rccor.E Center S 
after end of proce\"I1= year. 

(c) Trrplj ate copy used .I, <ourcc doc ncnt 
fo	 crvicc center con.roi tile. 

Dispose 3 years after C:1U of proccs 
ing year. 

II).	 Exannnutton Records Processed ior Iv on-Must cr 
File Returns, no return, au.rchcd. 
( I) Dispose 3 years after end of pi oce'~;:lg ~car. 

20.	 Declarauon of Receipts 0/ Poltttcal Conn tb u tions 
(I)	 Divpove on April IS. 5 yc.uv Iollowmg the 

year date on upper right h.II)(J slue OJ forms. 
(2)	 Retire to Fcdel:ll Records Center b,'glnnlng t 

January 2 Iollowing the end 01 }'IOCeS,I!lg 
year. 

/ 

21.	 Presidcuuul Election CWI/{)W);11 Fu II d, Su.t cment, 
( I)	 Divpose 6 years after cno of p.occss.ng year. 
(2)	 Retire to Federal Records Center bq;innlIlg 

January 2 following tile end of proccsving 
year. 

22.	 A nnual Employer's Refill II [or Emplo, (,<"5 l'CII~/o1l 

or Profit-Sharing Plans, including :.111rcl.ucd sched-
ules. documents, correspondence and exhibits, filed 
by the employer who maintains J plan or plan, for 
his employees or for himself. 
(I)	 Divposc 6 years alter end of proccv-ing year. 
(2)	 Retire to Federal Records Center 20 month, 

alter end of processing ;C:.lr. 
23.	 lnstullrnent lhlltns; Closed C(~\C Ftlc: lnc.udcs 

Service Center nouccs, computer pJI.Igl Ji)h~ J CJ I 
and 4RO printed on Form 4 i7<), bank Iorm, used 
as posung documents to rnanu.ill« upd.nc :;l~ta:l-
mcnt cases. An mvtallmcnt CJ,':: file .s closed when 
the account i~ timely and f,dly p.ud 01' when the 
account is tr.insf crrcd ttl TD:\ ,[.IIUS 

(1)	 Dispose I year after calendar year In which 
case was closed. 

T 1(15)59-1-82 (1Q 19 7;1) IR Manual 
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RECORDS CON SCHEDuLE 20 

J),'\( (l1':,(}l/ UJ r c« or d» 
and d:\/}()\/fI(}1/ U/II],OIl:{/t!!)I/\ 

124.	 Vcluclc '~Cgl\lllIIlf Record, lj,>C(! Ior .hc Ill,l!l1w,lY 

U,c Ta\ (I-JUT) Ccmpl..mcc PIO;;IJ:11 

o'.e 6 monrh-, .n tcr the HL.:T Rc: 
Compllanu; :c II,: cOI1l;lk' oil,' 
Di-posc the lcuds ";;1 r~(0111I'k-
lion d.uc c • c j) O. HI);hwdy U\C ~ 

ompliancc Prl)g! Jill 

125.	 lnjormation Returns Pr ogran: P,l) cc Tax Idcnufi-
cation Number (1'11'\) Pcr lcct.on Malch Ll\t' (ep 
2010, For m 4 )06); Requests fOI Vc nlrcauon 1)1'
Name and SS~ (CP 20: 1, F(ll m 53."\2), 1';I\ce 
TII\ Pcrfccuon Rc-c.uch Nonce- (CI' 2u I~, h): III 

55(2); Payer Corrccuon Tran-cnp« (CI' 2016, 
Forni 5437); Payee TI:-..' i'C:icC1IUII Upd.uc l~cj..:ct 
Records (CP 2014, Fnllll 372S); and 1',1)<'r COI-
rcction Update Reject Records (CP 2017, Fo: 111 

3624) . 
(I)	 Di\IH)~C of documents 30 d.iys after d.u., h,b 

been converted to magnetic tape, the tape 
vcnficd, and the ti\:lC used io UjJ<!.\iC the :'CI\-

Ice center-Payee '1'10: Perfection File or Puvcr 
Corrccuon file. <\, ,:jJJl:op: i.u c 

126,	 Audit and Af)P Rccoi ds 0/ 1/;(' l nicnnunurn Rc-
IlIfIIS l'rogram Discrcpuncv and Undcrre pon cr Re-
lat cd Documcuts : 
(I)	 Trunscript Lirniunj; Caru. Specific Tr.iu-cnpt 

ClI'J, and Aud.t Fmdc: Curd. 
(a)	 ni'I)()~e of c.n J ...3U day~ af.cr succcs ....ul 

input to ;<'!.!gi~c!ie Tupc lor ~c1cCl2J 
case carus or <uuuuaucou-Jy \\ u l: lil\-

pos.il at' tri1:~'c'lipl~ fur non-vclcctcd c.i-,c 
cards. 

(2)	 Non-select Audi: (Discrepancy Zi:1J Under-
reporter) Trunscrip:-.. 
(a )	 Di'pO'L' of n o.i-vc.cctcd tr.mscuprs (iO 

LiI\Y~ after final ,lCtJ0i1. 

(3) Unmatched Aud.: Finder Card Lr-ring. 
(a)	 Di~pO~L' of Ii"il:'; I w cck after ...ucccvslul 

corrective actio.: ha~ been ::d":CIl tor 
finder cards indicated on i11~ I:-,t. 

127.	 ACl/wrr ~.loi//IIg List l niounouon Fuun 53(18 (.IC-

cumul.ucd in Andover Service Center Old) ) 
(I)	 Divposc after :; :CJ:·'. 

I 12R. Emplcr: cc 1'/OIl.I-P/ad Ci.IC C,I:1I of f 11[1;11 R ceo. d. 
Form	 4(1" (ii\ 

( I )	 Di,po\c 9 I1h)n'!)S alter prccc-vur; u.uc 
(Pr occ ......'llg Jail' :\ Julian C:;l:C, 4[h, 51h, lind 
6th dl!.'il' oi control ,::11111'c; ) 

(NOTE: Item li() j, rcvciv cd I,);, IU1U:C .uld.tio.: 10 the 
"Rcun	 n-, PI'OC(;~~l1l~~ l~LcorJ~n pi..HLIOn '.)! ~:l;~ 

Schedule. ) 

CASHIER, ACCOUNTING MiD 
ADJUSTMENT RECORDS 

130.	 /)(ICllIIICI/l Remittance ciu! ,'1,.1'('.1.1/11011 RI!C,I.li<.'I.I, 

Ceiulicatcs ot Deposit. Copies vi registers and 

(1)	 D_~POSE 14 months after cOffipleting the match 
HUI leads (Vehicle Registrant Records)
against the 2290 Alpha Listing. 



~UL ~~~tUULt_~U6 .1\ L.\.IVf\U0 
, ' " 

Item Descrip uon of Acis
 
No. and cil\{JOSilloIlZofi~a/ioll.~
 

140. 

141. 

142. 

143. 

t 144. 

J45. 

146. 

147. 

14S. 

149. 

150. 

( 1)	 Dispose 3 years after the close of year ill 
which the stamp, were ,01d. 

Cover Ceruficatcs In lieu of IOSL or destroyed 
special tax stamps. 
( 1)	 Dispose 1 year after Issuance of last ccruficatc 

in book. 
Punch Card Requests for taxpayer address infor-
mation from the IMF. 
( I)	 Dispose after m:lJL,:g information to requester. 
Narcotic R eglstrants, Inventory Record \' and Pur-
chase Orders. 
( 1)	 Dispose 5 years after end of processing ) car. 
(2)	 Retire to Federal Records Center after Janu-

ary 1 of the year Following the processing 
year. 

