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Debt Collection Records 

Assistant Commissioner, Debt Management Services 

The Financial Management Service (FMS), a bureau of the United States Department of the 
Treasury, manages the collection of delinquent debt owed to the government FMS collects 
delinquent debts owed to the United States government, as well as Income tax .debts owed to 
states and overdue child support payments owed to custodial parents This records schedule 
covers the recordkeeping copy of information used by FMS to establish debt collection policies 
and procedures, perform debt collection services, report on debt collection activities, and manage 
the Debt Management Services (OMS) business lme and debt collection systems The 
information comes from a number of sources, including federal agencies, state agencies, credit 
bureaus, and pnvate collection agencies 

This schedule excludes records concerrnng either Individual Indian Moneys (11M) or Indian 
Tnbal Trust Funds Under current Department of the Treasury policy, all documents, data, and 
tangible thmgs contaming mformation that relates to 11Mand Tnbal Trust Funds and assets are 
to be preserved until further notice, 10 compliance WIth the preservation obligations set forth 10 

the Federal Rules of CIvIl Procedure and vanous court orders pertammg to the retention of such 
documents, data, and tangible things 

ThIS records schedule covers paper and electromc records In Debt Management Services offices 
for past and current programs, and mformation In past and current systems In the Debt Collection 
segment of FMS 's enterpnse mformation technology architecture ThIS schedule ISdesigned to 
be flexible enough to cover any new programs established by FMS to support the Debt 
Management Services business lme, and any successor systems Implemented by FMS to contain 
the types of information descnbed below ThIS schedule authonzes the disposition of the 
recordkeepmg copy 10 any media (media neutral), to enable FMS to manage records based on 
information content, not format 

Policy records set forth the rules and procedures govern 109 debt collection activities, and provide 
guidance to agencies and the pubhc These records are covered on this schedule by Item 1, 
Policy Records 

Federal program agency operations records mclude the input received by FMS from federal 
agencies, the output reported to those agencies, and the transaction processing data mamtained 
by FMS at the indrvidual case or agency level of detail (as opposed to being consolidated at the 
federal level) Typically, the mformation ISsubmitted to or reported by FMS on a routine baSIS, 
10 accordance WIth requirements set forth In the Treasury Financial Manual (TFM), TFM 
supplements, and related pubhcations Often the mformation contained In these records WIll 
exist In some form at both FMS and the federal program agency that has a debt or claim These 
records are covered on this schedule by Item 2, Federal Program Agency Operations Records 
Examples of federal program agency operations records include 
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Information m the Debt Check system, extracted from the TOP database, used to confirm 
whether potential recipients of federal financial assistance owe delmquent nontax debt to 
the federal government 

Information on the status and condition of a federal agency's nontax debt portfolio, m the 
Debt Management Information System/Treasury Reports on Receivables (DMIS/TROR) 

Collection files and debt, payment, offset, and reversal information in the FedDebt 
system 

Information on delmquent debts owed to federal and state governments and matches for 
the purpose of offsettmg or levying payments to recoup morues owed, in the Treasury 
Offset Program/Call Tracking System (TOP/CTS ) 

Treasury program operations records mclude the mput, output and transaction processmg data 
mamtamed by FMS for FMS or Treasury accounts used to support the Debt Management 
Services busmess lme (for example, to account for fees received by FMS), and data that FMS 
consolidates at the federal level These records are covered on this schedule by Item 3, Treasury 
Program Operations Records Examples of Treasury program operations records mclude 

Information on the status and condrtion of the federal government's nontax debt 
portfolio, in the Debt Management Information System/Treasury Report on Receivables 
(DMIS/TROR) system, used by FMS, GAO, OMB, and others to mom tor agency 
compliance WIth the Debt Collection Improvement Act of 1996 

Information m the FedDebt system used to manage and monitor the effectiveness of the 
debt management program 

Call statistics and other mformation in the Treasury Offset Program/Call Trackmg 
System (TOP/CTS) used to mom tor TOP Call Center performance 

Other Items on this schedule cover significant reports produced by Debt Management Services, 
and the records used to manage and operate the DMS busmess lme and debt collection systems 
These records are covered by Item 4, Consolidated Reports, and Item 5, Program or Project 
Management Records 

1. Policy Records 

a The recordkeepmg copy of all policy directives Includes policies, procedures, 
instructions, and forms for federal agencies, the public, and other participants in the Debt 
Management Services business lme, major studies or reports, mformation on key agency 
decisions, and records that contain mformation of histoncal value that ISnot available 
elsewhere Policy direcnves mclude, but are not lirmted to, mformation pertammg to Debt 
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Management Services m the FIeld Operations Manual (FOM), the Treasury Financial Manual 
(TFM), and TFM supplements such as "Managmg Federal Receivables", "GUIde to the 
Federal Credrt Bureau Program", and the "Instructional Workbook for prepanng the 
'Treasury Report on Receivables and Debt Collection Activmes" 

