NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE

Schedule Number: NC-058-75-001

Some items in this schedule are either obsolete or have been superseded by new
NARA approved records schedules. This information is accurate as of: 2/28/2025

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These items, unless subsequently superseded, may be used by the agency to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.

SUPERSEDED AND OBSOLETE ITEMS

The remaining items on this schedule may no longer be used to disposition records.
They are superseded, obsolete, filing instructions, non-records, or were lined off and
not approved at the time of scheduling. References to more recent schedules are
provided below as a courtesy. Some items listed here may have been previously
annotated on the schedule itself.

Item 1(3) Agency deemed non-record

Item 11 is superseded by DAA-0058-2022-0003-0003

NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE

As of 2/28/2025 NC-058-75-001



REQUE&; ’ AUTHORITY

LEAVE SLANK '

g|

TO DISPOSE OF RECORDS

(See Instructions on Reverse)

NOV 2 5 1974
NC-~

TO: GENERAL SERVICES ADMINISTRATION,
NATIONAL ARCHIVES AND RECORDS SERVICE, WASHINGTON, D.C. 20408

JOB NO.

68-95 - 3

NOTIFICATION TO AGENCY

1. FROM (AGENCY OR ESTABLISHMENT)
Treasury Department

2. MAJOR SUBDIVISION
Internal Revenue Service

items tha! may be stomped
drown™" in calumn 10.

3. MINOR SUBDIVISION (Office of Assistant Commissioner
Accounts, Collection and Taxpaver Service

4. NAME OF PERSON WITH WHOM TO CONFER
Mrs. Virginia Cooper

5. TEL. EXT.

184-6711 3. /3-75

6. CERTIFICATE OF AGENCY REPRESENTATIVE:

| hereby certify that | am
page{s] are not dow ndgded for the business of this ogend

Date

In accordance with the provisions of 44 U.$.C. 33030 the dis-
posal request, including amendments, is appraved except for
““disposal not approved'’ or “with-

crized to act for this agency in mattp
[ not be needed aofter the retention periods specified.

4.

b &, ommg 1o the disposal of the ogency s records; thot the records proposed for disposal in this Request of

Program Manager, Records, Mail and

J-&I- 7Y Transportation Management Program
{Date) ' \-‘/{Signamre of Agency Representative) (Tidle)
7. 8. DESCRIPTION OF ITEM SAM:& oR 1o,

ITEM NO. {With Inclusive Dates or Retention Periods) JOB NO. ACTION TAKEN

The records described herein are created and accumulated
in the Office of Assistant Commissioner (Accounts,
Collection, and Taxpayer Service) including the Accounts
and Data Processing Division, Collectlon Division, and’
Taxpayer Service Division,

The Asgistant Commissioner (ACIS) is the principal
Assistant to the Commissioner on all matters pertaining
to the development of programs, systems, methods, and
procedures for implementation and operation of the IRS
Automatic Data Processing Plan, the accounting for the
Internal Revenue, the receipt and integrated processing
of tax returns and other documents, the review and
coordination of all reports, the collection of delinquent
accounts, detaining delinquent returns and providing
responsive service to taxpayers.

This schedule consists of two major groups which
represent the General Administrative and Program functiong,

Some items previously evaluated by NARS have been
combined in this schedule, Appropriate job references
are noted beside these items.

Specific records series and requested disposition
authorities are attached.
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STANDARD FORM 115

Revised November 1970

Prescribed by Genera! Services
Administration

FPMR (41 CFR) 101-11.4

115-10%
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RECORDS CONTROL SCHEDULL 116

L~

Accounts, Collection, and Taxpayer Service -~ National Office

INT RODUCTION

The records covered by this schedule are created and accumulated in

hz office of Assistant Commissioner, Accounts, Collection, and Taxpayer

rr

VService (ACTS), Internal Revenue Service, and includes the Accounts and
Datza Processing Division, Collection Division, and Taxpayer Service
Divyision.

The.Assistant Commissioner (ACTS) is the principal assistant to the
Ccmmissioner on all matters pertaining to the development of programs,
svstems, methods, and procedures for implementation and operation of the
Internal Revenue Serviée Automatic Data Processing Plan, the accounting
for the Internal Revenue, the receipt and integrated processing of tax
returns and other documents, the review and coordination of all reports,
the collection of delinquent accounts, obtaining delinquent returns,
end providing responsive services to taxpayers.