Records of Receipts and Disposal oi Narcotics. 
Monthly reports submitted by registered users and , 
sellers of narcotics Including all related corre-
spondence. 
( 1)	 Dispose 2 years following the year in which
 

filed.
 
Encoder Tapes and Logs. 
(I) Dispose 6 yeJrs after end of processing yeJr. 
Federal Tax Deposit (FTD) Forms or equivalent (p: 

: .: r 

documents used by taxpayers to deposit Federal 
taxes with' a"c;:ommercia! b?r.k;'·'Depositary for 
Federal Taxes, or with 3. -Fcdcral Reserve Bank 
After completion of. processing tile FTD forms ·are 
retired to theFederal Records' Center at Meehan-
icsburg, Pa:"	 , 
(1)	 Dispose 3 years .:!:te~ close of list ve ar. 146. Certificates of Deposit:, alld Deposit ,C8RilirnrerrJ'j-l.Yej10i /IS an d Dc posirTiCK'c t 5. 

(JJ..,..Dispo~"'..af.!.er_~f.Jjst_y.eaF- == f-()- Tickets. 
Loose DR LIStings. Registers rcn~cting all De- Cl)Deposit Tickets (marked "Bonds"). 
positary Receipts (DR's) that have become sep- (a) DISPOSE 10 years after close 
arated and referred to as Loose DR's. Printed each of list year.
cycle (when there arc Loose DR's) by Ell\' and (2) Deposit Tickets (others).
district sequence. The DR credit 15 input to the (a) DISPOSE 3 years after close of 
master file. Used to determine tax payments and list year.
to furnish information to disrnct offices and tax-
payers. 
(1)	 Dispose 10 years after end of processing
 

year.
 
(2)	 Retire to Federal Records Center 4 years
 

after end of processing year.
 
DR	 Transrnitt al LIS/iIlf;J. 

( I)	 Dispose 6 years after end of precessing year. 
(2)	 Retire to Federal Records Center 6 months 

from Tape Data Control Sheet date.
 
VII used DR Listings furnished by Federal Reserve
 
Bank.
 
( I)	 Dispose after all It21m have been closed. 
Schedules and LlSfS 0/ Canceled and Undelivered 
Checks and Bonds. 
(1)	 Dispose after audit by General Accounting
 

Office (GAO) or when 3 years old, which-
ever is earlier.
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atu] d,,/)()\iiilll! ru t iun i i c.tun:» 

(I)	 J)i~po~c after .iudu 11: (;1\0 or when 3 !,c:.II~ !
old. \\ hichcvcr I, c.u her.
 

Concurrence: or Rcg.on.il lnvpcc.or ,1o.t11 1'-: U~~-

taincd for any dl,PllS;li bcl.u c the: three yc.u v.
 
181.	 Schedules of Rcicctv«! C!WII/\ 

(I)	 Di'I)(I'C 3 years ;Irkr end of p:'()CC:"II1~: yc.ir 
182,	 Technical Srction "Ctovcil SOIl;/;\'!''' (',"(' hilrier.l. 

Residual paper, rcinall1lllg in til,' Inldl'lS -uch .1\ 

work papers: u anvcripunn« of td\ .rccount or .1":-

counts: Form 3~70, Rcquc-t 101' :\(!J.:'~I~lCill. ,lIiel 
4173, Special Case Rctcrr al ; <I:'U Cllp:C, 0:' COI-
respondence. 
( I)	 Dispose 18 month, after clovcd date 

183.	 Transcripts of A ('C(JIIIIIs rcqucvis and ICI:llCU 
documents, 
(1)	 Dispose I R month, after end oi j1rl)~C"ln~!
 

year. or ,\V hell no longer needed III cu i t cnt
 
opcrat ions.
 

184.	 A udit / A ppellat c .A dillS/IIiI'II I /1,1l ICC,I (1.\1 F and 
BMF). 
(I) Dispose after internal .iudit of operations and
 
accounts,
 

185. 

[86. 

(I)	 Dispose after end of pi occssuig year. or after
 
posting to the master :i!c.
 

87,	 Oiiers ill COIlI/irOIlI/.le. Case file, including lL1t;l
 
concerning oilers In ccrnprom.sc by c.ivh, Ili~,:di-
mcnt, transmittals, and .icccptancc of o::er~ wuh
 
reb ted correspondence. (;\ oic: If d cor.ipromisc
 
case file conuuns an mstai.rncn: ollcr. or If :1Il o1T'::1
 
involves a coll.ucr.il agreement. the d.uc of closmg
 
the case shall be the dutc the offer III C,lI11PIO:ili,>c
 
is accepted or rejected .if tcr payment ill Iull h.is
 
been received, or the date on w hich :u:! cornp!i-
ance has been made wuh the: tel illS of the collateral
 
agreement. whichever I~ the l.itcr d.uc.)
 
(I)	 Dispose 6 years after close 0: C.I'C. 

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

88.	 Barred f)('(iClcllcics. Coprcs of For n: 3')0') C:,2 J
 
to report st.uuic cxpir.iuo.i (l: b.11 feu ccfic.cnc.c-,
 
and 0\ crnsscssrucnts .ind on ccrt.n.i no C::::;l!2C
 

and survey cases to the rcgiouai office.
 
(I)	 Dispose after 3 year). 

89.	 Liquor Tax Assessment IVOl l: Sheet Ell iorccmcnt, ~ 
Used to dctcrnunc rate of ta-, .md .unou.u of tax
 
and penalties in enforcement c.iscs.
 I 

(I)	 Dispose 7 yc.ir s alter enJ of .11; occssing year. ' 
90.	 Statement of AccoUll1 for Pcu ticipcnt s III Individua! 

t1T 1(15)59-l-8a (loG-19 77) IR Manual 
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No 

(1)	 Record copy (microfilm). 
(a)	 Divpusc 30 years altc r end of ,)lllCe'~>ing 

ycar. 
(2)	 Copic-. required for icsc.ucl, 

(a)	 Dispose 3 ~e .. r' alter cn.l of proccsv.ng 
year, or w hcn IlO longer needed 1:1 CUI-
rent opcr.uion-. 

205.	 N M"- A CC()/iI//.l 1<('-,,/11cr and N M r N c.inc J)m'c-
torv. Cont.uns d.u.r Ir orn Gilt. Ev.a;c. Federal Usc 
Tax on l liphw.ry Motor Vc'h:c!c,. T:Jx OIl \\',Ige!-
ill!,.!, <l11U Special TdX Returns. 
(I) Muster .-.lor prior cvclcs	 - Cop. '(!oj 

(a)	 l)i\po~rtlpon .cccip: ,IIlU vcu.ic.mon of 
new weekly RMF·~~it..- ' Cop" es 

(2)	 All copies produced ~or :'L,c;~rch PUI poses: . , 
(a)	 Dispose when IlO longer needed in cur-

rent opcr auons. 
206.	 IlMF ACC()(((lIS Rcvt vt cr. \!i.:rofJlJ11 pimtout OIl 

.a	 weekly bavis ,tJrtln~ .iltcr July I, I 90S The
 
lllvl F Accounts Rcgivtcr rcpl.icc-, the B\1F 11~(kA
 
Rcgistcr , Settlement Rcgistc:', di,U the Ourvt.inding
 
Balance LI'>t. Each cycle an cnut , or l;l:\ period IS
 
active, all povting-, I,) t;'.1l t)':I'lod \1 III :Ippe:lr 0;1
 

the weekly account'> rcgl,tcr. The account-, re,c:l\tcr
 
for that cycle is ilh':igcd wrt]: the "ccounl, rcg,,>ler
 
for the next cycle. Thux, t:1(;,C cycles nrc accumu-
latcd for a <cr ics until .! Iin.rl :ICCUI1l11I~llion i\ m.idc
 
on it lour-wee], b.ivis Each 1,IA;).I~LI 011 the Ic'",I'-

ter i~ livrcd by t:IX pcru-;l. within ~1<l,ICr File Tax
 
(i\IFT) Code. w;thi:1 EI\1. The sequence \\IIi! be
 
hy region, district, El!". !\·IFT ,1m! I:IX pcnocl.
 
