
 
 

  

 

SOME ITEMS SUPERSEDED OR OBSOLETE      N1-058-97-003  Accurate as of 09/01/2026 

ACTIVE ITEMS. These items, unless subsequently superseded, may be used by the 
agency to disposition records. It is the responsibility of the user to verify the items are 
still active. 

INACTIVE ITEMS.  These items may no longer be used to disposition records. 
They are superseded or obsolete.  References to more recent schedules are provided 
below as a courtesy. Some items may be annotated on the schedule. 

NA ITEMS. These items have no applicable status (active or inactive).  These items 
cannot be used for disposition. 
For example, not applicable items were filing instructions, describe non-records, pointed 
to another disposition authority, listed as "reserved", were lined off and not approved at 
the time of scheduling or had an instruction of "disposition not approved". 

(P) Permanent - item with permanent disposition 
(T) Temporary - item with temporary disposition 

ITEM STATUS WHY INACTIVE 
1/A/1 Active (P) 
1/A/2 Active (P) 
1/B/1 Active (P) 
1/B/2 Active (P) 
1/C Active (T) 
1/D Active (T) 
2/A Active (P) 
2/B Active (P) 
2/C Active (T) 
2/D Active (T) 
3/A Active (P) 
3/B Active (P) 
4/A Active (P) 
4/B Active (T) 
5/A/1 Active (P) 
5/A/2 NA lined off prior to approval 
5/B Active (P) 
5/C Active (T) 
5/D Active (T) 



 

 

 

 

 

 

SOME ITEMS SUPERSEDED OR OBSOLETE      N1-058-97-003  Accurate as of 09/01/2026 

ITEM STATUS 
6/A/1/a Inactive (P) 

6/A/2/a Inactive (P) 

6/A/2/b Active (P) 
6/B/1/a Inactive (P) 

6/B/1/b Active (P) 
6/B/2/a Inactive (P) 

6/B/2/b Active (P) 
6/C/1/a Inactive (P) 

6/C/1/b Active (P) 
6/C/2/a Inactive (P) 

6/C/2/b Active (P) 
6/D/1/a Active (P) 
6/D/1/b Active (P) 
6/D/2/a Active (P) 
6/D/2/b Active (P) 
6/E Active (P) 
6/F Active (T) 
7/A/1 Active (P) 
7/A/2 Active (P) 
7/B/1 Active (P) 
7/B/2 Active (P) 
7/C Active (T) 
8/A/1 Active (P) 
8/A/2 Active (P) 
8/B Active (P) 
9/A/1 Active (P) 
9/A/2 Active (P) 
9/B/1 Active (P) 
9/B/2 Active (P) 
9/C Active (T) 

WHY INACTIVE 
Records transferred to NARA. The staff photographer position 
was abolished effective 1997.  This item covered the materials 
held by that position. 
Records transferred to NARA. The staff photographer position 
was abolished effective 1997.  This item covered the materials 
held by that position. 

Records transferred to NARA. The staff photographer position 
was abolished effective 1997.  This item covered the materials 
held by that position. 

Records transferred to NARA. The staff photographer position 
was abolished effective 1997.  This item covered the materials 
held by that position. 

Records transferred to NARA. The staff photographer position 
was abolished effective 1997.  This item covered the materials 
held by that position. 

Records transferred to NARA. The staff photographer position 
was abolished effective 1997.  This item covered the materials 
held by that position. 



SOME ITEMS SUPERSEDED OR OBSOLETE      N1-058-97-003  Accurate as of 09/01/2026 

ITEM STATUS 
9/D Active (T) 
10/A/1 Active (P) 
10/A/2 Active (P) 
10/B/1 Active (P) 
10/B/2 Active (P) 
10/C Active (T) 
10/D Active (T) 
11/A Active (T) 
11/B Active (T) 

WHY INACTIVE 



LEAVE B NARA use onlREQUEST FOR RECORDS OSITION AUTHORITY 
JOBNUMBER,/,//-asi- 1-3(See mst.-uct,ont., on reverse) 