Reference is to the copy maintained by the office of record within

the ACTS organization. All other copies should be disposed of when no
longer needed. Method of disposal should be in accordance with sub-
section 520 of 001 of this handbook.

"

This schedule consists of three major groups which represent the
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administrative and progran functions:

1. General administrative records,
2. Prograa and Functiconal records.

3. Alphabetic and numeric indices.
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The records disposition authorizations in this schedule are based on
administrative determinations cof the Internal Revenue Service and disposal
authority dated , 1974, granted by the Archivist of the

United States,.



’ . ACTS  RCS Pl . ! ‘

GENERAL ADMINISTRATIVE RLECORDS

1. Administrative Management and Organization Records

(1) Records, whether studies, analyses, or correspondence, which
establish the policies, practices, and programs for thé management of
the ACTS organization. Included are orxganizatiomal changes, functional

rezaligmments and responsibilities, long and short range planning

d"c: ents, PQ,QO&CQVKQQ e '\'C)\OQ./ \\(\Q&&Jdﬂ,d 16y AQWV
[(X) cxrd Qre MO thoti Zed o i d@%\ﬁ\)@% /7/0
('ote: Cutoff correspondence annually; studles and case files,
vpon completion of study or at appropriate phase).
”~ (a) DISPOSE after 25 years.
(b) RETIRE to Federal Records Centex after 5 years.

(2) Records which document the history of the.ACTS organization,
Correspondence and case files of this type documentation may contain
analyses, coordinations, approvals and disapprovals, recommendations,
plans and implementing instructions for the plans, and any background
naterials which contribute to an understanding of or provide an explan-
ation for complete documents.

(¥nte: Cutoff annually or upon completion of study).
(a) rezasw, PEANAN ENT,
(b) RETIRE to Federal Records Center after five years or when
no longer needed,
«) Q/{uﬁ/l”/‘fﬁ ‘afliy (Ofe %
(3) Refsrence copies of records listed in (1) and (2).

{(2) DISPOSE alfter 2 years.
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2. General Adadnistrative and Houseleeoing Correspondencs
22,

Routinz correspondence, transaitials, teletypes, and requisitions
that relate to administrative, housekeeping, and facilitative roles of
the organization and not procedural in nature.

(1) DISPOSE after 2 years.

3. Office Services Recoxds. Records pertaining to internal service

‘oparations, acquisitions, allccations and administration of space,
building maintenance, safety and protection, printing and reproduction,
building passes, telephone services, equipment and equipment inventory,
furniture and equipment repairs and services, replacement and repairs
of utilities. Also includes studies and reports of supply and equip-
ment needs.

(1) DISPOSE after 2 years.

4, Communication Management Files, TRecords consisting of correspondence
2 (] 3

telecommunications, envelopes, mail and messenger management programs;
procedures and general manzgement pertaining to control and routing of
mail, establishing and revising the mail and messenger service, and
envelope development; studies and analyses of efficiency and cost of
operations listed, and all associated recommendations, concurrences,
apnrovals, and follow-up correspondence.

(1) DISPOSE after 5 years.

(2) ETLRE to Federal Records Center after 2 years.
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© .5, TZransitorv Racords. Requests for in
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ormation and copies of replies
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wiich involve no administrative action, policy decision, special com-

, or reszarch; requests for and transmittals of publications,
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photos, and other informational literature; acknowledgements and trans-
mittals of inquiries and requests transferred elsewhere for reply.
(1) DISPOSE after 3 months,

6. Reference riles. Extra copies of memos, letters, forms, reports,

etc., in convenience files, chronological files, and spindle copies.
(1) DISPOSE after 1 year. : ’

7. Incentive Awards Suggestion File. Closed file of employee suggestions,

evaluations, replies to the suggesters and incentive Awards Coordinators.
Includes suggestions on the Forms Idea Bank.
(1) DISPOSE after 2 vears.

8. ACTS Employee Checklists. Reference copies of payroll checklists

and related certification sheets,
(1) DISPOSE after 1 year,

9. ESRR - Employee Service Record.Report. Monthly recapsiof the current

personnel and pay status of ACTS employees. Includes withholding data such
as bonds, insurance, retirement, etc.