(1)	 I3MF Monthly Cumulatix c :~CC()U:;b Register
 

(record copy).
 
(a)	 Retain. 

(2)	 Copies of 13l'vIF Monthly Cumulative kegi\-
tel's required for research.
 
(a)	 Dispose 5 yc:ar, alter CllC of processing 

year or vhcn no iongc: needed In cur-
rent opcruucns. 

(3)	 Weekly 13M F ACCl)Unl~ l\.:gl>lcrs. 
(a)	 Divpo-,c upon receipt of sub sequent 

weekly rcgl~:cr file Ig:.lg j)1ior registers 
with all of the acuvc accounts for the 
current wed. 

207.	 I1MF Reiercnce Register Micr ohlm mdc x to CJ-

mulativc B,\'IF Account-, Rcg:,l(:1 Rcfc:enc: cg-
ivtcr I~ produced ill :ICCOlIi1: number \l ith d.su ici 
ollicc sequence and li,~, the cycle number In wluch 
a tax module lavt appc.i.cd 111 a cumuluuvc rc,.:i,-
ter. Reference register is upd.ucd every tour weeks 
on a cumulative basis. 
(1)	 first and luvt G\1F Reference Rcgrv cr 0:
 

year (record copies).
 
(a)	 Retain. 

(2)	 Copies of first and last 13\11-' Reference Reg-
ister of YC:Jr required for research.
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t cm Drscruinon of records 
~() and tll\l'n\lllol. a.nlun it ations 

year, or when no longer needed In cur-
rent opcr.uions. 

(2)	 Quarterly Cumulauve Registers. 
(a)	 Dispose 60 d.iys after receipt of annual
 

cumulative regl,>:er, or when no longer
 
needed in current opcr.uions
 

212.	 EMF Taxpayer NIIIIl!Jer Dircctorv. Numcnc list-
ing by taxpayer's El N, name, .uidrc ss, employ-
ment code. location code, and fihng code, 
(1)	 Annual Directory (reco: d copy), 

(a)	 Retain. 
(2)	 Copies of Annual Di: cctorics required Ior
 

I cscarch.
 
(a)	 Dispose 5 years after end of processing
 

year, or when no longer needed In cur-
rent opcr.uions.
 

(3)	 Quarterly and Intcrun Dii cctorics. 
(a)	 Dispose after receipt of aunu.il ()J' quar-

terly directory covel ing same taxpayers
 
and tax periods,
 

213.	 'f'::l./l/IIP( Organit ation Mtr.tcr File (EOMF) .Na- See Attachment 
tiona! Alpha Register containing all cn.itics Oil the 
EOMF, i c., org.inizauon 11,IIIIC, addrc-,s, region, 
district code, and other identifYing symbols (pro-
duced by Mid-Atlantic Service Center). 
(I)	 Annual Register. 

(a)	 Retain. 
(b)	 Retire to Federal Rccor.is Center 5 
. ' . years after em] 01 ;)rOcc'>'idlg ycar.
 

~ SUppIcI11Cllt;J! Rcgistcr«,
 
(a)	 Dispuse afrc: Icccipt of annual rcgi\ler. 

214.	 '1!::W'IHPJ Otgaiu zatio« MOSIer File (EOA1F) TrOI7S- See Attachment 
action History Rcgist er (n nnual ) .nc'udcs all 
transactions posted in the .EO:V1 F I'm a specified 
period, .c->:: 

(1)	 Retain. 
~)jf~lire	 to Federal Records Center 5 years
 

after end of proccssiug year.
 
215.	 (MID) Tape l ndcx Register and Nonie Du cctory 

contairung entity data 011 non-ma-ter l~lc rc.urn-
(Forms 942, 943, I 065,t:.!l1g,,~lL~05J,,T[1e_IJ)d~_S\.. _-_.4638 
Register is In EIN order, tile Name Directory I'> 

in alphabetic Oilier, 
(1)	 Annual Register and Directory (record
 

copies) ,
 
(a)	 Dispose 30 YCJrs after C;lU of processing 

year. 
(b)	 Retire to FCUCI,t! Records Center 3 

years after end of pi occvsing ) car. 
(2)	 Copies required tor le~C:1"l'!l, 

(a)	 Dispose :; yc.ir nucr end of proccssrn]; 
year, or when JlO longer needed in cur-
rent OpCI aiions. 

(3)	 Temporary Register, and Du cctor ics (quar-
terly) .
 
(a)	 Dispose upon receipt of subsequent 

http:Rccor.is
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213.	 Exempt Organizations ALPHA Registers .: Cross-References (National and 

District - Microfilm/Hardcopy) and E.: .:.·cgisters(Hicrofilm). Containing
all entities on the EOMF, i.e., organizJtion 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 - }faster.
(a) DISPOSE after receipt of annual register.

(3) Duplicate Copies.
(a) DISPOSE upon receipt from the field 

214.	 Exempt Organization ~~ster File (EO~W) Transaction History Register (annual) 
includes all transactions posted in the EO}IT 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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:_-)(-'\c-r-ir-II-()-II-()-f-rr-c-or-~-'s- 'e.....	 -e'm 
J.	 and divposiuon 1I"'.'IOI'l~(Jli{)"\ 

quarterly rcgisicr s and dtrcctorics cover-
ing same iaxpa, cr s ;\<; well ;1<; ;1:1 new 
taxpayers added Ior the sa:nc t;l~ pcrio.i. 

16.	 Federal Tax Deposit Rcgist ers (FTf)). (Name' \~ ! 

Control, EIN Register, A:l10Unt Regt,;er) Listing 
of FTD payments received by the SCi \ ICC ill the 
National Computer Center. All FTD pavmcnts arc 
forwarded to the NCC on magnetic lap.:: by the 
Office of the.Treasurer of the G.S. Payments .u c 
listed in three .scparatc sequences to provide re-
search sources fO,r tracing and idcnulying FTD 
payments. "', :' 
(l)	 Name Control and EIN Registers: 

(a)	 Cumulative Registers. (Record Copy). 
1	 Dispose 2 years I after end of proc-

essing year. ;-:. 
(b)	 Weekly and MSJrithl;' Rcgistcrv: 

1	 Dispose upon receipt of cumulative 
quantity register. ". 

(2)	 Amount Register: 
(a)	 Cumulati~'e Registers (Record (oPY). 

