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c REQUEST FOR RECORDS IISPOSITION AUTHORITY T S "~ LEAVE BLANK
(See Instructlons on reverse) . . ~losno -
TO: GENERAL SERVICES ADMINISTRATION ’ ” R N&I 58’ % 9.
: NATIONAL ARCHIVES AND RECORDS SERVICE WASHINGTORN, DC 20408 . DATE RECEIVED -
1. FROM (AGENCY OR ESTABLISHMENT) - . . 1 . O "(’Obe/( r7 |qg/
Treasury Department* RN L “ . NOTIFICATION TO AGENCY
2. MAJOR 'SUBDIVISION: N
g N . - - , St ’ “In accordance with the provisions of 44 US C. 3303a the disposal re
Internal Revénue.Service ' qnuest mrludmg amendments, 1S approved except for items that,may
3. MINOR SUBDIVISION Offlce of A551stant Reglonal Comm1551one1 be stamped ' dtsposa' not approved” or “withdrawn” i column 10
. (Collectlon) All Regions " A ’
4. NAME OF PERSON WITH WHOM TO CONFER o, |5 TEL EXT ° .
' e i B /p=27-8/
Marcella K . Wes ton - : ’ o T 376=0593 . Date - - Archivist of the Umited States

. 6. CERTIFICATE OF AGENCY REPRESENTATIVE

| hereby certlfy that | am authorized to act for this agency in matters pertaining to the disposal of the. agency s records;
that the records: proposed for disposal in this-Request of 3. _ page(s). are not now needed for the business of
this agency or will not be needed after the retention penods specmed ' E

O A Request for immediate dlsposal

B Request for disposal after a specmed pernod of tnme or request for permanent

retention. _ .
C.DATE  -| D. SIGNATURE' OF AGENCY REPRESENTATIVE E. TITLE. _ .
gaééo 7 41?%2“4’;?( z;égﬁ~¢“9ﬂ“’ : Manager, Records Management Program
A : : 8. DESCRIPTION-OF ITEM SAMPLE OR 10.
ITEM NO. ) (Wuth tnclusnve Dates or Retention Periods) R . . ~.JOB NO. 'ACTION. TAKEN
Introduction

The records covered by thls schedule (Records
Control Schedule 211) are creatéd and accumulated in the
office of the Assistant Regional Commissioner (Collection]).
- | The ‘Assistant Regional .Commissioner (Collectlon) plans,

coordinates and evaluatés the- collection activities of
the Service under the jurisdiction of the Regional
‘Commissioner to dssure that policies. and procedures are
properly executed, the collection work is processed. in
an orderly and timely manner, and that equal emphasis is
placed and uniform effort directed toward the accomplish-
ment of the current collection program objectives;
develop§ regional programs, standards and other measures
necessary to implement the program of the Service for

. the administrative disposition of offers in compromise
by District Collection Divisions and the collection of
delinquent accounts and the securing. of delinquent )
returns; and assists-districts and service centers in
program development, implementation, evaluation and ..
problem ‘resolution, with special emphasis on assisting
District Directors in streamlined districts.
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15-107 C/ M ﬁ /0’2 g" ’ Revised April, 1975
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Request for Records Dispbsition‘rity—Continuation & NO. - : pA%E OF

7. 8. DESCRIPTION OF ITEM : 10.
ITEM NO. (With Inclusive Dates or Retention Penods) Sl.\’k(;FB’LSO(?R ACTION TAKEN
1. Administrative File. Memorandums, teletypes, letters, NC1-58-76-12
requisitions, etc. (not covered elsewhere in this (Item 1)

Schedule) pertaining to the administrative, housekeep-
ing, or facilitative operations of this office.
(1) Destroy after 2 years.

2. General Correspondence Files. Correspondence and NC1-58-7¢6-12
related documents (not covered elsewhere in this Schedule)| (Item 4)
pertaining to: program and internal management activities
of the regional office, service center and district
offices, involving allocation of resources, organization,
procedures, rulings and decisions of a general nature

and not involving the tax liability of a specific tax-
payer nor made a part of a specific tax case; returns
processing; data processing; revenue accounting
operations; and other related correspondence. (Excludes
records documenting significant procedural matters,
consolidations or reorganizations of major activities,

or other records determined to have historical or
precedence reference value, which shall be retained.)