(1) DISPOSE after 2 yesars.
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©10. Natienal Office Review Program (FIORP) Reports

" (1) Program veview evaluations aand associated correspondence on the operations
and activities of IRS regional offices, service centers and district offices.
(2) Record copy
1. DISPOSE after 25 years.
2. RETIRE to Federal Records Center after 5 years.
(b) All other copies
1. DISPOSE after 2 years.

(2) Case files of feeder reports, analysis, and correspondence as inputs to
the NORP, Also includes misgekiwmkiaeaus miscellaneous visitation and team
evaluations reports and correspondence,.

(2) DISPOSE after 10 years.
(b) RETIRE to Federal Records Center after 5 years.

(3) Project Officers' files of NORP inputs.

(a) DISPOSE after 2 years or when no longer needed in current
operations, whichever is earlier, |

11. 1Internal Audit Reports,

Marrative reports prepared by Internal Audit Division and related correspondence.
(1) DISPOSE 6 years after closed.
(2) RETIRE to Federal Records Center 3 years after closed.

(Record copies are maintained in the Internal Audit Division.)

12. Forms and Form Letter Files pertaining to the development of internal and

external use forms and form letters, revision, instructions for preparation and
distrib:tion, justifications and coordinations. (Fowm is placed in inactive file

2

super=aedod, or rendered obsolate.)
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(1) DISP0ST after 10 years.
(?) RETIRL to Federal Recovds Center after 2 years,

(Historical copies are maintained in Facilities Management Division, Publishing
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and diszpprovals.
(1) DISPOSE after 2 years.

14, 1Internal Management Issuances and clearance documents with the supporting

case file prepared and issued by A(CTS divisions. Includes manual issuances,
handbook supplements, etc. (Note: File is cut off when inactive or obsolete.)

(1) DISPOSE after 10 years.

(2) RETIRE to Federal Records Center after 2 years.
(Historical copies are maintained in the Office of Assisﬁant Commissioner (Planning

and Research.))

15. ACTS Career Management Program
]

(1} Case files documenting the selection of incumbents for positions in the
program, Files consist of Roster of Eiigibles for Promotion and Promotion Certi-
ficate, such as Form 4537, with copies of applicants' evaluations and board
members' evaluation and criteria used in the selection.

(a) DISPOSE after 2 years.:

{2} Case files of individual applicants for positions in the program. Files
consist of current application, evaluations and other pertinent documents as
reguiced,

fa) DISFOSE two years after latest yvear of update.
(330700 Tiems 16 thwrocgh 19 are rescrved for Tuture additions to theﬁccneral

fon of ihis schedotol)



' ROGRAM AND TUNCTIONAL RECORDS :
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(1) Files which serve to set a precedent andfor document poliicy and procsdure
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Sensitive Case Files including reports snd related correspondence containing

confidential information on matters pertaining to individual taxpayers. These

include matters involving irregularities of all kinds that become known to the IRS. |

(1) DISPOSE after 3 years.

7 1 ach . ces T4 warsd in ife—ms 2 3
22, 31l cther Towpayer Case Files not govered in items 20 and 21:
(1) DISPOSE afrer 3 years. :
23, vemrhle gumeary of rensitive case reports (provided to fssizrant Commissioner

{1) DIiSPUSL arfter 2 years,
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29, Taxpayer Compliance Measurement Program (TCMP). Statistical output whether

the operational plans of the Service are attaining and malntalnlng the objectlves

—the_ Q S o e \@
of tax administration. "\ —&&1;:f?ﬁ§?e{gsaiéziﬁzj_§> Mt W*Qilib $3f762

% fok auothori zed SO GES i
(1) Official record copy (microfilm or hard copy) 77D ;b *"izér“

(a) DISPOSE after 15 years.
(b) RETIRE to Federal Records Center after end of cycle
proofing.
(2) All other copies
(2) DISPOSE when no longer needed in current operations or

- after 5 years, whichever is earlier,

30. Work Planning and Control (WP&C) Records. Computer-generated reports

for determining manpower needs and preparing plans to justify the needs, for
distributing the workload, for appraising performance and for determining the
status of actual workload accomplished and manpower expended,
(1) Administrative Report, Managers Report, and Abstract Report (weekly).
(NOTE: One current year of weekly reports is always maintained.)
(a) DISPOSE every six months }n 6-month increments.
(2) Quarterly Performance and Cost Reports

(a) DISPOSE after 2 years
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(3) S;miannual Cumulative Performance and Cost Reports and Semiannual
Program Analysis Reports,
(a) DISPOSE after SOyears.
(4) Extra copies of reports listed in (1), (2), and (3).