TO NATIONAL ARCHIVES and RECORDS ADMINISTRATION (NIA) DATE RECEIVED 7WASHINGTON, DC 20408 

1 FROM (Agency or establishment) NOTIFICATION TO AGENCY 

De artment of the Treasu 

In accordance with the provIsIons of 44 
U S C 3303a the d1spos1t1on request, 

2 MAJOR SUBDIVISION 

Internal Revenue Service 
Includ1ng amendments, Is approved except 
for items that may be marked "d1sposIt1on 
not approved" or ''withdrawn" 1n column 10 

3 MINOR SUBDIVISION 

Commurncat,ons D1v1s1on 

5 TELEPHONE 
535-3936 

4 NAME OF PERSON WITH WHOM TO CONFER 

Sandra J. M ers 

6 AGENCY CERTIFICATION 
I hereby certify that I am authorized to act for this agency in matters pertaining to the d1spos1t1on of ,ts records 
and that the records proposed for disposal on the attached __ page(s) are not now needed for the business 
of this agency or will not be needed after the retention periods spec1f1ed, and that written concurrence from 
the General Accounting Office, under the prov1s1ons of Title 8 of the GAO Manual for Gurdance of Federal Agencies, 

X 1s not re u,red, □ ,s attached, or □ has been re uested. 

DATE TITLE IRS Records Officer 

&/Jo/17 

7 
ITEM 
NO. 

8 DESCR 1PTIQl'l OF ITEM AND PROPOSED DISPOSITION 

\.~ ', 

9 GAS OR 
SUPERSEDED 
JOB CITATION 

10 ACTION 
TAKEN(NARA 

USE ONLY) 

Records Control Schedule 205 for Servicewide 
Communications 

The records covered by this schedule are created and/or 
accumulated by the Commurncat,ons D1v1s1on in the National 
Office and field offices. This d1v1s1on was formerly known as 
Public Affairs 

The Commurncat,ons D1v1s1on handles all media requests for 
tax 1nformat1on in the form of news releases, data books, and 
filing season information, etc 

115-109 NSN 7540-00-634-40604 STANDARD FORM 115 (REV 3-91) 
PREVIOUS EDITION NOT USABLE Prescribed by NARA 

36 CFR 1228 

\' 
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Revised 8/ 18/97 
Records Control Schedule 205 for Servicewide Communications 

Item 
No. Descnpt1on of Records 

1. IRS News Releases ( 1990 to Present) 
sent to national or local media (Job No. 
Nl-58-80-11). Arranged 
chro11olog1cally. 

A. Record copy of all· news releases 
Issued by Headquarters. 

(1) News releases created 
through 1996. 

(2) Headquarters news releases 
created 1997 and beyond 

Current Volume 5 cf 
Annual Accumulation less than 5 c f 

B. Record copy of news releases issued 
by the Field. 

(I) Field news releases created 
through 1996 

(2) Field news releases 1997 
and beyond. 

\ 

Authonzed Disposition 

PERMANENT. 
Upon approval of this schedule, 
transfer to NARA. 

PERMANENT. 
Cutoff at the end of the calendar 
year. 
Retire in 2-year blocks to the 
Washington National Records 
Center when the oldest record 1s 2 
years old. 
Transfer to NARA m 4-year blocks 
when the newest record IS 4 years 
old. 

PERMANENT. 
Upon approval of this schedule, 
transfer to NARA. 

PERMANENT. 
Cutoff at the end of the calendar 
year. 
Retire to the Federal Records Center 
m 5-year blocks when oldest record 
IS 5 years old. 
Transfer to NARA m 5 year blocks 
when newest record 1s 10 years old. 

1 
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Revised 8/18/97 
Records Control Schedule 205 for Serv1cewide Communicat10ns 

Item 
No. Descnpt1on of Records 

C. Records determined dunng archival 
processing to lack sufficient arch1val 
value to warrant permanent retention by 
NARA. 

D. All supporting documentation 
collected by Headquarters or the Field 
dunng the development of news 
releases. 

2. IRS Newsletters. Organizational news 
of interest to IRS employees. (Job No. 
NCl-58-90-11). A1rnnged 
chronologically. 