1 Dispose 5 years after end o: proc-
essing year. "'. 

(b)	 Weekly and-Monthly Registers: 
1/ Dispose	 upon receipt oi cumulative, 

quantity register. 
7.	 Register 0/ Unapplied Transactions (Individual
 

and Estimated Returns). Lisung of tramfe!., be-
tween types of tax between districts or to list un-
applied transactions.
 
( 1)	 Record copy . 

. (a)	 Dispose :2 years alter end of proccvsuig 
year. 

(2)	 All other copies. 
(a)	 Dispose when no longer needed Iii cur-

rent operations. 
18.	 Alphabetic Index Register (Gasoline Tax Refund
 

Claim).
 
( 1)	 Record copy. 

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

(b)	 Retire to Feder al Rccoi cis Center 5 
years after enJ of proccss.ng year. 

(2)	 Copies required for research. 
(a)	 Dispose 5 years after end of proccsvi ng 

year, or when no longer needed in cur-
rent operations. 

19.	 Master of Microfilm Index, [)lr('Cloriel alld 
Registers. Mhstcr tapes, ot.icr Jan nose In [em 
205, from which service centers make copies of 
indexes, registers and dircctoncs Til \, ~l" not _C 0P Y 
intended for reference usc, bu: to m.ik c Jd·~lll~lt~;o":l~la;";I----
copies, as required. 
(1)	 Retain. 

IT 1(15)59-~ (*0 19 j7;1') IR Manual 
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/l('\(!./JfIf)11 of rrc()/(!\ 
anil d:'(1()\11 tJl/ (I/{!'/(}u,;(;f/n1!\ 

11(,/11 

,\'0. 

(2)	 Retire to Federa! Record, Center after 
m()l1t~" .,	 220. Tax R 1'[:/ ,1(,( Prepa rer Prac nt 101/('"	 --'-'--:--lnd

(I)	 Divpusc ,11:CI receipt of updated rcglqcr. ...
 
when no Il~n::cr needed fOI r2'C,1:l~1 jlUl-

povcs. 
221.	 SCRIf' \1t~.lIhi. ,jllt/il P~", 7/5.50 Conlto\(, Annual List of Income Tax Preparers (Form

of l11rorfllldiB+t-'1~:'ttllo DIlllI C:,1:e,4 (1) DISPOSE 3 years after end of processj~
(I)	 I)j',!,O,t nfi2. l·<tO'.!. year.

222.	 OIiIPIlIS on to-». 36:34 !rOil11-1.MF R:III, 

(I)	 J~MF Re\:':Il1.Jc Rccc.prs C0!1tro!<,-RL::1 223. Employee Plans ~faster File (EPMF) Kal
961-01, ()rtgl·~,ti rL'II~: :-h2~. \\'l'21...1:> Ri.n of ~2rect9~Y. Containing all entities (Revenue Receipts -rUCS and dclccc block, the	 EPHF.(d)	 Divpo-,e alter I ~C:I:·. 

(2)	 Rlvl F Control D.l,;l-Rul1, %1-13 <1110961- (1) Weekly Register.
05, orrgmal For m 3624. \\ cck ly sort and (a) Obsolete after Cycle 7728. 
merge 01 procc"lng run. (b) ~ETAL~ Cycle 7728 register ~ 
(;1) Dispo-,e after 1 year. )~6 years.

(3)	 RivlF Evu ac: Dal<l Controls-Ru!l 961-09, 
orrgu-al FOl rn 362.1. wcckf y printout of de- 224. Employee Plans Master File (EPMF)
linqucncy check run. Taxpayer Index. Containing all tran
(a)	 Divpose alter I year. actions posted to the EPMF for a spc(4)	 1{:V1i- P,OU:,I,I;lg COllliol,-Run 961-13,
 
orlgln,ll Fm11l 3(,24 Active cnt.iy ;11:(\ :ICl:\ c fied period.
 

t:IX modules mcludiug unpost.iblc ouu.tand.ng (1) Weekly Register.
(a)	 Obsolete after Cycle 7728.I3,tillI1CC LI.,t. 

(a)	 Dispose after 1 ycnr (b) RE'fAffi Cycle 7728 register ~ 
'(5)	 RMF other D,1{a Co!1trol,-Rul1 961-15, j)~A6 years.

original Form 3('2:'. \\'cdly I un of money 
and COUl1t ot Nonce and TDX~ Inclu(l.;'g 225. Employee Plans Master File (EP~IT)
unpo-rablcs.	 Removed Accounts Index-Record-.-Con-
(u )	 Dl-povc auc r I year taining all tho se en titie-s no't being (6) R\1F ACC'~ll1tS Rcg:,tcr-Ru:1 001-17, du- moved from the obsoleted registers t'plicate Form 3(,24, Asscsvmcnt an.I Settle- the	 active registers.mcnt	 Register. 
(a) Di,po~c after 1 year. (1) This record will be printed once 

(NOTE. Items 22' tl-)I'(~l1[!h 23) arc being i cvcrvcd should be retained with the last 
for future :Hidll!l;n<; to the vl.ichinc (Pn pci ) EPMF Taxpayer Index for 6 years.

P~111l011t, alIt! Mrcrolilm Rcgl,tcr,. l ndc x c-,
 
and Ducc.orrcs portionof tim Scncdulc.) 226. Control Record List and Summary_(EPl".


(1)	 DISPOSE ]8 months after end ofINTEGRATED DATA RETRIEVAL SYSTEM COMPUTER 

OUTFUTS AND RELATED RECORDS, processing year or 1 year after 
internal audit of operaions and23(),	 Transorrion RegIlICT.\'. accounts, whichever is later.( I)	 l ncludcv: 

ca) Re111:[[,lnec:, Added to Umdcnuficd Rc-
nuu.ince !-tIc (URF). LI<;t;llg of :Iil new 227. Block Completions List (EP~IT).
ItC.n1' added daily to the LRF. Items II,C (1) DISPOSE 2 years after end of 
listed by c11,tl ict oflicc, UP. control num- processing year.
ber and ;\1l10Ul1l. 

(b)	 Rcstrrctcd o\ppilca::(lI~ from the URF. 228 ~ Suspense Release Lis t and Summar~C}~·
J),It\V	 11')tln" (~I VOid ... d:,1Hll1o<ed chcc-, 

(1)	 DISPOSE 18 months after end ofa nd -corrected n:011e:-, .11~'OU;1:' Io: '!1C 

UT?F. I:elm .u c list cd by divu : . . '.i processing year or 1 year after 

S~\()W the UI~ Con.r ol Nurnhci , internal audit of operaions and 
hcforc C],.111ge. ,\I1WUllt :1, cor rcc: .,,\ accounts, whichever is later. 
t) pc ofcor:cction. 
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'Ill	 Jj( ,\("rlPI/OIl o] r c: oril v 
<?	 and dis p ovu ro n lI1/:hOIl:'IJI/()II\ 

38.	 Unidentified Remittances. 
(I)	 Added in lavt 15-45 d::y'>. RL';;I~:\..r reflects 

all items added 10 the rile and JlO ,1::IC)n h.is 
been taken. This rcgr-tcr , w luch served :.1, J 

follow-up tool, WJS not produced alter J:.111-

uary I, 1974. 
(a)	 Dispose alter 60 d.iys. 