(a) DISPOSE after 2 years or when no longer needed in current

operations, whichever is earlier,

31. Program Requirements Packages (PRP) Records consist of input and output
data specifications and related processing formula involved in each procedure
of a data processing system which are reﬁuired and prepared for the development
of computer programs for the Service Center and National Computer Center.
(1) IMF and BMF PRP's - include many sections each of which pertains to a
particular project in the data processing system.
(a) DISPOSE after 9 years.
{b) RETIRE to Federal Records Cenfer 1 year after the new PRP is
received,
(2) 1IDRS PRP ~ contains many sections each of which deal with a
subject area of the Integrated Data Ret;ieval System data processing system,
(NOTE: Superseded pages or sections are placed in inactive file; superseded
PRP is placed in inactive file when complete.)
(a) DISPOSE after 9 vears
(b) RETIRE to Federal Recordé Center 1 year after revision or
supercassion.
(3) Special Project PRP's (IMF and BMF related) - Includes PRP's for
Residual Master File (RMF). These are of a continuing nature and are updated

periodically with page changes and occasionally with a complete rewrite,
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"(NOTE: Superseded pages or superseded PRP's are placed in inactive file,)

(a) DISPOSE after 9 years.
(b) RETIRE to Federal Records Center 1 year after revision or
supercéssion.
(4) Working and reference copies of PRP's.
(a) DISPOSE when no longer needed for current operations.
32, Computer Program Books (CPB) for the IMF, BMF, RMF and the Master File and
Service Center related program. (Requirements as contained in the PRP's)
(Original (camera copy) is maintained for updating.) .
(1) CPB 1 including run descriptions and schematic diagrams (narrative
and picture of flow of data through the programsnin the system),
(a) DISPOSE 3 months after the iast program in CPB has been
discontinued.
(2) CPB 3 including Core Record Layouts. (Hard copy picture of
the tape, card, printout and microfilm record).
(a) DISPOSE 3 months after the last program in CPB has been
discontinued.
(3) CPB 4 including assembly listings,.patch sheets, card record &xwin
transcript sheets, computer-generated 1isting of program instructions, listings
of patches to computer programs (current edition is held two years).

(a) DISPOSE after 2 years.
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(4) C€P3B 5 detailed instructions for comsole operators running the
cooputer programs., Includes operating instructions for I/0 Units, Set-up,
Switches, Halt List, ‘and Message List.

(2) DISPOSE 3 months after last program in the CPB has been
discontinued.

(3) Source decks (card, disc or tépe) of the computer programsA{f
for the Service Centers and NCC. (feeder mateiial for CPB#Q

(2) DISPOSE 3 months after grogram is discontinued

(6) Object tape, disc or card deck run daily, monthly, and sémi~ 

‘ annualiy. (NOTE: cutoff when program is obsoleté).
(a) DISPOSE after 3 months. |

(7) Project VWork Schedules containing descriﬁtion of work
requested, planning summary éf resources requirgd ;nd~management
'ayproval. (NOTE:» Cutoff when project work scheduie~is inactive)

(2) DISPOSE inactive file after 1 year. _.

(8) Run Phasing Sheets used for planning the develoPmenﬁ oftif}
2 program

(2) DISPOSE after 1 year

{(9) Run Status Report prépared by ‘the programrer/supervisor

as a feeder to the Run Status Summary ’
(a) DISPOSE after 1 year
(10) Run Status Summary - 2 consolidated summary of run.“

At —an
LU iouTentd

v

(2) DISPOSL after 1 vear
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; (11) ADP System change requests, Formal notification of systems
", problems and requests for action, such as Form 3548, TWX's, phone call
.reports, other evaluation forms and reports. (NOTE: Placedin inactive.
file when request has been answered). - - 7
(&) DISPOSE after 1 year, v 'm3civi ¥t L=
(12) Control log for System change requests, replies, and related
correspondence.
{(a) DISPOSE after 1 year,
{(13) Work files including logic diagrams accumulated in the development
of a program or special project.
(a) DISPOSE 3 months after termination of program or special
project.
(14) Error listing from production run for Supérvisors and programmer
analysis.
(a) DISPbSE when no longer needed in current operations.'
(15) Control records for PRP and CPB control of tfansmittalsband
the updating of tapes; production controls for programme& fun control
printouts. .
(a) DISPOSE after 1 year.
(16) Prograﬁ and Batch transmittals forwarding programs, patches
and documentation to the service centers and National Computer Center;
patch control records which are a quality check of program patches in
production for pipe line and new pipe line programs.
{(a) DISPOSE 1 year after program becomes inactive.
(17) Key punch requests for key punching programs, patch instructions
and test data.

