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REQUEST FOR RECORDS DISPOSITION, AUTHORlTY.,"L
(See Instruct:ons on reverse)

PRI

{ » 3
* . .
- L] ¢
/-

LEAVE BLANK

TO- GENERAL SERVICES ADMINISTRATION a ' :
NATIONAL ARCHIVES AND RECORDS SERVICE, WASHINGTON 1]H 20408

Lvel- %?—}f}-é "

JOB NO

1. FROM-(AGENCY -OR ESTABLISHMENT)
Treasury Department

DATE RECEIVED
| Y-/9-£>

i

2. MAJOR SUBDIV!SION
“Internal Revenue Serv1ce

3. MINOR SUBDIVISION
Facilities Management Divigion

4. NAME OF PERSON WITH WHOM TO CONFER. - T 5. TEL EXT.

Roy Shiflett . - .. |.376-0593"

. NOTIFICATION TO AGENCY

In accordance with the provisions of 44-U S C."3303a the disposal re-
quest, mcludmg amendments, is approved except for items that, may
be stamped “disposa! not approved or “withdrawn” in columr{

)73 @Mrus)//

Date Archivist of the United Sluu'\

6. CERTIFICATE OF AGENCY REPRESENTATIVE

-| hereby certify that | am authorized to act for this- agency in matters penammg to the d:sposal of the agency's records
that the records proposed for disposal in this Request of 27 _ page(s) are not now needed for the busmess of

this agency or will not be needed after the retention perlods specified. .
[ A Request for |mmed|ate d|sposal

¢ -

[x] B Request for dasposal after a specified period of time or request for permanent

retention. -

C. DATE D. SIGNATURE OF 'AGENCY REPR TATIVE E. TITLE ’
j;z//7 '~ Program Manager -
4-15-83 .. K oLAa Records Management Program

- 7. / . - 8. DESCRIPTION OF ITEM
ITEM NO . . oo (th Inclusive Dates or Retention Penods) .

: 9.
SAMPLE OR

10.
~ JOB NO. ACTION TAKEN

payer service program.

. This request covers records-of the Collection
Division in all IRS District Offices and subordinate
field offices (RCS-204) pertaining to the receipt
and transmittal of tax returns and decuments
received in the district office; the deposit of
tax remittances received; the collection of
.| delinquent accounts and securing of delinquent

.returns; and the conduct of a year-around tax-

S (7Y v

115-107 UU s
—22152Pt;§a?iiL /u“+‘“£5?

e« STANDARD FORM 115
iECﬂ Revised April, 1975
Prescribed by General Services
Administration

Wi305 o~ MME SEnd low DM 10 1-83538. e o
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Purpose o
This transmits a complete revision of Tables of Contents, text,
and Exhibits IRM 1(15)59.24, Records Control 204 for Collection,
Taxpayer Service and Problem Resolution Program - District Offices.

Nature of Changes £

Text 110 is revised to reflect new dispoéal authority granted by

the Archivist of the United Statés.

Exhibit.100-1 is revised as follows:

;Z) Ttem 2. Disposition clarified and changed. —
Item 3. Disposition clarified and changed. “~
Item 7. Dispogition clarified and‘changed. “
Item 8. Disposition changed from 1 year to 60 days after ena of -
processing year. ‘ ‘
Item 14, Narrative clarified. R
Wltem 15. Item deleteg? and reserved for future use. P E
Item 17. Narrative clarified, disposition changed from 2 years —
to dispose after 4 yearé.
" Sub-Item (2) Added for '"Statutory Notices' with a disposal .-
of 10 years after end of processing year.
Item 21. New ltem for "Walk-In Contact Card (Form 6148)'". —
Item 22. New Item for "Taxpayer Inquiry Referral and Referral 7

Control Cards". 5

tZ)éZi>>Item 30. Item deletedland reserved for future use.

¥

i]}$€>>ltem 31. Sub-Item (2) Disposition changed from 8 years to destroy

{

4 years after assessment year.
izyﬂ{ Sub-Item (3) Narrative clarifiéd and disposition changed +«—

to destroy 3 years after date of full payment. CEGLZZLQ?M¢/.A&€%%wJZ2M'

Sub-Item (4) Added for "Non-Assertion 100% Penalty Case .-

Files'".
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jz»?% Item
[3647 Item
ngﬁ;>1tem
D> Tem

I Ttem

Item

;C)¢22>Item
:Z&gzyj}ltem

32.
33.
34,
35.
36.
37.
38.
39.

: 2
Item deleted”and reserved for future use.
— , !
Item deleted and reserved For future use.
A ———————————— .
Narrative clarified and disposition changed. &
2
Item deleted and reserved for future use.
Narrative clarified and disposition changed. «~
Item deleted and reserved for future use.
Narrative clarified. —

Disposition changed to destroy 6 years after processing -

year. Provision to retire to Federal Records Center deleted.

D>

Item 41.

DAy
©7 Item 48,
W>Item 50.
% :Z%é%i> Item 51.
' Item®52.
Item 54,
Item 56.
Xy D Ttem 57.
JE%QZ:>Item 62.
g DA DTtem 66.
‘ ;Z»@%Z>Item 72.

Sub-Item (2) Narrative clarified and disposition changed. —
Sub;Item (3) Deleted.

Narrative clarified.

—
Sub-Item (1) Deleted.“:7
Sub-Item (2) Deleted. »
Sub-Item (2) Language clarified. -
Sub-Item (3) Language clarified. . E —

g
Deleted'and reserved for future use.
ety

7z

Deleted’and reserved for future use.
e ————————

Deleted and reserved for future use.
Deleted and reserved for future use.
Deleted and reserved for future use.

Deleted ‘and reserved for future use.
Deleted

Narratlve clarified> and sub-items rearranged. @2// D@ -
’
Deleted?and reservéd for future use. (66//% 66/.2)

Reinstated for "Estate Tax Returns' no longer accumulating .-

L}

in the District Offices, however they are stored in the Federal Records

Center under this item.
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;Z;gé2> Item 73. Reinstated for "Estate Tax Record Index Cards" no longer *~

accumulating in the District Offices, however, they are stored in the

Federal Records Centers under this item.

Item 75.
Item 83.
Item 84,
Item 85.
Act Files".
Item 86.
Item 87.
Item 88.
Item 89.

Item 90,

Sub-

New
New

New

New
New
New
New

New

Item
Item
Item

Item

Item
Item
Item
Item

Item

EP/EO Applications".

ITtem 91.
Item 92.
Item 93.
Item 94,
Item<¥95.
Item 96.
Trustees".

Item 97.

New
New
New
New
New

New

New

Item
Item
Item
Item
Item

Item

Item

(2)
for
for

for

for
for
for
for

for

for
for
for
for
for

for

for

deleted.

"Tax Check Files (Type "X'" and "E" Awards)". <~
”Cerﬁlficatioﬁ of Document Files'. -
"Freedom of Inforﬁation Act and Privacy -
"Reading Room Routine Correspondence Files'. v
"Testimony Files". L
"Return Information Inspection Files" —

"Safeguard Review Files". v

"Public Inspection Correspondence Files —
"Unauthorized Disclosure Files". ~
"Disclosure Accounting Files'. . —
"Disclosure Program Management Recordé”. “/
"AMFRZ Closed File". e
""Subpoenas - Closed Record of Service'". —
"Payment Transcripts from Bankruptcy “
"Bankruptcy Control Logs". -

Item 100. Deleted - transferred to Centralized Services, Records

Control Schedule 212 Resources Management.

Item 101. Deleted - transferred to Centrslized Services, Records

Control Schedule 212 Resources Management.

L4

Item 102. Deleted - transferred to Centralized Services, Records

Control Schedule 212 Resources Management.

A



IIté; 303. Deleted - transferred to
Schedule 212 Resources Management.

Item 107, Deleted - transferred to
Schedule 212 Resources Management.

Item 108. Deleted - transferred to
Schedule 212 Resources Management.

Item 109. Deleted ~ transferred to

Schedule 212 Resources Management.

. -
¢ 5

Centralized Services, Records Control

Centralized Services, Records Control

Centralized Services, Records Control

~
W

Centralized Services, Records Control

:2364%2:> Item 110. Disposition changed from "RETAIN" to destroy 75 years after —
end of processing year. R ’
2224éé;> Item 111. Sub-Item (1)(a) Disposition changed from "RETAIN" to destroy —
75 years after end of processing year.
:ZZ>4Q2ﬁ>> Sub-Ttem (2)(a) Disposition chianged from "RETAIN" to destroy —
75 years after end of processing year. ’47/

The Alphabetical Index (Exhibit 100-2) and the Forms Index (Exhibit 100-3)

~

for Records Control Schedule 204 have been updated to include new items and

changes set forth in this revision.

