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8601 ADELPHI ROAD, COLLEGE PARK, MD 20740-6001
 1-(12-/ /1 
FROM (Agency or establishment)
 
Department of the Treasury NOTIFICATION TO AGENCY
 

2 MAJOR SUBDIVISION
 
In accordance WIththe provrsions of 44 USC 3303a the
 Internal Revenue Service (IRS) 
disposition request, including amendments. ISapproved except 

~3--:-M=IN""'O::-:R=-=S""'U=BD=I;:-V~IS:-:-IO=N:-:---------------------f for Items that may be marked "drsposrtron not approval" or 
"WIthdrawn"In column 10 

Wage and Investment (W&I) DIVISIOn,Filmg Compliance 
4	 NAME OF PERSON WITH WHOM TO CONFER /5 TELEPHONE DA~EJ\. <I"HCH~T OF T~E UfE,ED STATES 

Tracee Taylor	 202-435-6308 (KIrk. \1..- J \.. ~~A -
5	 AGENCY CERTIFICATION 

I hereby certify that I am authorized to act for nus agency In matters pertaining to the disposmon of ItSrecords and that the records proposed for 
disposal on the attached ~ pagels) are not now needed for the business of trus agency or WIllnot be needed after the retention periods specified, 
and that written concurrence from the General Accounting Office. under the provrsions of TItle 8 of the GAO Manual for GUidanceof Federal 
Aqencres, 

x ISnot reftj.lIrf\~~ j r I ISattached. or oIJJl has been requested L,.I _	 .......
 

1\ I\J.\. I>: I., 
DATE	 ~EPRESENTATIVE TITLE IRS Records OfficerS ~tt;rcr

National Office, OS A RE RIM 
Danlal W ~B'e-nne~ "' Washington, DC 20224 

9 GRS OR 10 ACTION TAKEN 7 ITEM NO 8 DESCRIPTION OF ITEM OF PROPOSED DISPOSITION SUPERSEDED " (NARA USE ONLY) JOB CITATION 

Update to IRM 1.15 29 Records Control Schedule for
 
Submtsstons Processing Campus Records
 

See attached request to update the disposition for WHC NI-058-07-9 
referrals for lock-ins and civil penalty assessments 
covered under Item 85(5)A3. 
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IRM 1.15.29, Item 85(5)A3 

WHC referrals for lock-ins and civil penalty 
assessments 

Su rseded Disposition Instructions: 

a Lock-m ferrals. Form 9045 (Withholding Comphance 
Referral) and r ted documentation 

Temporary Mamtam d copies of referrals (mcludmg 
pnnted copies of all electro ally received referrals) in a 
centrahzed location on SIte Ma tam separate files for 
lock-ms, rejections, and penalty ass IOns FIle each 
category of form by calendar year, ther nder m TIN order 
Cut off at the end of the calendar year in ch the referral 
IS closed Destroy three years after cutoff 

b Civil penalty assessment referrals These records e 
filed in the Miscellaneous Civil Penalty Assessment Fi 
and are scheduled under IRS IRM 1 1529, Item 371 

NEW Proposed Disposition Instructions: 

Temporary. Destroy/Delete all hard copy and 
electronically received Forms 9045 (Withholdmg 
Compliance Referral) for lock-m referrals (accepted or 
rejected) and CIvIlpenalty assessments 60 days after mput 
and venfication mto WHCS or when no longer needed, 
whichever IS later 

Rationale 

The Form 9045 ISused for two types of referrals: (1) WHC 
lock-m letter, and (2) the W-4 CIvIl Penalty. not entirely 
clear from Job No. NI-058-07-9 description 

W&1 Headquarters analysts recently completed an 
Operational Review of the Withholding Comphance 
(WHC) program located at the Andover campus. Dunng 
the review analysts questioned WHC managers in regards 
to how many times they needed to recover a stored Form 
9045 after It had been processed and stored. WHC 
managers mdicated that they have not had to retneve a 
F9045 smce the inception of the program m Apnl2006 
When the F9045 ISreceived the mforrnation from the form 
IS transferred mto the WHC database, where It IScontrolled 
and monitored for subsequent actions A W-4 CIVIlPenalty 
referral has not been received in over five years, but 
thousands of lock-m referrals are received each year Out 
of concern for records storage as art of an u commg office 

NI-058-07-9 
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move, a lack of justification or busmess need for 
maintenance of a large volume of paper forms, and 
adequate recordkeeping maintenance of referral 
mformation m WHCS, the WHC Program requests a 
decrease in retention for all Forms 9045. 

For lock-m referrals, this means a decrease in hard copy 
retention from three years after referral ISclosed, for CIvIl 
penalty assessments, this means a decrease m hard copy 
retention from SIXyears, mne months after examination. 

Maintenance of recordkeepmg data, however, WIll be 
appropnately and sufficiently mamtained In the WHCS 
database for 3 years after lock-in ISreleased or 10 years 
after lock-m date, whichever ISearlier In the case of CIvIl 
penalty assessments, once a determmation is made to assess 
a CIvIlpenalty then Form 8278 (as scheduled under IRS 
IRM 1.15.29, Item 371) ISused to document the assessment 
and amount calculations 

SImilar treatment of all F9045 reflects current busmess 
practice, Disposrtion mstructions approved under Job No 
NI-058-07-9 at the start of the WHC Program stipulated 
that separate files would be mamtamed for lock-ms 
(accepted and rejected) and penalty assertions In 
particular, WHC Program staff anticipated that the rejected 
referrals would be somethmg they would need to go back 
and retneve, so they created separate F9045 categones 
The reahty IS that the Program gets lock-m referrals on a 
daily baSIS and a deCISIOnISmade to either Issue the lock-m 
letter or reject the referral for vanous reasons. At that point 
the deCISIOnIS documented In WHCS WIth the appropnate 
mformation (lock-In or reject code), and the F9045 IS 
filed. and as indicated above, WIth no need to retneve 
again 
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