{z) DISPOSE when job is completed.



1y

- a
oped . »
1) u a o
WM. e 14 -t 2
=3 a3 L1} el ) .
[o] red LN s . o
- - o | @ IR Y el e > .
2 v > t n., a ] 2 I3
..._ b YRR R < N~ ) 0 : — T I
W ni Y £ 2 oo s th 1
o A wt a “ ) y » W -
w, s Wm ) .m U : (73] "1 w T 4%. =t % «M
- + I K N * o + : . :
e > ®oou % o : " i 5 L S o v G e
= ! Y nl. tdq ol = ' iy [} = bt ~ ot o~
i G 2] th ) 3] 0 ) o 0 a0 - .
Lm0 e W v S w - LI .w
+ U] {e el 3 .t I Al o Wi . re-d .o b 4 3 ' M
' ¥ 4 m 0 b T a} Lode w . g £ s -t o .
W [ - b ) :“. . " ] o] 13 U 13} 1y , [
‘) o . ) 2 .._C 4 Pyt v wl @ = opd '~ l.a
1 b y ‘ 5 v 3 e ard 0 ~ i " 'y o
meo - o "o o u IS o, beooomoon
. ..r.m , 2 n i [ $4 a .~ [} L1 en ” 4% T w.,.
5 n Y Y B e B v s N ~ T D T
5 o & I R I o iy > ) @ 5
vw U_ m B e o @ ' . 14 " el O .M, « Jh m. ﬂ. 78 A
* ¥ 4 12 w 1%} & s " -
A 5w s g 8 2 2w b P T TR
1) 3. At o sy . o I o o ] w i 0 ot £ Y} -f
M 5 ¥ e i %) =} Q ot b w >y i (7] n iy
et . b 0 o _— V- — 93 i g a b w. w o “n moA b
: 1 M ¥a -l ) 4 - 5 i
[ 4 2 ,W mm M,M .w , cu [ %_ Ma & 2 " 5 o i " v ?
o L 1 SR , ' Bt E TR o QO I o :
i o I S-S o A [ " - B L :
$ AR " " I @ 1 % et ﬂ w m .m n " " " ,
“_ 1 [« /,7/ c/ " N .ﬂ wm M .w 4] (o] g e o o @ - s 3 :.,
5 . @ u w e o B & M Y " 3 3] PR e 13 0 ; .
© . . > N b o -t n tr [ v a m“ m N 8 mh i . )
4 a ! PO =] - S TS RO roooo a W L : ti
’ Y 4 N IN by . b . ot 0 ) €. a3 us It ot ol m
¢ o M I I T tha 5 -t m,. -t ba o} £ b Wi 3 N i
~ . r » O ] g w : o 0 G Y ko) o :
) 1 b q) , S [ at "y 0 i ey 1z [a¥ G - ven
i 3. 4 N R~ - ¢ o o ot ot Ny 1 (s o ol b £ o ]
w w P wu_ > . 4 al %) o 03 IS o $ £ e] 0 '
e w o @ § S0 o of AT ) e) w o O U 0 v -
o e U o kY o] i " v e " W et 1t % 34 W a4
P.\ . K Yl e LPA W ol W M . §4 " 34 fh 0 jan b4 " 1)
a 4 ” vy b N . o 34 75 O 3| L .m mw w.v. cm “ ,”w "
i . g Gy . :
N D //M N1 I R S - APPRU S S - G " X
N i v.h 4 M\w - L . ) U 5 - ) £ -~ o ot E 3t ey s L
K 1 Y o 3 o ewd oy 0 o ' 0 “ s " o o b " : v
] w“ fie m‘. M;\. > - '+ P - J 0wy o o on P o ot o T8 t
e H AT S - e o S T T S :
f s - R L ..Mlo... o i rw u I3 . W) n n =} W n a e ‘ It N
i ‘ . ” e QL 5 'y N iy 1 o 0 ) o 5 4 $4 1 ol ¢ )
FRRR NI O T A R
' - . 5 fe IS I v : ' . H < =
" o ® \_/ ..:M \md., J 2 \r,.w/ m Dm. M\. " 0 N. 4 o ) v W o Ut S o e - X
w.m. v ) .m\ -m. S /m. = 1 ’ -t 19 a a) e ] ie1 o (@] [y} 1721 [ 4 C
! "y -t mi " 3 e o th - 1 ' T '
N T .x; W a el o 1 I
o~ .m 51 o~ (&) 4 U I b {1, e 0
- [33] ’ Ll o o, n ved (¥} 7] .- Y
Y ] ' e t " L3 i g 1.2 | ¥} oA Iud -
< I W -’ i I ), 3 et ot} 3
.. N i N ¢ I 0 m . bt
: 3 £ ot [t (] ] i w
0, - 12 » 8 @ ot 0 M..w .m_
. ! o [t A il R vt A
v.*_ .~ ..»w M«DJ (€% b o )4 .t S
. ] .
W -