(1) Destroy after 3 years.

3. Consolidation and Reorganization Reference Files. Record NC1—58—7P—12

copies of correspondence and related documents pertaining |(Item 6)

to: Consclidations or reorganization of Accounts, Collect

ion and Taxpayer Service major.activities; significant

procedural matters; and other records determined to have

precedence reference value.

(1) Destroy after 30 years.

(2) Retire to Federal Records Center after 5 years or
when no longer needed in current operations, which-
ever is earlier.

T

4. Taxpayer Case Files. Correspondence, forms and other NC1-58-76-12
papers involving taxpayer complaints and relating to (Item 7)
the tax liability of a specific taxpayer.
(1) Destroy 3 years after case is closed.

5. Routine Correspondence. Correspondence, with the public, | NC1-58-7p-12
Congress and Government activities pertaining to (Item 8)
inquiries, camplaints or requests for general information
on tax matters, which is not made a part of the taxpayer
case file and which is not covered elsewhere in this
Schedule.

(1) Destroy after 2 years.

6. Narrative and Statistical Reports. Reports covering NC1-58-7p-12
workload, progress, program activity operations, and (Item 9)

115-203 Four copies, inciuding original, to be submitted to the National Archives STANDARD FORM 115-A

Revised July 1974
Prescribed by General Services
Administration
x GI'O - 1055 O - 579+38% FPMR (41 CFR) 101-11.4


http:major.act.i.vi.tii.es

-,

Request for Records Dispositioﬁority—Continuation

—{lliiiw.»

PAGE OF

7

ITEM'NO,

8. DESCRIPTION OF ITEM
(With Inclusive Dates or Retention Periods)

9.
SAMPLE OR
JOB NO.

10,
ACTION TAKEN

(Con't)

6.

other data (not covered elsewhere in this Schedule)

prepared in accordance with reporting requirements.

(1) Record Copy.

(a) Destroy 2 years after close of the reporting
period. :

All Other Copies.

(a) Destroy when no longer needed in current -
operations but not later than 2 years. .

(2)

Narrative Reports Prepared For Management Use By
National Office, Regional Office, District Offices,
Service Centers, and Regional Inspector.

(1) Office Evaluation and Management Review Reports cover
ing evaluation of program activities, progress of.
operations, as well as conformance to or variations
fram existing procedures and regulations.

(a) Record Copy.

1 Destroy 3 years after completion or issuance

of report.

All Other Copies.

1 Destroy after 3 years or when no longer

needed in current operations, wihichever is

earlier. .

Reports of studies, surveys, and special projects,

(b)

(2)

including all related records for local implementatian.

(a) Record Copy.

1 Destroy 2 years after implementation or, if
not implemented, 2 years after completion of
report.

All Other Copies.

1 Destroy when no longer needed in current
operations or after 2 years, whichever is

earlier.

Internal Control Files. Card files, tickler files, and

other types of files developed to control work assign-

ments and work flow, and to record action taken.

(1) Destroy 1 year after the close of the year for which
the record applies.

Reference Files. Extra copies of internal management

documents, correspondence and reports, reference copies

of camputer-produced reports, or other materials retained

solely for convenience of reference.

(1) Destroy when obsolete or superseded, or when no
longer needed in current operations, whichever is
earlier.

(Item 10

(Item 15

~—

(Item 14

~—

NC1-58-76-12

NC1-58-76-12

NC1-58-76-12

115-203

Four copies, including original, to be submitied to the National Archives

STANDARD FORM 115-A

GPO L1875 O - 570-387%

Revised July 1974

Prescnibed by General Services
Administiration

FPMR (41 CFR) 101-114
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. RECORDS CONTROL SCHEDULE 56+ |
. ‘_/gs)_s'?.o?mL B Q ' s
liem Description of re®rds

No, and disposition authorization

l)Administrative File. Memorandums, teletypes,
letters, requisitions, etc. (not covered elsewhere in
this Schedule) pertaining to the administrative, D
housekeeping, or facilitative operations of this
office.