Effect On Other Documents

Richard E. Simko
Director,
Facilities Management Division



- '

Records Control Schedule 204 for Collection, Taxpayer Service page 1(15)59.24-9
and Problem Resolution Program—District Offices (6-11-81) -

Exhibit 100-1

RECORDS CONTROL SCHEDULE 204

item Description of records ; ‘ ’ ’
No. anddisposition authorization 2. w o
Administrative Records \
1. Administrative Files. Memorandums, tele- MQ“""@K

types and related documents (not covered - - _
elsewhere in this Schedule) penaining to l 58-77-2%¢, 0ef

housekeaeping, or facilitative functions of

the aciimm-stranon and operationofanindi- | . Sac F s, e ( (“' 2¢€ 182) (5<F, (6 9> .

vidual office. & - y

(1) Destroy 2 years after the end of the | 4% < 58-65- 7 ga) 86309 65 a% c"{ '
year. (58-7(; 723 octf)

2. General Comespondence Files. Corre-
spondence and related documents (not
covered sisewhere in this Schedule) to or
from the National Office, regional offices,
other district offices, service canters, area,
zones or local offices covering program
activities involving procedures, rulings and
docisions of a general nature and not in-

. volving the tax liability of a specific taxpay-
er, nor made a pant of a specific case; and
general commrespondence w‘ith the public

and other Federal agencies regarding . " .
Federal taxation and not made a partot a 25 ' M covaaeadliong
y specific case. . . 7
ML( (1) Pestroy-2-years-afterthe-end-o (1) Disclosure Progruum. . )g/ly/f.? ’ %/&;‘//{
/0/26/4 3

vy

year.
3. Routing Correspondence Files. Corre-
spondence (not covered elsewhere in this
Schedule and not made a partof a specific
case) with the public, Congress and Gov-
ernment activites pertaining to inquiries,
complaints, or requests for general infor-
mation on tax matters and replies thereto.

(a) Muterial of a precedent setting na ;
R wuuww%%
Wt Zél

(2) A1l others.\Qesfrey when 3 years old gr no louget vieeded.

(a) DESTRQY 2 yeurs after the end of the year.

(1) Disclosure Pr LTI

(a) DESTROY after 2 years.
(2) A11 others.

(a) DESTRQY 6 months after the end of the year.

yoar

Routine Information Request Files. Corre-

spondence {not covered aelsewhera in this

Schedule) to and from the general public

requesting information, copies of tax re-

turns, blank forms or publications; notifica-
tion of change of ad¥iress; or letter of gen-
eral inquiry from taxpayers or their repre-
sentatives which do not involve substan-
tive tax lizbility questions and which, when
answered or noted, complete the cycle of

comrespondence and have no value for a

more extended reference.

(1) Destroy after reply is made, informa-
tion is furnished, or appropriate change
is mace in the Service's records.

5. (Reserved).

6. Routine Reference Files. Documents (not

covered elsewhers in this Schedule) used

to facilitate and control work in progress,

such as job or project control records,

status cards, routing slips, work process-
shests, and other work papers.

(1 Destroy when work is completed, or
after the information is translemed to a

e ot oboratng oo 10 long: @QL_\ 2/ 37 '
j/wusz /‘M‘M 3 b\n\ ety o -{VQC,, \
%m <
S ot mot & 2vg w Foe
24 [/ }m) 53-Y9-0%%e, \gDCcM)




Item Description of records
No. and disposition authorization
7. Internal Control Files.'Card files and other

types of internal control records (not cov-
ered elsawhere in this Schedule) devel-
oped to control assignments and wark
flow; to record action taken; or to serve as
receipts for records borrowed or loaned.
This item includes Other lnvestigations
(Forms 2209 and 2990).

aiter—case—is—olosed,—whichever—is
Transmittal Control Files. Records pertain-
ing to the recsipt and shipment of retums
and documents between district offices,
service centers, regional offices, National
Office, and e Social Security

—Bestroy-1~year-after-end-ot-year—or—

(1) Disclosure Progrum.

(a)

DESTROY after 5 years.

(2) A1l others.
(a) DESTROY | yeur after end of year, or after

Administration.
(1) Destroy &yees after end of processing

year.
Assault or Threat of Assault Reports. Con-

. sistsof Form 4652 and related documents.

10.

11.

(1) Destroy after S years.
Minutes or Summarnes of'Conferences
and Mestings. Documentation of minutes
or summaries oi conferences and meet-
ings, including information on decisions
reached and action taken or to be taken.
(1) Record copy.

(a) Destroy 3 years after the end of the

year.
(2) All other copies. N

(a) Destroy 1 year after the end of the

year, or when no longer needed in cur-

rent operations, whicheveér is earlier.
Evaluation, Assistance and Internal Audit
Reports. Narrative reports (excluding In-
ternal Secunty reports) prepared by re-
gional offices, district offices, subordinate
offices and Offices of the Regional Inspec-
tor, together with related corespondencae.
Such reports contain an evaluation of pro-
gram activities, progress of field opera-
tions, as well as conformance or vanations
to existing procedures, and regulations for
management purposas, «
(1) Record copy.

(a) Destroy 2 years after close of fila.
(2) All other copies.

(a) Destroy when no longer needed in

curtent operations, but no later than 2

years after close of file, whichever is

earlief.
Work Planning and Control Records and
Reports. Records, reports, registers,
schedules and work papers, otc., used tu
plan, document, control and report on
work production and control activities.

T 1(15)59.24-2 IR Manual

¢ woman domrs

60 days

case 1s closed, whichever is applicable.
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Records Control Schedule 204 for Collection, Taxpayer Service
and Problem Resolution Program—District Offices

Exhibit 100-1 Cont. (1)

T e SR et b i} 0 e Ll A

page 1(15)59.24-10 i
(6-11-81) |
|

RECORDS CONTROL SCHEDULE 204

item
No.

Description ofrecords
and disposition authorization

13,

14,

er/{

16.

(1) Destroy 2 years after the end of the
reporting year.
Recurring Reports. Progress and produc-
tion reports and related work papers, the
originals of which are retained in the dis- -
trict otfices or Area, zone and focal offices
(not covered elsewhere in this Schedule).
(1) Record copy.
{2) Destroy 2 years after the end of
year in which submitted.
(2) Al other copies.
(a) Destroy when no |onger needed in
current operations, but no later than 2
years after submission. .
Inventory, Production and Time Reports.
Recurring progress, argd production &1
ports and related work papers (not cov-
ered elsewhere in this Schedule) that re-
flectinventories of assigned work, produc- |
tion records and time reports, the onginal
of which are submitted to the district office,
regional office or National Office.
(1) Record copy. -
(a) Destroy 2 years aﬂer end of year.
(2) Al othercopnes
(a) Deslroy when no !cnger needed in
current operations but no later than 1
%ear after end of year, whnchever occurs .
rst
e-"X"-and “E Award Report Files. _..
Copies of teletypes, correspondence nd
reports concerming inquiries and fequests
from the National Ofﬁce for check in-
. vestigatons and repons op prospective
Presidential appbintees nominees for
Presidential *“'E” Awgldgoestablished by
andon certain oth-
~. .

er persons.

to the Federal Records Center |
Sge rs after year in which report or in- |
stigation was requested.
Delegation of Authority Files (except
DAR). Record copies documenting the
delegations of authority to an individual or
office in accordance with prescribed regu-
lations and not included in the internal
management document system. (These
records are of a limited nature as opposed .
to delegation of authority recordsonacon- °
tinuing basis which are part of the Internal
Management Document System.) .
(1) Destroy 1 year after close of calendar
yearinwhich deleganon of authority was
termmated

IR Marual

MT 1(15)59.24-2

o

|

. worklead and program activity

C v couversd\roiu beleeu S fle N »

C,\_«chf pc\a N betiten R FifleH + T Harweed

BN M A0l cs® (o GOLLD el
pocoedia fasi Beew el are.