(2)

. -14- . ‘ .
~-Report of Gasoline and Lubricating 0il Credits Claimed
on Income Tax Returns, such as Report A~68;

~Report of Corporate Collections, such as Report A-80(s-2);

~-Summary of Excise Tax Liability, such as Report A-84
(includes SC Submission and US summary);

-Sumnary of Employer Tax Liabilities, such as Report A-187,
covering the 941, 942 and %43 and inclu&ing the 941 Liabilities
Report to Treasury; |

~Specified Corporation Quarterly Excise Tax, such as Report A-25;
(a) DISPOSE after 13 years.

(b) RETIRE to Federal Records Center after 3 years.

~Statements of Differences received frog Bureau of Aécounts;
Transactions of the disbursing office; -

-Statement of Transactions, such as For& 224, Claséification of
Disbursements and Collections (N.O. and S. C. submissions to
Bureau of Accounts); |

-Statement of Accountability, such as Form 2353,-Statemen£ of
Classified Collectiags;

-General Ledger Trial Balances showing transfer of funds for
Revenue Accounts, such as Forms 3267 and 2025.

-Monthly Reconciliation of General Ledger Accounts, such as
Forms 3997.

-Report of Selected Balances for stating results on the
Accrual Basis Appropriation and Fund Accounts, such as Forms
BA 6727 and 6728 (includes backup material such as Forms 133 -
Report of Budget Execution and Analysis of’Appropriation and

Fund Balances such as Form 2366);



(a) DISPOSE after 20 years.

)

3
~-Financial Statements, Statements of Financial Condition,

Supplementary Statements of Commitment and Contingencies,

4

arrative Summaries of the Ravenue Accounting System and

-

a descri?;ion of each major IRS Aécougting Croup
-Consolidated Semi-Annual Report of Administrative Reso-~
iutions of'irregularities in accounts of_accounfabie
officers (shoftages under $150) including §ack-upAréports;

and account 3000 - Summary of Counterfeit Bills;

~Semi-Annual Bank Draft Report, such as Report Symbol Yo. A-iSé;

-Accounting Books of Original Entry for Guam, Puerto Rico .

”lafand Virgin Islands for use by National Office for accounting

(b) RETIRE to Federal Records Center after 5 years.

~Report of Gross Revenue Collections and the monthly

Analysis Narrative;

-Regional and U. S. Consolidated reports, narrative,
statistical or anzalytical;

(a) DISPOSE after 10 years,

{b) RETIRE to Federal Records Center after 3 yearé.
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Report #36);
ngleg:aphic Réport 24 - Amount of Individual Income Tax
.1Co}1ections ﬁbr the period April 1 through April 30
(such as Report #37);
i-TeIegraphic‘Report #5 - Amounts of ail tax coilections
tiireceived duriﬁg the pericd June 1 tﬁrough Juﬁe 30 (such
as Ra§ort #338).
v; :(a) Telegfaphié Reports
1 DISPOSE when tabulations have been made.

(o) Tabulations

>~

1 DISPOSE aiter 4 years. : T .

inregration 0f izgency-Treasurv accounting resulss

oerts Furnisned to Azencies on a monthly basis tc facilitate

-Uﬁdisbufsed Appropriation Account, such as Fora BA 6653“
;-(su:mary acccunt of eadh apsropriation azd funé shcwing;

.ielated transactions). ‘
2.—Repoft 2f Unavailable Receipt Transacticens, such as-Form BA 6655,.