(2)	 Aged 10 Monthv. Monthly pruuout used :), 
. a	 last attempt to apply money l rorn URF 

before being aged to Excess Collccuous. 
(a)	 Dispose after 60 -!:!)'~ 

:9 ..	 Unidentified Rcnuu ancc File Drop/Jed Listuu; A 

permanent record of the LJRF produced .IS items 
are aged from the URF .u.cr closing .rcuon The 

'Dropped	 Listing is used to purge the Ojl2:1 alpha-
betical (paper) back-up file of umdcnulicd remit-
tances.
 
(I)	 Accounting I3rJnch, Unilknt;:'I:d Function
 

copy.
 
(a)	 Dispose 5 years alter end of processing 

YCJr. 
(b)	 Retire to Fel!cral Record, Center :2 

year, after end of procc":i,",,:- C.II 

(2)	 Accounting Br.mch, Jour n.il Function copy. 
(a)	 Dispose after 60 d.iys. 

40.	 Alpliabctic File of Unidcnulicd 1\1:01111(/1;("('.1', con-
sisting of miscellaneous documents. corrc-pond-
enee, photocopies of checks and money orders, 
ctc. 
(1)	 Dispose 5 year, after end of prc)Ce'~;'lg year. 
(2)	 Retire to Federal Rccoi ds CC!1tC:I I )C.l;· a.tcr 

closed (hsicd on URF Dropped Lisung ) 
41.	 Excess Collection Posting Document, Compute! 

Paragraph 550 (Form 4830) 
(I)	 Used ;\<; an open excess collection document. 

(a)	 Dispose after money I'> :IPpl.CU 
(2)	 Used a~ J closed execs collection document. 

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

• 'J.... ~.	 IDRS Collection Listing 0; U,l/C\'('J"\'ClI Transac-
tion Code 594 and 599, Weekly II'>t,!1g becomes 
obsolete when cases unresolved \\ uhin ~ weeks 15 
genet ate a t ruuscri pt. • ---..,; 
(1)	 Divpove after (i months or .iltcr ;r\1 rcvc.irch 

is completed \\ hichcv cr :'> sooner. 

~43.	 Remittance Register (Villi.' J. )\ d.uly ;>:·::~[l)lIt. by 
area office, of the payments l,cc2j\cd and ir put 
on-line through the lDRS lei mm.rls. The ollgl11JI 
is mailed to the area office, With one copy main-
tained in the Accounting Br.inch for rcscarclnng 
payment tracers and one copy m.unt.uncd by the 
Accounting Branch Ledger Function to: not.u.on-, 
and adjustments. 
(I)	 Accounting Branch copy, 

(a)	 Dispose 1 year after end of processing 

year. 

http:not.u.on
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" 
(2) Accounting Br anch Lel~,:CI luuct.on copy. 

(a) Divpose 20 )(::I~'aile, end 01 ]IloeL\SIIlg 
year. 

(b) Retire to Fc.lcr.il Record C.~I',lCr 3 yc.u-, 
after end of j)lllCC"lilg yc.u 

44, ()OCIIII/Cllt Rrgist cr, LI~llllg by d,\lll-:! ,Iw\\ Illg 

EI or SSN of Taxpayer, n.unc control, ta), P~i:OJ 
and amount. 
( 1) All 

(a) 
copies,

Di\I)()~C I y<:.lI' aucr ':I~" ,)\ pru-:c'''l~g 
~ 

year. 
,~5, ("'K(~-e-se-r-v-ed , ) 
.+ (" ( -Rcst-rf'C([) 
'+7, 'IDRS Service Center Control CU,I(' /1I1'C:Ii!(}/V 1IIIIi 

See 
See 

Attachment 
Attachment 

(new item) 
(new item) 

Service Center COI/!ro! l nve ntorv NI.'C(I{J, 'LI\t,i1g~ 
arc by age and category of the to.ul cards COil-

trolled on IDRS which .irc \li:1 open ,1IlU a~<'''gllcd 
to each Section, 
( 1) 01 iginul. 

listed by Unit. 

(a) Dispose :2 years ,lt1e, end of pi Ol2',1:1g 

year. 
(2) Copies, 

(a) Dispo-.c upon rcccip: of ;~C\\'ihi'ng 
48. IDRS Service CCII!a Conuo! elde 0\ cutec Livt-

ing, Complete hsung by taxp.iycr .dcn.iric.u.on 
number. tax period. c.ucgo. y of open C,l'';';'; more 
than 30 days old ba-ed 1)11 the IRS received d.uc, 
assigned to each L1)' C)..\J1)II1Cr 
( I) Dispose when new llst:ng I ccciv 2d 

49. /DRS Pre-Lournah rc.i Rcc a», CI1"1:1.l1<; d.u.: to 

journalize upplicauon- 110m l"~ LRF Ci c.Lt 
Transf'crs and Area Olhcc Payment 
(I) Divposc 10 years af tc: cu.: of proec'~lng ).c:l:', 

(2) Retire to Fcdcr.il Records Center i )'c::,r .rltcr 
internal audit of opel aiiuns. 

50. RlvtF ACCOUII!S alit! Atl iuvuncnts 0.1C:!11urdl:liun:, 
from IRS areas requesting credit tr anfcr s or au-
justrncnts 
(1) Dispose 2 year, after end 0:' p:'ucc:,,:ng :-car. 

51. NMF Acco/ll/t Atl iuvtmcnt», ;\'km()r.lnd~:I~~s or 
copies of unit ledger c.u d-, Irorn IRS a. cus rc-
questing credit transfers ('I' JC:J\:s:mel~:', 
(1) Dispose 2 years after end of j1WCC:'\dlg ;<::1[, 

52. Leiter to Taxpayer Concerning R c i.nu! FOI n: 
RSC 253 for \1 ill ch 11)72 .ind pr.or :I:,li ["Ii in 

472R beginning ;\i:lrch : 'n2, F.:r<lliU'\!', ;clui~d 

letters and related hi,IIl:Y \h-:e:b, The <i.uu;c 101 

collection of erroneous Idu:1J, c x pirc-, two yCUI, 
after the refund date, 
(1) Dispose 2 yc.irs alter end of :11CCC'\\lng ),,',l!' 

,53. Remut ance ()OCII/Ii(,II!S l npm It! iIJ/(') b : ,·1,co 
Oiiices. Various documents u:,c'-: by ,IIC.1 ollicc-, iO 

input on-line rcmin ancc-, Documents .ir c then 
mailed to service center in the accounung P:1Ck.:gC 

H 1(15)59-+e8 (lQ 19 n) IR Manual 
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245.	 Special Activity Report. A periodic ort which shows any action taken 

by an IDRS user to the account of an. ·\Semployee or his/her spouse. 
(1) DISPOSE 6 years after end of prr .ssi.ngyear. 

246.	 Command Code Usage Report. A periodic report detailing which cOIT~and 
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. 



RECORPS CL .'i. SCH~DULE 29.k .,.
l t c m	 Dew npuon o] T('("(",I 

No.	 and clnj)(),\///()II outlion rarions 

with the certificates of deposit and other account-

Ill)! documents.
 
( I) Di-posc 5 ~c.u s after end of proccss.nj; ) C:H.
 

t2) . Retire to Fcdcr.il Records Ccm cr beginning
 
July I, 18 rnonths after end of processing
 
year.
 