UM-&«&Q«}&« TVC o, @Z_j,‘)%_&?
RCS 204/15 | Afleuts | %‘%,w costd Aok

6017«4/ ﬁ

-§0- 15y (86 Wd.) onedbopt
?;_ 2- 14 ), \§8Ady . Foe éw?m«a,
| Boaln e
_‘.)_8“ El- &4 , L85
(&gouf. « . “ T
15, | Y- X el B @""”"*’SZ w T,
5’6’-91-'115 58~-32 -3 ) % of,
A onts
5 SE- P~ 157 5. g2-\4l; 4 of
56-8-45; it J@wNRC g
NMaaas C, 0
58-35-63 t et
,—\.AI b
5&8-26A 20\ )Oef. -
NY.
T E&-Fr~10 R ,

}
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Item Description ofrecords , . Wﬂ% ﬂw%
No. and disposition authorization \ TAM M
17. Cerufied and Registered Mail Records. l

-

(1) Registers and regeipts of incoming and outgoing
certified and registered mail except Stututory

Mgomg‘eeniﬁed—an%-fegismed-meil. !
tt-Destroyfyearseiterendotprocess- t
!
i
|

HRG-yoae A a Notices.
18. Cerufication of Document Files. Records ; . nOT G ey ) e
supporting request and use of the seal. (a) DES ‘L{ Ler b years.
(1) Destroy 2 years after end of process- | (2) Statutory Notices.
ing year. («1) DESTROY 10 yenrs after end of processing year.,

19. Relerence Files. Internal management ,
documents, copies of corrspondence, re- '
ports and related documents retained
solely for convenience of reference.

(1) Destroy when obsolete, superseded,
or no longer needed for reference.

20. General Assistance Program Determina-

tion. F fth ted j 3N
c?endn ?ég;nmgf;%? the targeted jobs tax 21. Walk-In Contuct Card {(Form 6148).

(1) Destroy on January 2, 1984. (1) Cards processed during the filing period January
. ) - : through April.
23. Litigation F/Lljes irzj gonngction with suits (2) DESTROY 2 monlhs alter the filing period
against the United States. . . . ; L .
(19) Destiroy 2 years afier the proceedings (2) Cards processed during the non-filing period.
are terminated. (a) DLSTROY, 1 month after the processing month.

24. Special Procedures Stéh‘ Index Cards.
(1) Destroy 4 years after the end of the . .
processing year, of after cases are |c’. Taxpayer Inquiry Referral and Referral Control Cards.

closed, whichever occurs first Documents uscd to record and control taxpayer inquires.
Note: ltem Nos. 25 through 28 are reserved for 1 RSTROY 6 avs aftor i c o a X
future additions to the “Administrative Rec- ) (1) m 0 d L“y' after u.lquu‘c ks resolved or
ords” portion of this Schedule. Lransterred tfor resolution.

Delinquent Accounts and Retums Records _ I - |
29. Administrative Summons Reporting Sys- ’ ? i y ~
tem. Forms 5534, Administrative Sum- % ¢ O W \bQ/QM t‘j l
mons District Summary, and 5535, Admin- R W&Nﬂ ,
istrative Summons Usae. CTD\ —a) ¥

(1) Form 5535 (Part 2) . W\Q 02 7)4"’3*""“ CRCP) Lead,,

(1) Destroy after 1 month after Final

Action copy transmitted. )
(2) Form 5535 (Parts 1 and 3) and 5534 San T A -
((jPart é)tazwamtamed by Special Proce- 5 8- G63A QJ—«QG ao) 2 c‘f (0‘81 AA )
ures . - o
(a) Destroy after2years. - - _— - —- /2
30. cords of Taxpayer Delinquency inveps. (Reserved). /0 2«‘//

(1) ACP Leads (Maichod) {30, D aQeing aﬁ“fiu,‘ T el carcona

(a) Destroy immediately afier matchis: Py M&M b\g\\ WQ/Q, &9442 ? \
|

completed.
(2) Closed TDI's P leads with cop-
** reports and TD! 2’!;

ies of history, “b
Supplement s . ies of transfer
d i igations, cor- %Aﬁ-’
responderCe and related da ocumw.{ : v

1

lead.
Destroy 1 year after case is close

| RS
31. 1(?.0% Pena!ry Case Files. : . f \é’
Crneely Dbl o )
ﬁﬁ Z;EE- éwf% W@'&-’

A
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11w ords Control Schedule 204 for Collection, Taxpayer Service

and Problem Resolution Program—District Otfices

Exhibit 100-1 Cont. (2)

page 1(15)59.24-11
(3-10-81)

RECORDS CONTROL SCHEDULE 204

Description of records
and disposition authorization

Item
No.

(Biend)

DAY

(1) Closed 100% Penalty Taxpayer Deln-

aquent Accounts (TDA's), with copies of
data accumulated in the collection
process. .
(a) Destroy 3 years after the liability is
satisfied or the statutory period, as ex-
tencded, for collection has’ expired,
whichever occurs first.

(2) 100% Penalty Case Files, with copies
of all forms and/or documents required
by Form 5013, 100% Penalty File

Transmintal, ~ 3 4

(a) Destroy‘ﬁ years after assessment \/’ZA
year. 3

{'E% RetietoheFegera-Recowms 20 /

(3)FOGR-Penatty-Ceso-FHeaineiuding-any
claim forrefund-ard/or- abatment-and/for.

adpudication-by—a—court—ot -competent-
jurisdietion. .
(a})-Destroy--2-yoars-after-year-100%
g —<&Penalty-Case File is closed, __ . _ .
. 3 7 3& —Recordsof Taxpayer Delinquent Accounis.
; (TDA's). Closed TDA's (excluding current-
} ly nof~collectible accounts reported on
. Form 53) with copies of Revenue Officer's
. “back-up’' feports; copies of transfer doc-
uments, wherg,_ applicable; correspon-
. dence, ﬁnancial\s@teménts and related
data accumulated ¢uning the processing
and collection of a TDA; or equivalent rec-
ords used to document the.history of pay-
ments made’in satistying TDA's; request
for deferment of income taxes because of
\ military service, with related cerrespon-
dence.
(1) Destroy 1 year after the end of the
« year in which the case was closed.
33 a3 —Records-of -Currently-Not-Collectible-Tax . 33
*  payer Accounts. Case files on accoufits
that have been reported as currentfy not
’( collectibles_ ’

(1) Forms 53-other than those 'déuﬁed for
mandatory follow-up.
(a) Destroy 3';.yeass after
Form 53 was initiated.
(b} Retireto thglFegeH ! Records Cen-
ter 1 year after'th ~
| initiated. -
' (2) Form 53“-Manda
(a) Dgs/tory 3V, ye
n latest date for mar;

pdssed.

the year -

1.0
23/1 52l et

33/2A ) 20 f
;j; 2‘ o ,
B3/, 38) y
Ft worti,
33”/',\) 452 cf
33/24; 96 £,
- - laiano

oy
[ T I - ~
1

i VAR

2 3/'f")‘ oa b RS A , (sl

Fully Paid 1007% Penalty Case Files.
(a) DESTROY 3 years after date of full

Qtewsl) PAYRENE: (Shacpesns oy | qeat)

= '-(iiééE?‘vb?iT.(é) Non-Assertion 100% Penalty Case Files.

(a) DESTRQY 3 years from date statute
for assessment has expired.

Q&aﬂuacmﬁaﬁadu@fﬂ@am?
H— -

o
-

(Reserved).

Sl W 00080 it e LeQel T2
'm___cwwﬁ@,&_g.\_‘:\:_ﬁg:a
23, \00% FPawellf Caca

‘ #
N O, e

RCS 212/~
ey,

P3/\A zesef ; 33/2 30 cf

23/2 | 39

b NCI- 55535
33/\A, 46 £

+

'33/'\/4)7,24 e f. ; 33/ , 31t

)

. g4 e € (cver)



Iltem
No.

Description of records
and disposition authonzation

«f
34.

DAY

35

DAU

DAY

37.

Repof of Claim In
by “Gpecial Procedures Stafl. Case fifes
deve? ed as the result of investigdtions
madeoi&\Slances of insolvenciesor dece-
dentestatécases, regardless ef whether a

or ifvestigations
;é?DAmmm@w
ult of the Govern-

ment establishing im as a creditor
against a bank , oth&x insolvent or de-
cedent for thepurpose o gssessing and
collecting t/ax’es due. The file'uay contain

vestigations. Maintaingd’

copies ojtegal documents, accbuhnt read-
ings, evidence of proofs of debt and relat-
ed pdrrespondence. )

i vCe el

() Desiroy € years alier couti pr
ings have been closed.