(1) ms#esgaﬂaz years. L — DESTROY

» WP B P daaa
s~

ent System. (The 1€ of a limited naturg
opposed to deleg ign-6f authority records on g
Pontinuing basis wh
Management Dd

4

3ions reached and action
g1) Record Copy.
(a) DISPO ! ng of the year.
@) AllOth i

(@ 2 General Correspondence Files. Correspondence and

‘related documents (not covered elsewhere in this
Schedule) pertaining to: program and internal man-!
agement activities of the regional office, service. [ba

center and district offices, involving allocation of re-'
sources, organization, procedures, rulings and deci-:
sions of a general nature and not involving the tax:
liability of a specific taxpayer nor made a part of a,
specific tax case; returns processing; data processing;
revenue accounting operations; and other related:
correspondence. (Excludes records documenting sig-
nificant procedural matters, consolidations or reor-:
ganizations of major activities, or other records
determined to have historical or precedence reference
value, which shall be retained.)
\ (1) -msnésﬁaftera years ‘—DESTROY

: !
Pfice and:
Fhese records.

tation of the many™¥a e estabhshment andi
enhancement of the IR

e ? ter: N
3. Consolzdatzon and Reorgamzatzon Reference Fllgg
@ Record copies of correspondence and related docuy- 4 q
I s
\
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Item Description of records
No. and disposition authorization

ments pertaining to: consolidations or reorganization

of Accounts, Collection and Taxpayer Service major

activities; significant procedural matters; and other

::l:ords determmed to have preeedence reference
ue —

-

|

(1) PISPOSE after 30 years.” =
: (2) ‘RETIRE to Federal Records Center after 5 years
-or when no longer needed in current Operatxons
- - ‘whichever 1s earlier. ~ -

4 Taxpayer Case Files. Correspondence, forms and

other papers involving taxpayer complaints and re-
lating to the tax liability of a specific taxpayer.

(7))

*~DESTROY

(1) PYSPOSE 3 years after case is closed.

- Routine Correspondence. Correspondence with the
public, Congress and government activities pertain-
ing to inquiries, complaints or requests for general
information on tax matters, which is not made a part
of the taxpayer case file and which is not covered
elsewhere in this Schedule.

g

i
i
L — DESTROY

i

]
i

) after 2 years.
6+ Narrative and Statistical Reports. Reports covering
workload, progress, program activity operations,
@ and other data (not covered elsewhere in this Sched-
ule) prepared in accordance with reporting require-

ments.
(1) Record Copy.

\— DESTROY

(a) DISPROSE 2 years after close of the reporting
period.

(2) All Other Copies

L DESTROY

(a) when no longer needed in current
operations but not later than 2 years.

7« Narrative Reports Prepared For Management Use By
’ O\ National Office, Regional Office, District Offices,
Service Centers, and Regional Inspector.

‘L pESTROY

(1) Office Evaluation¥Management Review ené-ir
ternal-Audit Reports covering evaluation of pro-
gram activities, progress of operations, as well as
conformance to or variations from existing pro-

cedures and regulauons._mcludmg-the-ug;ona;

(a) Record Copy.

1

pertRg-yean,
(b) All Other Copies.

L— DESTROY 3 years after completion or
{ {issuance of report.

1

(2) Reports of studies, surveys, and special projects,
including all related records for local implemen-
tation. '

(a) Record Copy.

needed in current operations, whichever
is earlier.

1
L-;u DESTROY after 3 years or when no longer
|
4
|

1 PISPOSE2 years after implementation or,

MT 1(15)59-¥88=—(+2-23-76) IR Manual

-~ DESTROY




"RECORDS CONTROL SCHEDULE 2ot 3,/
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Jiem
No.

Description of- rec
and disposition authorization

8.

@

9.

&,

if not implemented, 2 years after comple-
: tion of report.
{b) All Other Copies.
1 when no longer needed in cur-
rent operations or after 2 years, whichever
is earlier.

“Internal Control Files. Card files, tickler files, and

other types of files .developed to control ‘work
assignments and work flow,.and to record action
taken. -

L—i—DESTROY
i

1) 'Bl'S{GSE*I year after the-close of the year for L

‘which the record applies.

Reference Files. Extra copies of internal management
documents, correspondence and reports, reference
copies of computer-produced reports, or other mate-
rials retained solely for convenience of reference.

(1) BISRGSE when obsolete or superseded, or when'™— DES

no longer needed in current  operations,

whichever is earlier.
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