A. Record copy of all newsletters 
issued by Headquarters. 

Current volume 5 c f 
Annual accumulat1on less than 5 c f 

B. Record copy of all newsletters 
issued by the Field. 

C. Records determined during archival 
processing to lack sufficient archival 
value to warrant permanent retention by 
NARA. 

Authorized Disposition 

Destroy 1mmedrntely. 

Destroy when 2 years old. 

PERMANENT. 
Cutoff at the end of the calendar 
year. 
Retire in 2-year blocks to Federal 
Records Center when oldest record 
1s 2 years old. 
Transfer to NARA in 4-year blocks 
when the newest record 1s 4 years 
old. 

PERMANENT. 
Cutoff at the end of the calendar 
year. 
Retire to the Federal Records Center 
in 5-year blocks when oldest record 
1s 5 years old. 
Transfer to NARA in 5-year blocks 
when newest record in 10 years old. 

Destroy immediately. 

2 



Revised 8/18/97 
Records Control Schedule 205 for Serv1cew1de Communications 

Item 
No. 

\ 

3. 

\ 

4. 

Descnpt10n of Records 

D. All supporting documentation 
collected by Headquarters or the Field 
during the development of newsletters. 

Fact Sheets (1973-Present). 
Informational d1stnbuted mternally by 
Headqumters to field Public Affairs 
Officers and externally to news media, 
regarding new, technical or revised 
admmistrat1on policies and procedures. 
Arranged chro110/og1ca/ly. 

A Fact Sheets created through 1996. 

B. Fact Sheets created m 1997 and 
beyond. 

Current Volume less than I cf 
Annual Accumulat10n less than I c f 

Data Books (Publication 55B) 
(formerly known as the 
Comrruss1oner's Annual Report). Fiscal 
year statistical tables, organizational 
mformatlon, and hsts of IRS officials 
and offices (Job No. NC 1-58-80-
11/ l 7 A). Arranged chronolog1cally. 

Authorized D1spos1tlon 

Destroy when 2 years old. 

PERMANENT. 
Upon approval of this schedule, 
transfer to NARA. 

PERMANENT. 
Cutoff at the end of the calendar 
year. 
Retire m 2-year blocks to the 
Federal Records Center when oldest 
record is 2 years old. 
Transfer to NARA m 4-year blocks 
when the newest record 1s 4 years 
old. 

\ 

3 
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Revised 11/20/97 
Records Control Sc:heduk 205 frH' Serviccwide Culllilluukatious 

Item 
No. Description of Re.cords 

A. Record Copy. 

B. Supp1..)rling documentation collecled 
during the development of the Dara 
Book. 

5. Speech Files (1987-present). Record 
copy of speeches whir:h <.lt>al with 
adminii;;tration issues, the overall 
planning and direction of Lh~ IRS, and 
specific policies and programs. 
Arru.nged ch, 0110/og ically. 

A. Record copy of speeches delivered 
by the C.ommii-sioner amt D~puty 
Commissioner. 

(1) Speeches 1987 through 
1992. 

Authorized Dbpnc;.ition 

PERMANENT. 
Transfer to NARA one copy of 
D,ita B<.X>k upon i!;"uance. 

Destroy wbtm 2 yc:ars old. 

PER.l\'.IANENT. 
Upon approval uf lhb schedule. 
transfer ro NAl{A. 

Volume: 1 c.f. 
Retire Loche Washington National 
Records Center when S years old. 
Transfer to NARA in 5-year blocks 

4 



Revised 8/18/97 
Records Control Schedule 205 for Servicewide Communications 

Item 
No. Descnptlon of Records 

B. Record copy of speeches delivered 
by Regional Commissioners, D1stnct 
Duectors, or Service Center DHectors. 

C. Records determmed dunng archival 
processing to lack sufficient archival 
value to warrant permanent retention by 
NARA. 

D Incommg requests, trackmg 
documents, related conespondence, 
working copies, drafts, and background 
mformation collected dunng the 
development of all speeches. 