(1) Destr
after issuance of la
ook, whichever is applicable.
Lien and Discharge Records {maintained
by Special Procedures Staff). Copies- oé

recording official; centificates of discharge
and reports thereon, certificates ofrelease
fromtax liens and related data; certificates
ofnen-attachment; Notices of Non-judicial
saie-Release of Right of Redemption and:
Revolving -Fund -redemptions and sales.
{1)- Destroy 2 years after the account o
-which the lien arose has been satsfied
or after the statutory period for collectiorr
has expired, whichever occurs first:
+Lien,-Discharge and Revolving Fund Re-

[ demptions Work Papers Pertaining to Dis~

harge of Lien or redemption under-the
dien.. T T C -
¢1) -Destroy. -2 years after granting:

38.

39.

DA

discharge. .
Suits to Foreclose¥ederal Tax Liens. Bills
of interpleaderabills in equity, or--Civik
actions n
(1) Destroy 2 years after the proceedings
are terminated.

Records of Seizure and Sale of Property |-

(maintained by Special Procedures Staff).
Reports, documents and related data per-
taining to the sale of seized property.

(1) Record copy of Record 21, “Record of

Seizure and Sale of Real Estate,” ot/

equivalent
Fmy—Retain——— -

MT 1(15)59.24-1
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Bankruptcy Case Files. Maintained by Speci

- . . y Special Procedures
Staff. Case Files developed as a result of receipt of

. receipt of Bapkruptcy Petitions/Notices. File may include
>pet1tlon, notice of meeting of creditors, microfilm

research [ locumentation, data required for proof of claim
case, ;Djs'sunnarigs, litigation transcripts, miscellaneous
investigdtion req sts, manual refund requests, proof of
claim and discharge notices.

(a) DESTROY 2 years after court proceedings have been

Y 2l < yedis atie
closed. 51 KaL - o Q;WD oQT\ >
‘ S¥- GIE 13), v £ AAO?D
o G yag/g3retd 20817
g Reserved) . Sy i ARl rudf o LelTed

control :Q:.p ey IQ_ 2 Q

- ey
o FRCraw Goppee Ty, Lot Vo odoatd b 4 EREA.

aipticesoHaxdien liled-withthe approprate —--

clic b a5e

rsselly

(1) Notice of Federal Tax Lien and Certificate of
Release of Federal Tax Lien filed with
?pgropriate recording official.

a) DESTROY 1 year after, count is satisfied
or statut@ avswde)fﬁic{*“eegsm

(2) Certificates oI Discharge, Non-Attachment
and Subordination; Notices of Non-Judicial ¢
) Sale and Redemption Cases. . o
(a) DESTROY 1 year after case is closed.
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: Records Control Schedule 204 for Collection, Taxpayer Service page 1(15)59.24-12
and Problem Resolution Program—District Offices (3-10-81) °

Exhibit 100-1 Cont. (3)

-

RLCORDS CONTROL SCHEDULE 204

ltem Description ofrecords
No. and disposition authorization

~
b

Seized Property’, and- “Cenrtificate of
Sale)’ «@ner -than -those stated in (13—

’ ‘ ) d 6( ebove
(a) Destroy 2 years atter i :
penod expwed. (Incase the Government el d £
acquired the property, destroy 2 years *losed or alter rede 1 1 i
after the final disposition.) if applicabl mption period expires,
{3) -All other. copies! pplicable.
{e)'Destroy when no longer needed in
<urfent operationss
40. Tax Collection Waivers. Agreements and
related correspondence pertaining to the
extension of the statute of limitations for
the collection of taxes.
(1) Destroy 4 years after the account on
which the statutory period for coliection
has been extended is satisfied, or 3
years after statutory period, as extend-
ed, has expired, whichever s applicable.
41, Bffers in Compromise. Case files, inclg?
ing copies of offers in compromise, trgns- .
mittals and acceptances of oﬂegwk?re-
lated correspondence. (Note; if a compro-
‘ mise case file involves aninstallment offer

and all other closed seizures, other than

(2) Record copy of “Record of Sale of 4__
those stated in (1) above.

or a collateral. agreement, the closing dae
shall be the date the offer is rejected, de-
clared terminated by default or withdrawn;
; or the date on which full compliance with

i the terms of the installment offer or collat- - 7 é g0
i eral agreement has been made, whichey W > i
| #f71s the later dale. T /66 4/’&% W‘) tw&"‘-*zz“‘"[‘“'o’f I

t+y SPS Control Copy of Form 2515, “Rec- [(/
‘D ord of Offer in Compromise", / df :
M{ (a) Destroy 2 years after the statutory - A ‘/Z -]
period for collegtion has expired. 2 ' 053 -
{@)-Compromise -case file other than those % Lo A Q. c,,._Q(Q ,u,,:e‘ e 0o Qoo (0 TP i
Bt

(Maintained by the Office Branch). Copies
of forms ot memorandums used in trans-
mitting assignments, documents or similar
data between offices. e .
(1) Destroy 1year after preparation date. B

43. (Reserved). l . .
44, Taxpayer Compliance Measurement Pro- : 2 @ggw ( f@ At R
gram Files. A
(1) Destroy 3 years after end of process- .
ing year. . ' ) ) &m# 2

45. (Reserved). . EMW el Aecordls osa WO{]
‘ Betim (A%/24)

slated in (1) avove, <‘— N £
‘D {a) Destroy--6-years after -case ~is - dlo eve Qe &M il h age QM—MA:Q% 2
<closed. « —_— p o S
{b} Retire to the Federal Records Cen- R Cla, @Jb’ku f %’
ter-3 years after the case is closed
42. Transmittal Memorandums or Registers ko
"‘f}‘ -

e AT T

L1
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Ve, S
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ltem Description of records
No. and disposition authorization
46. Daily Transaction Registers (DTR's).

Cormrouter printed listings used to post ac-
count transactions to: Taxpayer Delin-
quency Accounts and investigations as-
signed to the Office Branch and Revenue
Officers.
(1) Destroy 60 days from the date on
DTR's.
Inactive Judgement Files, Part 6 of Form
4477, Civil Suit Recommendation.
(1) Active Judgement Files.
(a) Retain until inactive.
(2) Inactive Judgement Files.
(a) Destroy 6 years after being placed
in inactive files. |
(b) Retire to Federal Records Center 3 |
ears after being placed in inactive f
1

47.

judgement files.

(3) Satisfied Judgement Files.

(a) Destroy 2 years after saticfied. \
Special Procedures Statf Case Files. !
(1) Case files developed for recommending '

suits against taxpayers, not specifically
mentioned, or in defense of suits brought
against the Service. The file may contain
copies of legal documents, account read-
ings, evidence of proofs of debt and relat-
ed correspondence,

(a) Destroy 2 years after litigation case

is closed.

(2) Case files developed-by-the Collection
Division Confereel{s)-in-handling appeals
conferences for IRC 6020(b) assessment
disagreements, 400% Penalty Assasse
Lment, Estate Tax Extensions, offers in
compromise under Collection Activity ju-
risdiction, and claims for abatement of |
certain penalties previously rejected. :
(a) Destroy 2 years after statutory peri- |
od for collection has expired. :

(3) Case files developed in Probation cas-
es, Governmerft Contract offset cases,;
-and certain Ant-Poverty Organization

48.

A 7

pertaining to

cases g~
(a) Destroy 2 years after case is
closed.

instaliment Agreement Accounts List.

(1) Destroy 1 year after the end of the
processing year.

Taxpayer and Otfice Services Records
50. ®ocument -Remittance and Assess g

Registers. Copies of regisiers;~Telated

49.

documents and journals-prépared for the
control, classificet’n and application of
paym Ceived-{qr deposit by the Re- |
eeipls and Deposit ac‘tr'vixy\. |

|

!

50

{Reserved) .

D 2eXnn a"’%..;‘JZZM A lii00 carnr

o preble .

land other miscellaneous case files.

@ba¢¢¢44»¢u2? K&?;dzia by

Saw At
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_Records Control Schedule 204 for Collection, Taxpayer Service *  page 1(15)59.24-13
and Problem Resolution Program—District Offices (3-10-81)
Exhibit 100-1 Cont. (4)
RECORDS CONTROL SCHEDULE 204 —
£

Description of records
anddisposition authonzation

( 50 wu? Ji4)-Destroy-tyear atier ond ot processing:

DAY

DAY

53.

54

55.

yoar,
WGCOW of Teller Remittances. Daily

ingand recapitutation of individual
$,including cash, checks, and
money order$wi
adding machine t
with the teller's daily’
(1) Original with tapes atta .
(a) Destroy 2 years after e
essing'y
2r ’Teller’s copy (duplicate).
ta)-Destroyafierdimonth.