=Voucher and Schedule of Withdrawals and Schedules, such as

o process

rr

SF 1081 (used within Treasury disbursing area
expenditure witndrawals and credits between appropriatioen,
fund and receipt accounts):

arrant, such as Treasury Form 3213

-Aporopriaction

By apnropriaticon s:wbol, the individeal amounts z2ppropriated


https://Withc.ra

.
' . )
' ’ !
- * .

ke ’ -17- « CLT
~Svrzlus Warraent, such as Treasury Form 524 (withdraws the

unechligated balance of the apprepriation remaining at

¢

the expiraticn of the period of availability for obligzation);

~

(1) DISP0SE after 20 years; S o
(2) RETIRE to Federal Records Center after 5 yaars;

, 35. Data Procsssit

uQ

Managzenent Records consisting of develcpment cf ‘

po‘i ies and.pr:ceiures governing the convesrsion to méchanization.~ Inclﬁdes
conérol coordination and ona”akson of prosra“.CE?QJZLXYSiH CWCDQD\G?i'§%*fL_JVa
- \QQA&ID{\QC)‘\.‘ e (D and Ice O OXOOC) Zed
~{1§ k}g;,; S2Q8% after 15 years. (T' C}§2£;¥TIJQ~X1C5rL*V' ,
3,{5 7S

£

(2) ZTIRE to “ederal Recorés Center arter 5 years.

Ta

36. Data Processinc Tguionment and Svstem Feessibi 1it ty Studies and

Evaluations. Case files include studies and analysis, cost an alysxs, stn’" '

.apurovals, coordinations or disapprovals; correspondence, authorities co

lease or purchase eguipzent, and specifications for procurzment of equipﬁent.
(YOTE Is cuto;Lannnally, or upon completion of project or project phase.)
(1) DISPCSE =z2fter 15 years.

(2) RETIRE to Federal Records Center a;ter 5 years.
:37. Case Files of Data Prccessing Equipment Accep ility ‘Testina.‘ Contaln
‘ i

procedures and guidelines for testing, testing forms, interim and final‘

A

reports of the test, and related correspondence., (ROTE:IS ¢t off when test

is completed or contractual requirements of the acceptance test have been
i

met, )

. (1) DISP0OSE aiter 6 years.

-

(2) RETIRE to Federal Records (enter after 3 years. ’
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1) DISTI:EE
A Y
g T e e S -~ g fady w x A\ 5 L7 sy s < D
39, . Svstem Tifacciveinazs Casza Pilaw Yaintenance information, sudport
ST
RS P - B SR - ) 4
capanilities, eguipment coniigurations, reguirements dor additicnal

sY3tems ;.
2
O
ti Y " . Ry P ’ “ " -~ pran A g C N
{2y TITIET o T ecords Cancer giter 3 vears.
M A, g R I T R = e 1Y g 3 . -
20, Vzchiue ¥oiliczzisn Desorts.  Meomthlv computdr nrinted repor: of

£i:7 susmissions -~ Usage, Inventorr, Zccoicment CGains and Losses,)ané
zzzuzl IOPT Czins and Losses.,  (Sucn as S0-aCT5:A-0
(1} DISPOSE after 5 years.
(2) TTIRE to Federal Records Canmter ziter 2 wears.

(NO-ACTS:C-177) A ,
L1, Zox Score Analvsis/ comparing montnir znd cumulazive majer Collection

rezran information to last year's accomplishmencs, aschelulas, vear end

obiectives and manpower utilization and effectivenzss dara. 3Zox Score

Trend data listing selected data developed from Box Score informatien;
Forms

IDRS Bex Score Analysis.,  (Such as/M-3506, M-5307 and =332y,

(1) DISPOSE after 20 years.

(2) RETIRE to Federal Records Center after i0



¢ o |

42, IDRS Reports

-IDRS Accounts Receivable Report such NO-ACTS:C-177, cavering
issuances, dispositions, and inventories of notice accounts,
TDA's and suspended accounts;

-IDRS Delinquent Returns Report such as NO-ACTS:C-177, covering
issuances, dispositions and inventories of TDI's and pre-TDI
Notice Accounts;

-IDRS Addendum Reports such as NO—ACTS:C~177? containing man-hour
data and information about Investigations, Refurns Compliance

. . ’ —r
Programs, Enforcement Actions, and Delinquent Returns Secured}

Q.