ID!?S Audit Trail-c-l l ist ory Record o] Command An audit trail produced daily by the 
Codes (Magnetic Tope). ,.\,~ "llIdi! !I~tfl I'f~d IORS Security System. Weekly and monthl~ 
~I I) by tli~ IDH"S ~lri~;".,I7, 5,1:'1". \\ .\~11 cumfiles are produced. The daily and 
nM4),plh'?1 C))P)tj~i Hili h!~'J4g t"f{MbCcd dTtrt*tCtlJ.ICtf', weekly audit trail files may be dis-..u'CCk'i' fjlg Qla; et! cl~ of Itt ~rt:et'ft~~~ poposed of in accordance with existingexistillg prQc!~dl1rC5 11 CO"111£1£ r"'cnr~. QL..QJ.l 

~f>lla~·lItrHi 8"liillil~ i'll~~l=#r+BR~·ilm:t"Iik.ltIdt' pMi- procedures once the monthly cumfile is 
.+lOg' rgf8'@'lt!C iilft" FHat.....3ttr;= <!~.t ];J).\ .......1J~~r Llx produced and retained. It contains 
~i iud, ~d[e, 'f11fiC, (fel iitifhil'-lf), JIid Et.fp~~CC records of all command codes input to 
~dlil~r!'!-. (; IORS and includes pertinent reference 
(1)	 Dispose %years after end of processing year. information, e.g., TIN, M~T, Tax Period,

255.	 II)R 5 Change Noufication (Dllpioyee Profile Se- Date, Time, Terminal 10, and Employee

curity File, Form 580J). Used to add In employee Number
 
to the [PSF. delete an employee from the EPSF,
 
update an employee sccunty profile. verify em-
ployment, and verify initiation of background in-
vcsug.uion. J...
 
(1)	 I>i,po~c t years after end of ) car in which
 

employee is removed from the EPSF.
 
256.	 "'!ifF Ullit Ledger Caul Transcription SII£'('I. Used
 

to enter the NMF ULC record 011 !DRS.
 
(I)	 Dispose s 2.\\er entcring into IDRS 

257.	 Request for Delinqucncv Nouce or Tl)! (l[)RS),
 
FOrti I 4864. Used to cvtablish a delinquency rec-
ord on the TOI Notice File.
 
( I)	 Dispose ~ _ .rltcr record has becn input
 

to the TOr Notice I e .
 

258.	 IDRS Eniplo yee Number Folder, conrain.ng D2Ck-
up documents for vanous inputs to 10RS, i.c.,
 
Forms 3177, 2424, 2363, 2650 and 4256.
 
( I)	 Dispose 5 years after end of pr occssing year. 
(2)	 Retire to Federal Records Center 6 months
 

after end of processing year.
 
259.	 IDRS Daily Security Re por t . A record of security
 

violations, terminal lockouts, and other security
 
data. It is produced daily by the IDRS sccuruy
 
sy<;tCI11and is used by the Service Center Systems
 
Security Admimstraucn-c-Hrk S to monitor SCCiJ-
rity. 6
 
( I) Dj~pose))5 years after end of processing year.{ 
Unit Employe Profile Report. :n...... JJ( rti 19~."l'BoR-S A record of IGRS employee security
~.1Il1.£lrc2 Bceadt} pfo:lfes 11S rt"co~tkCJ oii Itt profiles as recorded on the EPSF. It 
.fpSIi J.L.is PF+rlQW;~rLo') r,;~H ''109. m... is produced on and must bel.lo.-pi1o()- request

rJ,pgJolli:''~8I1f)1001'1~eft !!It!''c!rt'('.>t1. produced at lea?t once g. Gonth.
 
( I)	 Dispose 5 yea. s ,If:~: eEe cf pI occs~ll1g 5';,11. II 5 r e I. /~ c: >t.' ("/.J /.) r("cC?, v'-cl. 

Unit Terminal Profile Report, A record of IORS
 
terminal security profiles as recorded on the TPSF.
 
It i<; produced on request and must be produced
> 
at least once each quarter. .
 
((J DJJP"J[ n!"'i'e;-. /v"=W C"/~Y /5 rC''-(>' J;' c «,
 

http:conrain.ng
http:Fcdcr.il
http:proccss.nj


(Cf(1	 Dc vcnpuon "I record, 
No,	 and ,iISPO\/f/()11 (;1I11l0n.-(.II;}J;\ ".
 

~)	 l)isflOkQ S : iHlFt h~h1r'til 1 ~f ~m..."<;(llg )l.IT. 

262.	 Empioyee r,«. W(N d /1.1 signnicnt Forni, FUT!>I 

3728. Used to notif , :!11 employee of '~":.c.llm'i·,t 
'of a new IDRS pa-vword 0;1 the occ.r.ron or peri- f ~,A:~ 

odic password updating of the EPSr. t,h~~,-,~1-J.
( 1) I)' ,. f h J" . Io':/"~"'_'rspose on compicuon 0 t C !,'q:!,rc rro-;,:. ~':t;;;'~1 

ccdurcs for distributing new passwords. . 
263.	 List of A dditiona! Pas swords. ,0\ list Ill,\! oi va lid 

IDRS passwords not a,si,\!llcd to ;illY employee ' 
that is produced on the occasion of periodic p,l'~-
word updating of the EPSr. Used !)y .hc Systems 
Security Administrators-TORS to a~sl~n new 
passwords to employees when needed 
(1)	 Dispose after receipt of :hc ~Up;:1 <cd.ng List 

of Additional Passwords rrOI~1 the next peri-
odic password update of .hc EPSF. 

~64./	 IDRS Terminal Uulitution 1\ ('fJOTI (,vO-A C1'S: 
A-238) A report summanzing !DRS tcrmu.al 
usage by a variety of mcihod-; such :h by com-
mand code, organiz ation.il Iuucuon, I DRS tcr mi-
naJ, etc. 
(1)	 Dispose three years alter the end of the 

processing year. 
~65,	 IMF-IDRS ContTol-Rlln 761 .()J. Controls 1'1'0:11 

a computer run ~ho\\'iJlg items po-tcd .o lDRS 
from mainline Honcyw ell Iu.is. 
(1)	 Dispose after 30 days. 

~66.	 IDRS Gel/crated Reiund RC{)()T{ (!JCii/\). Contains 
information used by Acc,»: I\tlll!; tll pi Cp.: rc Form 
1'166, Voucher and Schedule of :',l:I:,,'l1h, which 
accompanies 'the IDRS Generated RcfJllJ Tape ' 
to ROO, 
(1)	 "Paid" copies 

(a)	 Dispose 10 :C:l;S ;,j'\,', :nll of processing 
year. 

(b)	 Retire to F cdc. a~ Records C:nler 3 
years from closing date of last pcr.cd 
audited. 

(2)	 Suspense copies. 
(a)	 Dispose when no longer needed r.: cur-

rcnt operations except 1\ lien used in lieu 
of "paid" copy. 

~67.	 IDRS Net Tux Refund Repor: (/)(iiiy). Contains
 
total amounts by dis.net and ior.illcd for <crvicc
 
center of DONS Generated Rc.unds Used by Ac-
counting to compile a mO:1li;ly report.
 
(1)	 Official file copy (record copy). 

(a)	 Dispose after audit by General Account-
ing Office or when 3 ) car s old, which-
ever is earlier. 

(2)	 Accounting work CO;)I;:';. 

(a)	 Dispose 2 years .incr end of reporting 
year. 