WMessenger Receipts, -
ceipts fro marsicgm/ciasna cthecks

received for deposit
(1) Dest y&ar aﬂer end om'ss

Receipts for Payment of Taxes. Duplicate

of receipt issued to taxpayers for pay-

ments received.

(1) Destroy 5 years after end of process-
ing year.

51

ered - Remittance - Lists. _Retord———

used to control cash recet rough the
mail and discovered-atthe point of mail

extraction.
(1) Destroy 2 years after emess-.

-af year.

Distnbuton Ledger. Record maintained

showing the distnbution of change-making

funds to all sub-agents by tho Agenl

Cashier. .

(1) Destroy 2 years after end of process-
ing year.

56.<@tatement of Advance of Change-Maki

Funds:-Annual accounting by sub-agents

(Tellers) and the Agentg.shxer (Director)

of all advances o/chanqe funds to the

Regional Disbursing Office.™

(1) Destroy 2 years after end of process-
dngyear.

57.<®ertificat of Deposits and related”
dowmenM -
(1) Destroy 3 years-after end ol process—

58.

<ing year.

Records of Stamp Transactions pertaining

to the requisitioning, sale, inventory and

accountability of stamps covering distilled

spirits, narcotics, strip and documentary

stamps.

(1) Destroy 3 years after the close of the
ear in which the stamps were sold or

Ky
Nt
~{Reserved) . b\\ /s .

S

“{ Reser ved )

TI>JJLLI:5V\ b% s oo 4 LnlL corcan
Ao pobleret fr~ TR, @.»04@?

{Reserved).

(Reserved) .

{Reserved) . i o AP P /21 79N MQAMX\«U{

0080 el rrels_lrsas et dinlionel coludty
MZ"%; %/0/&/;3

issued.
l

g‘

&%u@g 420%@«1 |
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item Descriptionof records
No. anddisposition authorization

59. Liquor Dealer's Special Tax Stamp Lists.
Copies of lists forwarded to State Liquor
Control agencies of names of wholesale
and retail dealers in fiquor, fermented malt
liguor, wines and medicinal spirits who
have purchased special tax stamps.

(1) Destroy 5 years after end of year in
which prepared.

60. CoverCertificateinlieuoflostordestroyed
special tax stamps.

(1) Destroy 1 year after last certificate in
book has been issued.

61. Liquor Tax Assessment Work Sheet En-
forcement Used to determine rate of tax
and amount of tax and penaities in en-

forcement cases, -

L P s o e ———————
@y

(1) Destroy 7 years after end of process-
ing year.

62. Vouchers and Schedules Of Payments. . . N
873 hs-afterthe- YY) . i
DA’Q / ?)faempgcggégt_:m safterthe el MO'G‘Q@'—M 6""'9\ +2(Cla. @43}“ f
/ «(b}~Ratira.to th ds-Cer
( ter—eﬁef—auéi&otsa&el-g‘ne.tuﬁ.?ioagaiyeat \/M& / 9 75 T~ ,0 = \qgf ”“‘3
e : ror- )

Haid= on-or-after—July-

\_ﬂe.—wzs.«
(§) Destroy 6 years, 3 months after the
period of account
# (o) Retire to the Federal Records Cen-
ter after'audit or after one full fiscal year,
y whichever is earler.
} Suspense copies.
(a) Destroy when no longer needed in M
current operauons except when used in
iieu of “paid” copy.

63. (Reserved).

64. Revenue Reports and Accounting Control .
Records relating to the collection and
processing of remittances.

(1) Official file copy (record copy).
(a) Destroy after audit by General Ac-
counting Office or when 3 years old,
whichever is earlier.

(2) Accounting work copies.
(a) Destroy 2 years after end of report-
ing year.

65. Tax Transfer Vouchers. Vouchers pre-
paredtoeffectthetransfer of anassess-
ment. This item also relates to credit
transfer vouchers used to transfer credit
entries on tax accounts between District
Directors.

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

(2) Retire to the Federal Records Center
1 year after internal audit of accounts.

MT 1(15)58.24-1 IR Manual
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RECORDS CONTROL SCHEDULE 204 San e,
tem Description of records 58"" >2~ 569 0 C—'P g dl
No. and disposition authorization

©6. ports of Deposit. Deposit fund recorgs 66. ( Reoel'ved)
erin compromise, property sales and

j) 7 K{ E%cpos«\mnscellaneous depoig/ﬂmds GG . q.(w 0, (Z;‘ MM‘%(H m

((a :ﬂ- VAP i:. . by ...- m&kw«ag MMWW’&*J
5".' :’-;'- t '/ ‘

(B RetiretotErgefat- Resords.Con: Y T C la. @4(#-24
T et fihe s Somonn 49

1975,

. (§) Destroy 6 years, 3 monthsafier the

period ot account.

@) Rétire to the Federal Records .
ter after audit or after one full fiscal ye (t

whichever is earlier. e

€7 Certificates of Settlement of Accounts of ! ] lf
accountable officers, statements of differ- ’—_ .
ences, and related papers. N\ ¢ '
(1) Cenrificates covering closed account l’ '

o

settiements, supplemental settiements,

e e

ing year. 70/2&/;3
75. Gasolne and Lubricating Oil Bonds.

Bonds executed by manufacturers or pro-

and final balance settlements ) . X
(a) Destroy 2 years after date of settle- /; 72, Estate Tax R/e)turns (Originals). Includes related |
ment, providing certificata is cleared. 4 schedules, c6rrespondence and documents such as s
(2)56%?2%‘52{55 covering periodic wills, affidavits of appraisals, trust agree- o
(a) Destroy when. subse‘quent certifi- ! ments , power of attorney, briefs , etc. 3 and ‘

68 (Rgzsléiv%fdiememem is received. any related gift tax return filed by decedent. M.

69. (Reserved). (1) Destroy 75 years after end of processing

70. Taxpayer Service Program Reports (not year.
covered elsewhere in this Schedule}. . Ly -

(1) Destroy 2 years afer end of the re- Note: records,no longer accumula ting in the /h
porting year. o district office.

71. Notice of Transfeg of Out-of-District Re- \ /0/.2 6/‘8 oy
turns prepared in connection with returns } ) f°
received with remittances. WI P
“LESifg“;eYa;"yea' after end of the proc- Y 73. Estate Tax Record Cards used as a control and 1

72. cRoocmvod) ' index of estate tax returns filed. IRS forms ,

73. <Resesod). 42 a . . . t

74. Public Inspection Files of Returns of Orga- J . 8 nd B42A may be used in this series. i
nizations or Fiduciaries Exempt from In- & |} (1) Destroy 75 years after end of processing - !
come Tax. Forms 990-A, Return of Orga- ~ year, oa
nization Exempt from Income Tax, and | A ol ] v =
1041-A, U.S. Information Return on Trust | Note! recordsync longer accumulating in the 7’;‘/
Accumulation of Charitable, etc., amounts, distri ; /2,
which constitute a public inspection record trict office. . @3
and maintained apart from the “return” l
portion of these forms. !

(1) Destroy 4 years after end of process- | .
i
1

7':’—r:—r - g - - N - R \ |
1
|
|

1P, Manual MT 1(15)59.24-1
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tem
No.

Description of records
anddisposition authorization

76.
77.

78.
79.
80.

81.

ducers of lubricating oil and by producers
or importers of gasoline as required by
IRC 4101, .

(1) Bonds which have been terminated as
in the case of discontinved businesses or
businesses no longer requiring 2 bond.
Bonds may also have been cancelled by
the surety.

(a) Destroy 6 years after termination or

cancellation of the bonds.

(p) Retire to the Federal Records Cen-
.ter 2 years after termination or cancella-

tion of the bonds.

{2)-Bonds not covered by (1) above relating
to p“ehod‘qior to July 1, 1965, Bonds may

refate  to™old_ years held” open on
consents. . ‘d\\/ch

(a) Destroy these bon on July 1,
1975 7

(b) Retire to Federal Records\Cenie(\

immediately.
(Reserved). .
Personal Records Obtained from Taxpay-
er, Address Unknown, Taxpayer's person-
al records obtained for review or possible
audit case which does not materialize, and
efforts to return the records fail to locate
the taxpayer.
(1) Destroy afterone year.
(Reserved).
(Reserved).
Applications {or Exemption and Registry.
Applications for exemptions from tax re-
sponsibilities and regulations applying to

restricted  or specially  controlied

businesses.

(1) Destroy 5 years atter end of process-
ing year.