6. Still Pictures (1862- Present). 

A. Black-and-white and color pnnts. 

( l) Black-and-white and color 
portrait pnnts of semor IRS officials 
mcludmg, but not limited to, the 
Commiss10ner, Deputy Comnussioner, 
Chief Counsel, Assistant 
Commiss10ners, Regional 
Commiss10ners, D1stnct Dlfectors, and 
Service Center Directors 

Authorized Disposition 

PERMANENT. 
Cutoff at the end of the calendar 
year. 
Retire to the Federal Records Center 
when 5 years old. 
Transfer to NARA m 5-year blocks 
when newest record is l O years old. 

Destroy immediately. 

Destroy when 2 years old or when 
no longer needed, whichever 1s 
sooner. 
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Revised 8/18/97 
Records Control Schedule 205 for Serv1cew1de Commumcat10ns 

Item 
No. Descnpt1on of Records 

Current Volume ca 700 images or 3 cf 
Annual Accumulat10n less than l c f 

(a) Prints through 1996. 

(b) Pnnts 1997 and beyond 

(2) Black-and-white and color pnnts of 
1mpo1tant IRS events and functions that 
document the m1ssion of the agency. 
They mclude, but are not hm1ted to, 
sweanng-m ceremomes, press 
conferences, executive conferences, 
speeches, v1s1ts of poht1cal and foreign 
offlc1als, v1s1ts to field offices. facilities 
and resource development processes, 
and tax forms processmg. 

Current Volume ca 2.000 images. or 6 cf 
Annual Accumulation less than I c f 

(a) Pnnts through 1996. 

\ 

(b) Pnnts 1997 and beyond. 

Authonzed D1spos1t1on 

PERMANENT. 
Upon approval of this schedule, 
transfer to NARA. 

PERMANENT. 
Cutoff at the end of the calendar 
year. 
Transfer to NARA m 5-year blocks 
when oldest print is 5 years old. 

PERMANENT. 
Upon approval of this schedule, 
transfer to NARA. 

PERMANENT. 
Cutoff at the end of the calendar 
year. 
Transfer to NARA m 5-year blocks 
when the oldest pnnt 1s 5 years old. 

6 



Revised 8/ 18/97 
Records Control Schedule 205 for Serv1cewide Communications 

Item 
No. Descnpt1on of Records 

B. Black-and-white Negatives 

(I) Black-and-white portrait 
negatives of senior IRS officials 
including, but not limited to, the 
ColTIIIllssioner, Deputy Commissioner, 
Chief Counsel, Assistant 
Commissioners, Regional 
Comm1ss10ners, D1stnct Dlfectors, 
and Service Center Directors 

Current Volume ca 1.000 negatives or less 
than I cf 
Annual Accumulation less than I c f 

(a) Negatives through 1996. 

(b) Negatives 1997 and beyond. 

(2) Black-and-white negatives of 
important IRS events and functions that 
document the miss1on of the agency. 
They include, but are not limited to, 
swearmg-m ceremonies, press 
conferences, executive conferences, 
speeches, visits of political and foreign 
officials, v1s1ts to field offices, facilities 
and resource development processes, 

, and tax form processing. 

7 

Authonzed Disposition 

PERMANENT. 
Upon approval of this schedule, 
transfer to NARA. 

PERMANENT. 
Cutoff at the end of the calendar 
year. 
Transfer to NARA m 5-year blocks 
when the oldest negative is 5 years 
old. 

' 



Revised 8/18/97 
Records Control Schedule 205 for Serv1cew1de Communications 

Item 
No. Descnpt1on of Records 

Current Volume ca 4.000 negatives or I c f 
Annual Accumulat,on less than I c f 

(a) Black-and-white negatives 
through 1996. 

(b) Black-and-white negatives 
1997 and beyond. 

\ 

C. Color Negatives. 

( 1) Color portrait negatives of 
semor IRS officials, includmg, but not 
lirmted to, the Comm1ss10ner, Deputy 
Comm1ss10ner, Chief Counsel, 
Assistant Comm1ss10ners, Regional 
Commiss1oners, District Dlfectors, and 
Service Center Directors. 