H 1(15)59-~ (iO 19 7i') IR /\,:ai:UCJI 
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No: 

u-r":"~C-'-ir-{i-()I-l -o/-r-c-C(-)f-d, 

and divp osuio): authrm 

... ~----

i at Oll~ 

270. 

by files to allocate space and insure receipt of the 
IDRS Transaction Records (Form 5147). 
(1) Dispose of 1 year after end of pr,x:e,~il1g) car 
lDRS Transaction Records These records repre-
sents many types of transactions processed to the 
Master File via IDRS. 
( 1) Dispose at 
source documents. 

the same t imc as tile reb ted 

271 & 27 SAdded (See Attachment) (NOTE: Items 27.6 through 299 
o..,-e. 
~ reserved 

• for future addition to the 

IDRS portion of this Schedule.) 

'i1T l(15)59-~ (iQ Ibl :2:1) IR Manual 



•271.	 Master Record of Employee Numbers. '?ermanent record that associates 
the IDRS user employee's name and:) "'liththe employee number for the 
purpose of maintaining an audit tr.." The record wf.Ll.include the date 
that the employee number was as sLg:... and the date that assignment was 
terminated. 
(1)	 DISPOSE 6 years after termination of Employee Number. 

272.	 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. 

273.	 Dishonored Check Records Dropped From the File. A record of the dis-
honored checks dropped from the file after closing action. 
(1) Accounting Branch (Dishorlored 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. 

274.	 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. 

275.	 Dishonored Checks - (15 Day Listing). 
(1) Aged 15 days. Daily printout used to help meet the 21 day cycle. 

(a) DISPOSE after 60 days. 



(NEW SEC'TION FOR FTD Pi".'. ,w'1) 

This gives the disposition Federal Tax Deposi t (FTD):.:'.'

forms or equivalent documents used by taxpayers to 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 ~ervice 
center to perfect transaction records prior to forwarding
to Master File. 

(b)	 FTD Error Delete Lists. A list of items that cannot be 
co=rected 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 summar y , A recorci
 
of blocks that fail to pass other validity checks.
 
(1)	 Listing.

(a) DISPOSE	 6 months after d~ta has been converted to good
tape.

(2) Summary.
(a) DISPOSE 1 year after date of listing. 

302.	 FTD Block Ou~ of Balance (BOOB) Delete List. A list of blocks
 
that cannot be corrected froD the BOOE Register and reustbe
 
deleted, corrected and reinput.

(1) DISPOSE o6-I;lQ.R-t~ after data has been converted to good tape. 

30	 dAY.I 
303.	 FTD Control Record List and SUF~ary. Replaces the Control Card
 

List and Tape Data Control Sheet of the BHF Operations.

(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. 



305.	 Variance Reports.
(1) Includes:

(a) TCR Variance	 Report. A Listing showing Transmittal 
Control Records (TCR) extracted whenever the service 
ce~ter's (SC) deposit date is earlier tha~ the FHR's deposit
date. 

(b) FTD	 Variance Heport. A report produced to indicate 
variances between FTD payrne nt; dates and the deposit date 
of the related transmittal. 

(2) Daily Variance Reports.
(a) DISPOSE	 after end of n.cnt.h following the month .in which 

the report is pro~uced. 
(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 Trans~ittals. 
(1) Includes:

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

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

(cl Matched	 Unclassified Transmittals. A daily listing 
printed after a 7 days lag fror.se 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/Deposi tary Transmittal	 Arno unt s Difference. A listing
indicating that both a se record and an FRB record have 
posted to sceF but transn.i, ar.bun are not equal . ttal ts 

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

307.	 Block Completion List. A monthly report of SeeF modules which 
meet all the criteria for a closed module to be removed fron the 
current SCCF and placed on the historic SCCF. 
(1) DISPOSE 2 years after end of processing year. 

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

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

316. 

'.
 
Month End Unconfirmed Classified Re:-' . and Surnmary. A listi nc; 
and summary of modules that; have ber, ··l.assifiedbut for wh ich no 
FRB verification record has been rer: " :ed. 
(1) List.

(a) DISPOSr: 30 ciaysafter date 0: :"isting.
(2 )	 Summary.

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

NMF	 FTD Release List' and Summary. A listing of those FTD I S 

applicable to Form 1042 returns, which is generated in the T[P' 
runs for transaction records to be transferred to the Philadel-
phia Service Center. The sunrr.a ry 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 opelations, whichever is later. 

(2) Surr.mary.
(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. 

FTC TEP Good Tape Release List and Surr.mary. A daily lis~in9
 
identifying each TLN and the related count and amount for trans-
actions placed on the transaction tape to be sent to t hc 3.~.
,\:a:'io:

Compuler Center. The Revenue Receipts Summery is ~scd as a lap~ re~ease.
 
(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 th~~ to 
be retained for a longer period. 

FTD	 TEP Mismatch List. A list printed for all 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 lat~r. 

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 Inter. 

SCCF Special Transcript List. A transcript of selected sccr 
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 compu ter generated report that 
reflects the matching of FRE 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-
ification cards input where there is no t chinq rci.aI bank rr.a corrrr.e

transmittal on the SCCF and the amount on the SCCF not yet clas-

.._~Hiecl.!.... ... . 



317. 

318 •. 

319. 

320. 

321. 

322. 

323. 

324. 

(1)	 DISPOSE 3 years after end cf P' . ·'.~ssingyear unless the 
Supervisor Auditor at the serv:~e center requests that they
be retained for a longer perioc. 

Subsequently Classified for FPB Day Ref_ort. 11. report re f lec t i nq 
subsequent classification of those ite~s 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.


Credit Transfer Voucher (Form 2158). Credit Transfer Vouchers 
used to transfer ~:~.F Forn'.1042 transactions to the Ph i Lade Lp h.ia 
Service Center. 
(1)	 DISPOSE 6 years after internal audit of accounts. 
(2)	 RETIRE to Federal Records Center 1 year after internal. audit of accounts. 

Deposi t Tickets (Form 2lS) and [eti t vouchur s C ["<>It fI'1 5"501- "r ~rSIS).
(1)	 DISPOSE 10 years after close of processing year. 

Federal Reserve Bank Day Classified Report Balancing Proof (Form
5804). A verified record attached to the report shrn;ing it was a 
balanced report. ~ 
(1)	 DISPOSE 3 years af_ter close of processing year J ",.v:. c : r ~<';7;;"j ''.(./'''-';'

{f(/ci,i(,};" 1':: """,,,, '):"·Y:':"". (r.<./.~; }-eqUf>s.'.S IO<.:Jf -,t.;'·· ../..':·.;,.·~. 
Subsequent Day Classified Report Balancing Proof (Form 5805). P 
form used if there is any classified amount shown on the report 
or if there is any change to unclassified totals. r 
(1)	 DISPOSE 3 y_ear~_after close of processing year) ~,.~"~-.'J »> ..l.'r>;..V.j,.; 

nVi'fCof- RT /1;(" J(';-Vl'(~ (('/':-!"t rFqr.U'JT.J (o,,-;/f?1-- "'C:'Tr ..'-l!.~'<'·. 
Microfilm of FTD Cards. 
(1)	 Research Microfil~. 

(a)	 DISPOSE 3 years after close of processing year.
(2)	 Record Microfilm. 

(a)	 DISPOSE 3 years after close cf processing year.
(b)	 RETIRE to ~~dcral Records Ce~ter go days after creatio~ and vErlr:Cution. 

FRB	 Verification Card List and Cards Re cc ive d f ror; t.he Fill.>'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 lonser needeC 
in current operations, whichever is later. 