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

income Tax Index Cards (official reco
ies). Index cards used as a cross-{

edger Cards (ULC's)

“for indivige8l: partnership
returns, and oth-

er miscellaneous
(a) Destroy 3

essing year,
(b) Retir Records
Center,

(2) In Cards for Corporati Income
Tak Returns (1917-1948).

-,

3

%

<

—_— Apﬂ’t/
[t /53

Income Tax Index Cards (official record copies),

Index cards used as a cross-reference to

income tax returns, assessment lists, Unit

Ledger Cards (ULC's), and other documents.

Includes Unit Ledger Cards used as index

cards or locator cards.,

(1) Index cards for individual, partnership

and fiduciary income tax returns, and other

miecellaneovs returns,

(a) Destroy 30 years after end of processing
year., :

——y — - -

|
i81.
A

Returns (1917-48),

(a) Index Cards for 1917.
P 1. Destroy 75 years after end of processing
. year.
Note: records:gb longer accumulating in the
district office.
(b) Index Cards for 1918-48.

1. Destroy as they are no longer needed
by Federal Records Centers for
cross-reference,

| .

Flsat,

(2) Index Cards for Corporation Income Tax

FAp U




Records Control Schedule 204 for Collection, Taxpayer Service page 1(15)59.24-15
and Problem Resolution Program—District Offices (3-10-81)

Exhibit 100-1 Cont. (6)

RECORDS 'CONTROL SCHEDULE 204

item Description of records
No. and disposition authorization

no longer
Cen-

teded by Federal Rec
ters for cross-reference.
82. Problem Resolution Records. Correspon-
dence and Statistical Records createdand -
maintained primarily from contacts with
taxpayers who have problems to be
resolved. .
(1) Problem Rasolution Correspondence
(Form 5543). R
(a) Destroy 1 year after the end of the
. year case is closed.
(2) Problem Resolution Statistical Records

. (Form 60186).
(a) Destroy 2 years after the end of the
year repoft is prepared. New Items 83 through 97 added per attached
Note: item Nos. B8through 99 are reservedfor Insert

future additions to the “Taxpayer and Office
Services Records” portion of this Schedule.

achine (Paper)Printouts and Microfil
egisters, Indexes and Directories

ord (official) copies of machine (papé€r) printouts
of registers, indexes, and director
specifically noted in this Schedul

the conversion to ‘®microfilm and franster of these
functions to service\centers, sgrvice centers are
org,Mhdexes, and directo-

ords Control Sched-
ould have transferred

‘official) copies of regi
1@s in accordance with
Jle 206.) District Offices
1ll record copies to
iers, in accordance wijh this xchedule, that were

100.¥&dividual Master File (IMF)Xccounts Reg- --(Reserved).

ing the Index Registers, Settleent Regis-
ters, and Qutstanding Balance\(ist as of

appear on the weekly accounts regi
ch accounts register record is, in eff
specific transcript of the module. Th

~

]
B
b 10

-1

BRI
LR

"““ . :9
T

wE

e
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 Tax Check Files (Type "X" and "E" Awards). Files containing requests for,
workpapers of, and repeorts furnished concerning tax eeck investigations on
orospective Presidential end certain other government erployees, OT nominees for
Presidentizl "E" Awards establighed by mxecutive Oréer 10978 P
(1) Material Cases Dlﬁrof:illo'n
(erb-pomseana. the wotapprae]
(b) RETIRE to the Federal Records Center 5 years after/processing year.
{c) QFFER_to National Archives and Records Service when 30 years old.

(2) houtine Cases. 3 .
(e PRSPRO¥—S—yeerb—at SR —PraCeSSIng _YRAY . Dlﬁp.‘si {cd

{(b) RETIRE to the Federal Records Center 1 year efter *the procesSing year.mnfaﬁww

o .
L)

EL. Certification of Document Files. Records requebting certification of documents
' Gnder the Seal of the Department of the Treasury. .
(1) DESTROY 2 years after the processing year.

§5. Freedom of Information Act and Privacy Act Files. This correspondence contains
requests made under the Freedom of Information LAct and Privecy Act for Internal
Revenue Service documents and related records.

(1) Material Cases :
(re—PERMAERT. i sfPes'\'\«‘o' n M"ap?voced
(b) RETIRE to the Federal Records Center 5 yeers afier the processing yeer.
(c) OFFER to National Archives and Records Service when 30 years old.
(2) Routine Cases. Dis o [Fan ne hweJ
S

bea) : . N —
e —BESPROY—Sr—recondente—with = pge—Corrtror—STTEeTIIC - enera €C0o

Schedule 14,
(v) BETIRE to the Federal Records Center 2 years after the processing year.
ROTE: If files cznnot easily be segregated in the menner described in
General Records Schedule 14, keep fcr the longest number of years
applicable to any part relating to this subject.

86. Eezding Room Routine Correspondence Files. Correspondence and related records
(not covered elsewhere in this schedule) pertaining to specific requests for
private letter rulings, IRM material, IRM mazterial, znd otvher documents available
in the Reading Room.

3 T, ‘]>V;PQQ;“;;1 ufk&}rvoueJ

£7. Testimonw Files. Files containing telegrams or memorandwuss auvthorizing or
denying testimony of Internal Revenue Service personnel, or the production of
Service personnel, or the production of service records in nontax cases and
related records.
(1) Material Cases < T N
{rer —PERMANENT | _D'\sfnedio'u \u\‘aﬂgmee‘(,
(b) BETIRE to the Federal Records Center 5 years after the processing year.
(c) QFFER to National Archives and Records Service when 30 years old.
(

TZ) Routine Cases. -
. \\_D \SPom;‘; (To’U\ '\u't‘cl"rocea(.

(G §3/1 4 85/1; ol g7/ el Donesq 0
el occimnlileen o—% aack Ass<es . -

oo sz cealloresl conta Lufimud ol g5/ 7 Crilovese 7
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B8, Return Information l..spection Files. These files cc..cain records relating to

requests- from Congressionel committees or their agents, Federal, State or locel
agencies or others for copies or inspection of confidential tex returns or return
information, either hzrd copy or tape extracts.

(1) Congressional Coz-ittee.

(a) Rou%:rneNrecuesd related records. ‘D\‘:?esi\ww v‘pf‘e..ﬁwou&(
T—PREPRE o ‘w‘,. . 2 g—yeccy,

2 ERTIRE to the Federal Records Center 2 years after the end of the g
processing yeer. 4946;_

(b) Reference/Menegement Records.
1 DESTROY after 2 years or when no longer useful, whlchever occurs first.
Federezl Agency Files. .
(a) Correspondence involving procedures and decisions not relating to specific
texpayers. -
1 DESTROY 3 years after the end of the processing year. -
(p) Correspondence relating tO requesic 1or (e&xX rFELUrnsS Or return information

ol speclflc‘taxpayers. “"5?°s\r}v1 Mﬂ*‘u?Prooec'a ~
= . = = -, - - r
the Federezl Records Cenuer 3 years

efter the end of thiéf .
nrocess;ng year. 7 ﬂ%

(c) Reference/Manegement Records, }
1 DESTROY after 2 years or when no longer useiul, whichever occurs first.
ate and locel Agency Files. -
) Model Agreements or Coordination of Federal/State Exchange Programs.
1 DESTROY old egreements or coordinetions upon receipt of new or amended
ones,
(b) Implementation Agreements. .
1 DEITRIY old zgreements upon receipt of new or amended ones.

St
(a

(c) Correspondence involving procedures and decisions not relating to

specific taxpeyers. ’ ; ///
¥ -PESEROY 3. years afier ‘the. 2nd oF “he- pr ing yesr. OK. W r/12t/13
{d) Corresponaence relating to recuestis for tTax returns or retur:n inlormacion

of snecn.f% tc.ybayers. Disposilicn m‘\‘avrrooed
. l‘ﬁﬁSTRO¥( DCQLD rfter—the—emt o the ProCescing year.
7

2 RETIRE the Federel FKecords Center 2 years after the end of the
_processing year.
(e) Refe#ﬁce/Menagement Records.
) DESTROY after 2 years or when no longer useful, whichever occurs fl st.
Other Correspondence.
(=) Records relating to reguests for t

b ax returns or return informeiion of
specific taxpeyers irom indix /duels, corporete cfficers, employees, etc.
1 DEST <f>years after the [1d of the processing year. i

W

LIV

. 89, Sefeguerd Review Files. These files contairn procedures for conducting safeguard

(1)

(2)

reviews of Federzl, State, and local government offices and outside contractors
which receive confidential tax informetion, correspondence pertaining to the
reviews, and reports. ' ”

PTOCGGLrGS/ACulVlEy Reports. .

whichever is lzter. ! B\e?osx\\w~1 ud- anrwecj
Feports, correspondence and workpapers regarding reviews of Federal, State
znd local agencies and outside contractors, :

(2) Safequard Reports.