Current Volume ca 2,000 negatives or less 
than l c f 
Annual Accumulat1on less than I c f 

(a) Color negatives through 
1996. 

(b) Color negatives 1997 and 
beyond. 

Authonzed D1spos1t1on 

PERMANENT. 
Upon approval of this schedule. 
transfer to NARA. 

PERMANENT. 
Cutoff at the end of the calendar 
year. 
Transfer to NARA in 5-year blocks 
when the oldest negative 1s 5 years 
old. 

PERMANENT. 
Upon approval of this schedule. 
transfer to NARA 

PERMANENT. 
Cutoff at the end of the calendar 
year. 
Transfer to NARA m 5-year blocks 
when the oldest negative 1s 5 years 
old. 

8 



Revised 8/ 18/97 
Records Control Schedule 205 for Serv1cewide Commumcat1ons 

Item 
No. Descnpt1on of Records 

(2) Color negatives of important 
IRS events and functions that document 
the m1ss1on of the agency. They 
include, but are not l11ruted to, 
swearing-in ceremomes, press 
conferences, executive conferences. 
speeches, visits of political and foreign 
officials. v1s1ts to field offices, fac1ht1es 
and resource development processes, 
and tax forms processing. 

Current Volume ca l0.000 images or l cf 
Annual Accumulat1on less than l c f 

(a) Color negatives through 
1996 

(b) Color negatives 1997 and 
beyond. 

D. Slides and Filmstnps. 

( 1) Portrait slides of semor IRS 
officials including, but not lirmted to, 
the Cormruss1oner, Deputy 
Cormruss1oner, Chief Counsel, 
Assistant Comm1ss1oners, Regional 
Comrniss10ners, D1stnct D!fectors, 
Service Center Directors. 
Current Volume less than l cf 
Annual Accumulat1on less than l c f 

Authonzed D1spos1t1on 

PERMANENT. 
Upon approval of this schedule, 
transfer to NARA. 

PERMANENT. 
Cutoff at the end of the calendar 
year. 
Transfer to NARA in 5-year blocks 
when the oldest negative 1s 5 years 
old. 

9 



Revised 8/ 18/97 
Records Control Schedule 205 for Servicew1de Commumcattons 

Item 
No. Descnpt1on of Records 

(a) Shdes and filmstnps through 
1996 

(b) Shdes and filmstrips 1997 
and beyond. 

(2) Shdes and f1lmstnps and 
accompanying audio recordings and/or 
scnpts of important IRS events and 
functions that document the m1ss1on of 
the agency. They include, but are not 
hm1ted to, sweanng-in ceremonies, 
press conferences, executive 
conferences, speeches. visits of political 
and foreign officials, visits to field 
offices, faciht1es and resource 
development processes, and tax forms 
processing 

Current Volume ca 400 images or less than I 
C f 
Annual Accumulat10n less than I c f 

(a) Shdes and filmstnps through 
1996. 

Authonzed D1spos1t1on 

PERMANENT. 
Upon approval of this schedule, 
transfer to NARA. 

PERMANENT. 
Cutoff at the end of the calendar 
year 
Transfer to NARA in 5-year blocks 
when the oldest shde or filmstnp 1s 
5 years old. 

PERMANENT. 
Upon approval of this schedule, 
transfer to NARA. 

IO 



Revised 2/9/98 
Records Control Schedule 205 for Serv1cew1de Cornrnumcat1ons 

Item 
No. Descript10n of Records 

(b) Slides and ftlmstnps 1997 
and beyond. 

E. Indexes, log books, and/or work 
orders for photo assignments that 
provide descnptive access to A, B, C, 
and/or D above. 

Current Volume less than I cf 
Annual Accumulat1on less than I c f 

F. Pnnts, Negatives, Slides, and 
Filmstrips not covered in A, B, C, or D 
above mcludmg, but not limited to, 
black-and-white and color prints, 
negatives, c,lides, and ftlmstnps of 
lower-level IRS employees and routine 
award ceremomes. retirement 
ceremomes, social events, campaigns 
common to mo~t Government agencies 
(e.g., CFC or Savmgs Bonds 
campaigns), and other routme activ1t1e~. 