(2)	 Cards. 
(a)	 DISPOSE after data has been converted to n~gnetic tape


and FRB Batch Day closed.
 

FTD	 Control Registers. A number of manually prepared control 
registers used to isolate the various segrnents of the FTC sys t.em 
for	 the statement of classified collections for Revenue ReCEipts
Reporting and for balancing infonna t:ion to insure the intE<jrity 
of the system. ~ '3m~t:l)s
(1)	 DISPOSE ~yearSI\ after end cf processing year.
(2)	 RETIRE to Federal Records Center 3 years after t of '.;heant.e rna. ac:d:i F"D 



1:-e
 
325.	 Daily Wire. Transreitted daily tc '~asury ref:ecting classifle~ 

data balanced to data reported b~ ,~FRB usin0 data fro~ t~e 
Classified Reports, confirmed an~ ~ustt~nt Forms 215 and 55)4.
(1)	 DISPOSE 60 days f rorn date of ','_iJaratior, or whe n no longe.r

needed in current operations, -.ache ve r is later. 

326.	 FTD Adjustment l\ction Request (Form 5526). A request used to 
notify the FRB when an ad j u s t.n c r.t; is being made to the corrmo r ci aI 
banks original advice of credit. 
(1) Regulcir Adjustments.

(a)	 DISPOSE 6 months after date of confirmation from the FRS. 
(2)	 Other Adjustments.

(a)	 DISPOSE 3 years after date of confirmation from the FRS 
for dishonored checks, credit reversals and credit 
additions. 

327.	 Federal Tax Deposit (FTD) FQrms or equivalent doc~~ents used by
taxpayers to deposit Federal Taxe~ with a co~~ercial bank, Deposi-
tary for Federal Taxes, or · th a. Federill Reserve Bank.vz.i.
(1)	 FTD Forms or equivalent documents (hard copy). 

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

328.	 r('dNIl/ 7(/\ /!<'j)')I/l J\'~'I\I''II" u ro, (:'\,!llIC
 

Control, FI:--: Rcgl\!cl, :\,:,\)Jln, IZe':i,ILl) 1.:":li~\'
 
..If FT[) pd) rncnt-, IlLl' I\'cJ ill' ihe ';"'i v .c.: III Ill~
 
~;III(}n,d C(lIl1;)~IIc:r Center .'\il··f- J J) p.IJ,..H4~......,~
 

~~Ht:\ >'CC '1~~~r:Tj'~ ::\ --r+i\: 
0111'"" (+( lb,' ['1" hillel' ,11 111C '\; ') I'd-'r-t-ttt-"':, ,II~ 

11,ICd In	 t..r cc 'l'pd; .uc ,,"III,'llu:, :l) ;',:\1\ "k 1,-
sc at ch sources ior [I.,CII:); d,:LI Il!C:llI:) lil!;; j'1'1)
 

payments
 
(1) l"JIl1C Coutrol ,Iile! [1:\ RC~i\tc;'\. 

(.1) Cumul.u rv c I~Lgl<"J"\(Rc'C,l:" CIP\). 
1	 Dj,po\c :2 )l',li~ .iuc: L1,d ,~! pIOC-

l'~\lng y c.u
 

(b)	 \\'c'd! .. ,l\1,1~Il~,l,hl) l\l':;I\iCI\' 

1	 Di~p()\c <IP');: Il'LLlpl of :Uil\ll!,III'.:
 

qu.mut , !',·:;;,ICr.
 
(2) Amount !\C~i\lcr 

(a) Cumul.u.vc Rc:;:',:~~, ([\,'C,11 ,I C()PJ) 
1	 Dj'PO'l' :; Jld;, ,:11,: ell" ll: pr,k-

C...,'lng y c.u
 
(b)	 \\'l'C~!) ,:Ilel vl outhlv I\'L;I\iLl'\ 

1	 Dj,p(l',l' lJl)"11 IL':C:II)1 (ll cumul.u iv c
 
qu.uu u , Ic':;",,'1
 

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. 

I 

http:Cumul.u.vc
http:p.IJ,..H4


329.	 FTD N.C.C. Confirmations (Fe .. 3624). A list prepared
weekly by National Computer ~ter confirming all FTD 
tape shipments received f rorr, .ve rvi.ce Centers. 
(1) DISPOSE 6 months after end of processing year. 

(NOTE:	 Item Nos. 330 through 349 are reserved for future 
addi tions to the "FTD Records" portion of this sche du Le v ) 



~_<i~W SECTION ~ ADDED TO H~,··J~ - AI 

AUDIT INFORMATION HANAGEMENT : .';'n1S (AIMS) 
(Replaces Audit's System for ( trolling
Ret urn sin Inv en tor y and Pro,~' tion - SCRIP) 

350.	 Delivery and/or Inventory Repc~~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. 

351.	 Computer Finder Cards for Forms 709~290 and 4638. 
Cards for all cases ~~aiting classification. After 
casses are classified, cards are input to generate
labels and charge-out documents. 
(1)	 DISPOSE after 6 months. 

352.	 Selected Case Card File. Cards held for research 
purposes showing th~ district to which case was 
transferred. 
(1)	 DISPOSE after 6 months. 

353.	 Multiple Filer Card File. Multiple filer cross-
reference file on open cases in Audit. 
(1)	 DISPOSE when case is closed. 

354.	 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., 

355.	 Statute Cards. Cards showing statute period cases 
in Audit. 
(1)	 DISPOSE after 3 years. 

356.	 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. 

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

358.	 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. 

359.	 Certified Mail Listing. Listing showing all cases 
that have had certified letters sent. 
(1)	 DISPOSE after 4 years. 
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C360.	 Old Age Listing (IDRS). A lis, cases assigned to 

employees and the date assignL
(1)	 DISPOSE after 1 week. 

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

362.	 Audit Adjustment Register. A listing of Audit Adjustments.
(1)	 DISPOSE after 30 days, or when no longer needed i~ 

current operations, whichever is the longer period,
unless the Supervisor Auditor asks for them to be 
retained for a longer period. 

363.	 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,
unless the Supervisor Auditor asks for them to be 
retained for a longer period. 

364.	 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. 

365.	 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. 

366.	 AIMS Error Register. Computer listing showing the cases 
with errors. 
(1)	 DISPOSE after 60 days, or when no longer needed in 

current operations, whichever ls the longer period,
unless the Supervisor Auditor asks for them to be 
retained for a longer period. 

367.	 Request for Adjustment (Suspense Copies). Record of 
special processing cases worked. 
(1)	 DISPOSE 18 months after closing date. 

368.	 Transcript of Account. Transcripts used for assessment 
verification. 
(1)	 DISPOSE 18 months after end of processing year, 

or when no longer needed in current operations,
whichever is later. 

-tMeT~tem-NGS.-.-3.6-9 thr_Qugh-3-9-9---are-reserved-- f oz+-f ut-ur-e 
--a<:id-i-ti-<:> n e+t-o+t, he--·'-A'TMSlJC5r'tl orr+of+ th-i-s+sc h edu-l-ri 



369.	 Historic File (Service Center) AIMS. 'I',isfile contains complete records 
of closed cases since AIMS implement .:~n in that service center. 
(1) DISPOSE 6 years after end of pl ssing year. 

(NOTE:	 Item Nos. 370 through 399 are reserved for future add i.tLons to 
the "AIMS portion of this schedule.) 