I DRSFROY—after—two—subseauent—reviewi—ere—eompleted—- ‘7>\sr¢;ihdn uéh?PmunJ

(b) Safeguard Report Workpapers.

’ . . ~ -
= ke - suent-review i3 completed —'_D \-‘,T,oc,-\"(o A w“arrn)d(;l
{¢) Reference/lzrzgement Records.
il nvnlalsarelahys D ) PO TPl PP N arasx o o] wshichavear QMHYL-“umt
e et b A AT L L= S = ey [ = J AL " T AT AT 44\ == Alb - L~ x4 - oy AAS X 3 - A - T .

De sifom uet %
’ abeve ved: /,dfz
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90.

‘O
’_J

: U R N L L T2t R & ek T TN
3

o SRS

Fublic Inspection Co =spondence Files - ~r/=Z0 tvpli “ions. Requests for
tpplications for Exemption/Qualification of Ixerpt Creenizations/Employee Plans
znd related records.

RIS

- ) " . . . B -, .
(.I..‘) - Do RUIT 2 .ycc-. g—p-Lier—tire—enre—of o€ Sl OoCCSs Nl Jfeers b \'7?6‘; \\u.w\ u“‘aﬂbr@dd.
—ttrleg A

Unzuthorized Disclocsure Files. Reports
unavthorized disclosures and recordés relzt

itigetion records relating to
to azctions taken to prevent future

" occurrences,

(+—DBSPRO¥S—yeers—efter—the processing yeer. Ftb\\‘)Fo;‘;LbTe\A w&mﬂmgd .

2. Disclcosure Accounting Files. Copies of disclosure accounting records or reports

(Zi

S

and related correspondence. ¢
) Privacy Act Disclosure Accounting Files.

(b) RETIRE to the Federal Records Center 2 yezrs after the end of the
processing year.

(1 :
_,5; (2) DESTRCY in accordance with Records Control Schedule 301 GRS 1k.
(2

) Disclosure Accounting Files (IRC 6103(p)(3).
(2) DESTROY in zccordence with instructions for Privecy Act Accounting Files

\0

(W)

94,

95.

96.

97.

ebcve.

Disclosure Program Management Records. Memorandz, reportis and related reccrds
(ot covered elsewhere in this schedule) pertairing to establishment, development
and afministration of the Disclosure progrer. Techrical and procedurzl guidance
proviged to functions and other miscelleneous progrezm records.

{1) Routine Records.

( ROV £ ; a1 -‘D\;‘roef\‘to'v\ uo’t’aﬁavwap‘
i - — - < .

(2) Reference/Management Records.
(a—P=SPROY—vhen—no—tongerwseful-op-2 yezrc afTer processing yesx awhich ever

oTTurs—firsis

- D ‘C‘z"x-«:'\ (e wt argv-oaea( .

AMFRZ Closed File. The closed file will be maintained in alphabetical

order. The closed file will be purged monthly and Forms 5348 that

are 120 days old or older as determined from the date of input will
be removed.

(1) DESTRQY 30 days after the documents are purged.

Subpoengs - Closed record of service.
(1) DESTROY 1 year after end of ycar of service,

e s

Payment Transcripts from Bankruptcy Trustees.
(1) DESTROY when new list is received.

Bankruptcy Control Logs.
(1) DESTROY 4 years after most current datce of case

closure on log.
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ltem Descriptionofrecords
No. and disposition authorization

counts register is in order by accou
nudrber within district office and is pripted
for dach district within a region in

iable number of cycles, are combined into
a cumulative accounts regi
week basis. (Regord
service center.)
(1) Copies of IMF Mgrthly Cumulative Ac-

counts Register requirsd tor research.
(a) Destroy 3 years aftqr end of proc-
essing year.

(2) Copies IMF Weekiy\_Accounts

wisd all of the active accounts for t
R rrent week. c
101 siydividual Master File (IMF) Referen “{Reserved
‘gé%isrer. Microfilm index to the Cumyfg;- ( " ¢ )
tive IMF Accounts Register. Register.con-

tains raferences pertaining to entites and
tax period on the Master Files by indicating -
the cycle Zumber of the last cumulative
accounts fegister on which asrentity or tax
period was lastghown. Regfster is printed
for each district Wwithin g region in Social

Security validity it -6equence. Refer-

ence register is updated every four weeks

on a cumulative basis.

(1) Copies of last IMF
ence Registars required f
(a) Destroy 3 years after
essing year.

(2) Copies of IMF Reference Reqistgrs pro-
duced during a year other than
prgduced tor year.

Destroy uponreceipt of the nextc
mulative register four cycles later.
1oz.¢g{zjar-Masmr- File (IMF) Taxpaype -4 Reserved)
on th

ulative Refer-

Name Directory. Estity data for taxpgyé€rs
Master Files, such as nap€, ad-

dress and location codes liste region,

district, and Social Secu Number,

(Microfilm) "\

(1) Copies of Anqual mulative Directo-

ries required for arch. .
ars after end of proc-

(a) Dpstroy atter rééeipt 3} qubsequent
intpddm or cumulative director\cgvering
me tax periods and taxpayers

MT 1(15)59.24-1 IR Manua! o



Records Control Schedule 204 for Collection, Taxpayer Service

and Problem Resolution Program—District Offices

Ex

hibit 100-1 Cont. (7)

RECORDS CONTROL SCHEDULE 204

Itemn
No.

Description of records
andd:sposition authornization

103 FRdfividual ‘Master File (

104.

105.

IMF) Rete
Reg:sler‘Gomlns all entity mod-
ules removed from-thg Masler File.

(1) Copies requiredfor restarch, _
essgﬂ y 3 years after end Btprags,
Ing year.
Assessment Record, Register of Returns
and IMF Settlement Register. The Assess-
ment Record and Register of Returns lists
all income tax returns and shows final set-
tlement on each; and was superseded by
the Weekly IMF Settlement Register. Each
weekly register contains transactions
posted to the Master File accounts during
the preceding week and was identified
with the type of file assessment date, cycle
number, and refund schedule number.

Production of this register was terminated

as of January 1, 1968, when the IMF Ac-

counts Register was instituted.

(1) Record copy (paper printout).

{a) Destroy 30 years after the end of
the processing year.

(p) Retire to the Federal Records
Center.

(2) Wcrofilm copies required for research.
(a) Destroy 3 yaars after end of proc-
essing year.

(3) All other copies.

(a) Destroy when no longer needed in
cuirent operations.

Alphabetic Index Register. Listing of all

individual taxpayers whose returns were

indexed. and showing address, Social Se-
curity Account Number, Document Loca-
tor Number (DLJN).

(1) Annual Consolidated Register {record
copy (paper. printout)).

(a) Destroy 30 years after end of proc-
essing year.

(b) Retire 1o the Federal Records
Center. .

(2) All other copies of Annual Consolidated
Register.

(a) Destroy after end of processing
year.

(3) Semi-Annual Consolidated Register.

(a) Destroy after receipt of annual con-
solidated index register covering same
taxpayers and tax periods.

(4) Interim Registers.

(a) Destroy after receipt of subsequent
consolidated index register covering
same taxpayers and tax periods.

IR Manual _ MT 1(15)59.24-1

{Reserved)

page 1{15)59.24-15



Item
No.

Descriptionof records
and disposition authorization

106.

107.