Audiovisual Records ( 1993 to7. 
Present). 
A. Agency-sponsored telev1s1on and 
radio public service announcements 
(PSA) and production files. Arranged 
chronologically. The type of media 
mcludes a combmation of the 
followmg: video and audio tapes, 

Authonzed D1spos1t10n 

PERMANENT. 
Cutoff at the end of the calendar 
year. 
Transfer to NARA m 5-year blocks 
when the oldest shde or filmstnp 1s 
5 years old. 

PERMANENT. 
Transfer documentation with 
correspondmg images hsted m A, B, 
C, and/or D above. 

Destroy when no longer needed. 

11 



Revised 2/9/98 
Records Control Schedule 205 for Servicewide Commumcat10ns 

Item 
No. Descnption of Records 

cassettes, Compact Discs and/or hard 
copy. 

Current Volume 4 cf 
Annual Accumulat1on less than I c f 

(1) Public Service 
Announcements created through 1996 
with related production files.* 

(2) Public Service 
Announcements created m 1997 and 
beyond with related production files.* 

B. Agency-sponsored video and audio 
cassettes intended for public 
distnbution, mcludmg mstruct10nal and 
taxpayer educational matenal. Records 
also mclude stock file footage and B­
roll (background footage) of service 
center activities. Arranged 
chronologicall_v. 

Current Volume 32 cf 
Annual Accumulat10n 2 c f 

(I) Cassettes created through 
1996 with related product10n files.* 

'(2) Cassettes created 1997 and 
beyond with related production file.* 

Authonzed Disposition 

PERMANENT. 
Upon approval of this schedule, 
transfer to NARA.* 

PERMANENT. 
Cutoff at the end of the calendar 
year. 
Transfer to NARA when 2 years 
old.* 

PERMANENT. 
Upon approval of this schedule, 
transfer to NARA.* 

PERMANENT. 
Cutoff at the end of the calendar 
year. 
Transfer to NARA when 2 years 
old.* 

-'-Audiovisual records will be transferred in accordance with 36 CFR 1228.184(c)(d)(e). 

12 



Revised 2/9/98 
Records Control Schedule 205 for Serv1cew1de Commumcat1ons 

Item 
No. Descnpt1on of Records 

C. V1deotapes of sess10ns held by IRS 
officials at executive conferences or 
meetmgs. 

8. 
Training Videotapes ( 1990 to present). 
V 1deotaped trammg classes for IRS 
employees produced by the IRS TV 
stud10. 

A. Videotapes of training sessions 
relatmg to the 1mplementat1on of tax 
adnumstratlon pohcy and procedures. 

(1) Videotapes with related 
production file, 1f any, created through 
1996 -i: 

(2) Videotapes with related 
production file, 1f any, created m 1997 
and beyond.* 

B. All other videotapes of 
admimstrat1ve training classes. 

9. 
External Publications ( 1989 to 
Present). Brochures, book marks, 
pamphlets containing mformation 
available to the general pubhc on 
important and/or new tax mformat10n. 

Current Volume 57 cf 
Annual Accumulal!on 3 c f 

Authorized D1sposit1on 

Destroy when 2 years old. 

PERMANENT. 
Upon approval of this schedule, 
transfer to NARA.* 

PERMANENT. 
Cutoff at the end of the calendar 
year. 
Transfer to NARA when 2 years 
old.* 

Destroy when no longer needed. 

*Audiovisual records will be transferred in accordance with 36 CFR 1228.184(c)(d)(e). 

13 
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Revised 2/9/98 
Records Control Schedule 205 for Serv1cew1de Communications 

Item 
No. Descnptlon of Records 

A. External publications issued by 
Headquarters. 

( l) External publications 
through 1996. 

(2) External pubhcat10ns 1997 
and beyond. 

B. External pubhcat10ns issued by the 
Field. 

( l) External publications through 
1996. 