~Parallel- Reports,. Korm50445—NO-ACES €170, for—verifiecation,
(1) DISPOSE after 8 years.
(2) RETIRE to Federal Records Center after 3 years.

43. Collection Division Workload Manpower Schedulé, NO-ACTS:C-79,

such as Form 3469, received from D,0.'s on fiscal and semi-annual
basis. : )
(1) DISPOSE after 8 years.

(2) RETIRE to Federal Records Center after 3 years.
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@:cussEric av Neeric TaDICES @)

Alphabetical Index

Item
Acceptability Testing (DP Equipment) 37
Account Activity (Deferred) 47 (2)
Accounts Recap (Uncollectable) 47 (2)
Accounts Receivable Report (IDRS) 42
Activity Recap (Collection) 47 (2)
Activities Report (Collection) 47 (2)
Addendum Report (IDRS) | 42
Administrative Management 1
Awards and Suggestions 7
Box Score Analyses 41, 42
Career Management Program 15
Check Lists (Bnployees) 8
Collection Activity Recap 47 (2).
*Collection Activity Report _ 47 (2)
~Collection of Taxes (Background & reference) 20
Collection Workload Manpower Schedule . j j43
Communication Management A
Computer Program Books (CPB) 32
Computer Records created by Monroe Equipment 48, 49
DP Equipment Acceptability Testing 37
DP Equipment and System Feasibility Studies 36
DP Management Records 35
DP System Eiffectiveness Case Files 39
-
DP Work Schedules, source decks, object decks, 32

run phasing sheets etc.

*Obsolete



‘Defarred Account Activit,(eport

‘Delinquency Notice and TDI Activity Report

Deiinquent Returns Report (IDRS)
Edit Controls of Notices and TDA's
Pmployee Check Lists

Equipment Studies (DP)
Feasibility Studies

Forms and Form Letters

Forms éSubstitute)

Housekeeping Records

IDRS Accounts Receivable Report
IDRS Addendum Report

IDRS Box Score Analyses

IDRS Delinquent Returns Report
Internal Audit Records

Internal Management Issuances
Machine Utilization Report
Managenent and Organization Records
Management of Data Processing
2400 Manpower Utilization
Monroe Computer Qutputs

NORP Reports

Notice and TDA Edit Controls
Notice Reports

Offers in Compromise

A . . . s -
Offers in Compromise (Public Use)

47 kZ)

47 (1)

36
36
12

13

42
42
41, 42
42
11
14
40

- 35

48, 49
10
27
47 (1)
25

26



b

Offer in Compromise Repo!s

Cffice Services Records

Org;nizacion Records

Parallel Reports to IDRS

Progran Requirement Packages (PRP's)
Progran Testing

Public Use Files (Offers in Compromise)

Reports (analysis)

Reports (Statistical)

Returns Processed and Notice Activity Report

Sensitive Case Files

Statistical and Narrative Reports
Studies and Analyses (Révenue Receipts)
System Acceptability Test (SAT)
Systen Effectiveness Case Files (DP)
Substitute Forms

Suggastions and Awards

Taxpayer Case Files

Taxpayer Case Files (sensitive)
Taxpayer Service Trendex Reports
TCMP Records

TDA Edit Controls

TDI Activity and Delinquency Notice Report
Testing (D? Equipment)

Testing (System Programs)

e

Transitory Records

Work Planning and Control (WPC)

% opghsoirace

46, 47(L)
3
1

42

31

‘38

26

41~4s; 27
33, 34
47 (1)

21, 23

33, 3

50
38
39
13
7

22

21, 23

45

28, 29

27
47(1)
37

38

30
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ACTS Records Control Schedule RCS 116
. ALPHABETIC AND NUMERIC INDICE

Numeric Tndex

Form Mo, RCS Item No.
133 - ) 33(2)

224 . 33(2)

TF 523 34

TF 524 . 34

SF 1081 : ‘34

1965 . 33(1D)

1968 33(3)

- 2025 ‘ 33(2)
2162 . , 33(1)
2353 33(2)
2366 33(2)
3267 ’ 33(2)

3469 o 43
3548 : 32(11)
3996 33
3997 - 33(2)
TF 4196 47 )
M 4355 44,

* 5044 h 42
5176 47(2)
M 5284 45
M 5506 » 41
M 5507 41
M 5944 41
BA 6653 34
BA 6655 34
BA 6727 . 33(2)

BA 6728 33(2)

% obsolete