Individual Master File (IMF) Index or Direc-
tory. Production of this index was terminat-
ed as of January 1, 1968, when the IMF
Accounts Register was instituted. This in-
dex, prepared in Social Security Number
sequence by district office, listseach entity |
fiingtaxreturns and provides key to Regis-
ter of Settlements; current and complete
means of identitying taxpayer entities; and
complete record of all documents relating
to one tax period together with one entity
reference identification. .
(1) Annual Director (record copy) (pzper
printout).
{a) Destroy 30 years after end of proc-
€ssing year.
(b) Retire 1o the Federa!l Records
Center.
{2) ANl other copies of Annual Directory or
Index.
‘(a) Destroy after end of processing

year.
(3) Supplemental Directory or Index.
(a) Destroy afterreceipt of subsequent
supplemental directory or index cover-
ing same taxpayers and tax periods, or
when no longer needed in current
operations.
(4) Cumulative Directory or Index.
(a) Destroy afterreceipt of subsequent
cumulative or annual directory or index
covering same taxpayers and tax
penods.
(5) Monthly Directory or index.
(a) Destroy after receipt of subsequent
cumulative or annual directory covering
same taxpayers and tax penods.
siness Master File (BMF) Accounts——(Reserved) .
Register. Microfilm printout on a we
basts starting July 1, 1968. The BMF?A{T
countdRegister replaces the BMF Index
Registe®, Settlement Register, and the
Outstandihg Balance List Each cycle an
entity or tax period is active, all postings to
that period will appear on the weekly ac-
counts register, The accounts register for
that cycle is merged with the next cycle’'s
account register. Thgse cycles are accu-
mulated for a series Untjf a final accumula-
tion is made on a four-week basis. Each
taxpayer on the fegister is listed by a tax
perniod, within Master File Tax (MFT) Code,
within Employer ldentification (E.l.) Num-
ber. The sequence is by region, district, E.L.
Number,MFT and tax penod. \
(1) Micfofiim copy of Monthly Cumbiative .
Ageounts Register required for rese?x{\'. 7 ’
/(a% Destroy 3 years after end of pro !
‘essing year.



" Records Control Schedule 204 for Collection, Taxpayer Service page 1(1 5)59.24-1:1
and Problem Resolution Program—District Offices o (3-10-81)

Exhibit 100-1 Cont. (8)

RECORDS CONTROL SCHEDULE 204

item - Description of records
No. anddisposition authorization

2-Migrofilm copy of Weekly Accounts
Register—__ _ L
(a) Destroy upon-rgceipt of the next
week's regxtsﬁtem'érging‘prioug isters

w @ active accounts 10
wrEnt week.

108 «@ysiness Master Fila (BMF) Relereru?e < Reserved).
Register. Microfilm index to the Cumula-
tive BMF Accounts Register. Refgrénce
register-is produced in account,fiumber
with distnef oftice sequence and lists the
cycle numbeéc in which a tax.Mmodule last
appeared in a éumulative redister. The ref-
erence register Mg updafed every four
weeks on a cumuldtiyg-basis.

(1) Microfilm copy %& t BMF Reference
Register require/d or research.
(a) Destroy 3’years aﬁef\end of proc-
essing yea -

ulative register four cycles later.
100 Bysiness—Master- File (BMF)- Taxpaygf-—" -(Reserved).
Na Directory. Entity data for taxp rs
on theMaster File, such as name, gddress
and locatiap codes listed by region, dis-
trict, name, and Employer/ldentification
Number. p
(1) Microfitm copy ot Anpudl Cumulative Di-
rectory required for research.
(a) Destroy 3 years atgr end of proc- —
essing year.
(2) Microfim gbpies of Cumula
rary) ang’Monthly Indexes.
(a) Destroy after receipt of subse nt
!c‘%mulative or annual index covenghg
me taxpayers and tax periods.
110. Business Master File (BMF) Taxpayer
Number Directory. Listing of taxpayer's
D Employer Identification Number, name,
address,’ employment code, location
code, and filing requirement code. (No
longer accumulating.) \
(1) Annual Dwector (record copy (paper !
pnngl)).
(a) tain: .
(b) Retira to the Federai Records [RESTROY 75 years after end of processing year.
Center.
(2) Quarterly Directory.
(a) Destroyafterreceiptof Annual BMF
Taxpayer Number Directory covering : ‘
the same taxpayers and tax periods.
(3) Interim Directory (Monthly between
Quarterly lssuances).
(a) Destroy after receipt of Quarterly
BMF Taxpayer Number Directory cover-
ing same taxpayers and tax periods.

(Tempo-
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Item Description of records
No. and disposition authorization

111. Business Returns and Document Index ¢
Register. Listing of all significant Business
Master File documents relating to one tax-
payer's entity for one year, a reference for
securing Document Locator Numbers; and
provides a key to the appropriate Register
of Settiements. (No longer accumulating.)
(1) Ann\(Jal {Permanent) Register (record

copy (paper printout)). . .
(a) €@tain— —- oo oo - = DESTROY, 75 years after end of processing year. |

’DM (b) Retire to the Federal Records
Cemer

) Cumulative  Suppiementa! Register

(record copy (paper printout)). " . e

Retain— ) LRESTROY /75 years after end of processing year.:
rh\ Retire tn tha Fedaral Records
Center.

(3) All other copies of Annual and Cumula-
tive Registers required for research.

(a) Destroy after the end of processing
year.

(4) First Supplemental Register for docu-

ments posted since printing of Annuail
Register.
(a) Destroy after receipt of Cumulative
Supplemental Business Returns and
Document Index Register covenng
same taxpayers and tax period.

(5) Monthly (Temporary) Reglster
(a) Destroy afterreceipt of subsequent
Cumulative or Annual Business Returns
and Document Index Registers covering
same taxpayers and tax period. v

112. Alphabotic Index Register (Employer’'s
Tax). No longer accumulating.)

(1) Annual Register (record copy).

(a) Destroy 30 years after end of proc-
essing year.

{b) Retire to the Federal Records
Center. “

(2) All other copies of Annual Register.

(a) Destroy after end of processing
year.

(3) Quarterly Supplemental Register.

(a) Destroy 60 days after receipt of an-
nual index register, or when no longer
needed in current operations.

113. Register of Estimated Income Tax Ac-
counts. Listing of ES accounts quarterly
and includes total estimated, total paid,
and amount due for each account. (No
longer accumulating.)

(1) Annual (January Listing) Register (rec-

ord copy).

(a) Destroy 30 years after end of proc-

essing year. '
(b) Retire to the Federal Records

Center. .

MT .1(15)59.24-1 IR Manual



Records Control Schedule 204 for Collection, Taxpayer Servuce page 1{15)59.2¢-1¢8
and Problem Resolution Program—District Offices - ) (3-10-23)

Exhibit 100-1 Cont. (9)

RE ZORDS CONTROL SCHEDULE 204

Item Description of records o
No. and disposition authorization &

(2) Quanerly Register.
(2) Destroy aﬂer end of processing
year,

114. Alphabetic Index Fieg/srer (Estimated Tax
Declarations). Listing of all taxpayers
whose estimated 1ax teturns were indexed i
in a service center.

(1) Record copy (paper printout).
(a) Destroy 30 years after end of proc- . :
essing year, 2
(b) Retire to the Federal Records i
Center. -

(2) All other copies.
(a) Destroy when no longer needed in &
current operations. o

5 Alphabetical Index Register (Gasoline Tax ]‘
Refund Claim). i
(1) Record copies (paper printout) covering

years 1963 through 1865.
(2) Destroy 30 years after end of proc-

1

Y

o

essing year. 0

(b) Retire to the Federal Records kS
Center. :

(2) All other copies. 2

(a) Destroy after end of processing -

year. o

116 Document Locator Number Register. List- 1@
ing of Document Locator Number and tax ~ 7,-‘,%

withheld for each 941 return, adjustment,
940 return (excluding tax withheld), and
eachtransaction posted to the 941file. (No
longer accumulating).
(1) Arinval Cumulativa Directory (record
copy (paper prnntout)).
(a) Destroy 30 years atter end of proc-
essing year, .
-

|
IR Manual MT 1(15)59.24-1 |
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item Description of records

No.

and disposition authorization

17,

118.

119.

120.

(b) Retire to the Federal Records
Center.
(2) Quarterly Cumulative Register.
(a) Destroy 60 days after receipt of an-
nual Cumulative Document Locator
Number Register.
Quality Review Machine Printouts.
(1) Destroy 1 year after current process-
ing year or when no lfonger needed in
current operation, whichever comes
first, -
Taxpayer Service Resource Management
System (RMIS). Listings and Printouts.
(1) Destroy 2 yearsafier processing year,
or when no longer needed in cument
operations, whichever comes first.
Delinquent Account Inventory Profile List-
ings (DAIP). -
(1) Monthly Listings.
(a) Destroyuponreceiptof next month-
ly listing except the monthly listing used
for annual match should be retained un-
til completion of next annual match.
(2) Quarterly Listings.
(a) Destroy upon receipt of next quar-
terly update. B
Delinquency Investigation Inventory Pro-
file Listings (DIIP).
(1) Monthly Listings. '
(a) Destroy uponreceipt of next month-
ly listing except the monthty listing used
for annual match should be retained un-
til completion of next annual match.

Evy