(2) External publications 1997 and 
beyond. 

Authonzed D1spos1t1on 

PERMANENT. 
Upon approval of this schedule, 
transfer to NARA. 

PERMANENT. 
Cutoff at the end of the calendar 
year. 
Retire to Washmgton National 
Records Center rn 2-year blocks 
when the oldest record 1s 2 years 
old. 
Transfer to NARA in 4-year blocks 
when newest record is 4 years old. 

PERMANENT. 
Upon approval of this schedule, 
transfer to NARA. 

PERMANENT. 
Cutoff at the end of the calendar 
year. 
Retire to the Federal Records Center 
m 5-year blocks when the oldest 
records 1s 5 years old. 
Transfer to NARA in 5-year blocks 
when the newest record 1s 10 years 
old 

14 



Revised 2/9/98 
Records Control Schedule 205 for Servicewide Commumcat10ns 

Item 
No. Descnption of Records 

C. Records detenmned dunng archival 
processing to lack sufficient archival 
value to warrant pemrnnent retention by 
NARA. 

D. Background file'> consisting of 
product10n files, background 
information and clearance mformat10n. 

10. Internal Publications (1993 to 
Present). Informat10n available to IRS 
managers and employees Nationwide on 
a vanety of topics that document 
changes in tax adnumstration and the 
structure of the IRS in booklet, 
brochure, or pamphlet format. Arranged 
chronologically. 

Current Volume 3 cf 
Annual Accumulat1on less than I c f 

A. Record copy of Headquarters-issued 
internal publications. 

( 1) Headquarters-issued internal 
publications through 1996. 

Authonzed Disposition 

Destroy unmediately. 

Destroy when 2 years old. 

PERMANENT. 
Upon approval of this schedule, 
transfer to NARA. 

15 



Revised 2/9/98 
Records Control Schedule 205 for Serv1cew1de Commumcatiom 

Item 
No. Descnpt10n of Records 

(2) Headquarters-issued mternal 
pubhcat10ns 1997 and beyond. 

B Internal publications issued by the 
Field 

(I) Internal publications issued by 
the field through 1996 

(2) Internal publicat10ns issued by 
the field 1997 and beyond 

C. Records determmed dunng archival 
processmg to lack sufficient archival 
value to warrant permanent retention by 
NARA. 

D. Background files consisting of 
product10n flies, background 
mformation and clearance mf01mat1on. 

Authonzed Dispos1t1011 

PERMANENT. 
Cutoff at the end of the calendar 
year. 
Retire to the Washington National 
Records Center m 2-year blocks 
when the oldest record is 2 years 
old. 
Transfer to NARA in 4-year blocks 
when the newest record 1s 4 years 
old. 

PERMANENT. 
Upon approval of this schedule. 
transfer to NARA. 

PERMANENT. 
Cutoff at the end of the calendar 
year. 
Retire to the Federal Records Center 
m 5-year blocks when the oldest 
record 1s 5 years old. 
Transfer to NARA m 5-year blocks 
when newest record is 10 years old. 

Destroy immediately. 

Destroy when 2 years old. 
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Revised 2/9/98 
Records Control Schedule 205 for Servicew1de Communications 

Item 
No. Descnpt1on of Records 

11. Internal Communications System. 
Records cons1stmg of an electronic 
bulletm board which 1s a news service 
available to all Pubic Affalfs Officers. 
Information can be downloaded and 
news items used in local newsletters 
and news releases. 

A. Input Documentation. Electronic 
transm1ss1on of news releases, bulletms. 
statistical reports. filmg season 
mformat1on. changes m the tax law, and 
etc. 

B. Output Documentat10n. Hard copy 
pnntouts crated for short-term 
administrative purposes by the field 
Public Affairs Officers. 

Authonzed D1spos1t10n 

Delete electronic vers10n when no 
longer needed for admm1strat1ve, 
legal, audit. or other operat10nal 
purposes. 

Destroy when no longer needed for 
adnunistrat1ve, legal, audit, or other 
operat10nal purposes. 

17 
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