PERMANENT Cut off when revised, superseded or canceled Transfer to the NatIonal 
Archives 20 years after cutoff 

b Worksheets, announcements, and guidance matenals for federal agencies, the public, and 
other participants m the Debt Management Services business lme ThIS includes 
announcements of a rout me nature, such as dates for reportmg requirements, fact sheets, and 
Frequently Asked QuestIons (FAQs) or similar lists of anticipated questIons and answers, 
such as those published on FMS Internet sites 

TEMPORARY Cut off when revised, superseded or canceled Delete/destroy 20 years after 
cutoff, or when no longer needed to explain the business context or add to the meamng or 
value of other records, whichever IS later 

2. Federal Program Agency Operations Records 

Information submitted to FMS by or about other federal agencies, or mamtained by FMS at 
the individual case or agency level of detail, for debt collection transaction processing and 
servicmg operations performed for Federal program agencies ThIS includes input received 
from, and output reported to, federal agencies, state agencies, credit bureaus, and pnvate 
collection agencies 

TEMPORARY Cut off at the end of the fiscal year in which action on a debt or other Item 
IScompleted Delete/destroy 7 years after cutoff 

3. Treasury Program Operations Records 

Input, output and transaction processmg data mamtamed by FMS for FMS or Treasury 
accounts used to support the Debt Management Services busmess line, and data that FMS 
consolidates at the federal level 

TEMPORARY Cut off at the end of the fiscal year in which action on a debt or other Item 
IScompleted Delete/destroy 7 years after cutoff 
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4. Consolidated Reports 

a The "Annual Report to the Congress, U S Government Debt Collection Actrvities of 
Federal Agencies", and significant reports on debt collection and debt management services 
contammg information of historical value that does not appear in other Treasury reports 

PERMANENT Cut off at the end of the fiscal year Transfer to the National Archives 20 
years after cutoff 

bOther information vahdated, compiled, consohdated, and reported by FMS on debt
 
collection and debt management services
 

TEMPORARY Cut off at the end of the fiscal year Delete/destroy 7 years after cutoff 

5. Program or Project Management Records 

Correspondence, reports and other records accumulated in managmg and carrymg out 
assigned functions These records document program or project management funcnons, 
mternal procedures, nutianves, plannmg, management controls, performance measurement, 
and other program or project-related Issues 

a Program or project management records that are used throughout the duratIon of a program 
or project, or until superseded by a new version Includes records used to document 
performance cntena for services, management controls, roles and responsibihties, the 
allocation of charges and payments, and mtegnty guarantees, or to monitor and evaluate a 
program or project. These records may mclude, but are not hrmted to memorandums of 
understandmg, mteragency agreements, service level agreements, fiscal agency agreements, 
financial agency agreements, non-disclosure agreements, and the busmess owner's copy of 
contracts 

TEMPORARY Cut off at the end of the program or project, or when superseded by a new 
version Delete/destroy 7 years after cutoff, or when no longer needed to explam the 
busmess context or add to the meanmg or value of other records, whichever IS later 

b Subject files pertammg to a specific aspect of the program or project, for example, a 
specific Issue, a specific program participant, or activities dunng a specific time penod 
These records may mclude, but are not hrmted to, analyses of specific Issues, correspondence 
WIth federal agencies or other program participants, mtenm reports, or the busmess owner's 
copy of audit reports 

TEMPORARY Cut off tiles after action on the subject IS completed, for example, when the 
Issue IS resolved, the particrpant leaves the program, or the time penod ends Delete/destroy 
7 years after cutoff 
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c Records that relate to the mternal adrrumstration or housekeepmg actrvines of a program or 
project This may include mternal activity and workload reports, routine notifications of 
meetings, letters of transmittal that do not add any information to that contamed in the 
transrmtted material, suspense and tickler files, and similar matenals that do not serve as the 
basis of official acuon or unique documentation the functions for which the program or 
project exists 

TEMPORAR Y Cut off at the end of the fiscal year Delete/destroy 3 years after cutoff 
Longer retennon IS authonzed if records are still needed for business purposes 
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RECORDS ITEM ORGANIZA RECORDSERIES 
SCIIIWULl TION GENERAL 

DESCRIPTIO' ClJRREVf DlSPOSITlO' RECORD SCHEDULENI-4ZS..{l9..{l1 RECORDS rQ\lMENTS 
SCHEDULES 

Item I .. Item l b 

PollI:) Polk) 
Rc-IE"orW IUtords 

lpern.nenl) (I~mponr')) 

It~mZ flrml Itrm ... ltem e b, IlrmS .. 
Pederal Treasury COlDolklalrd COl'l!lolldal~d Prog/ProJ 
Program Program Rrpgrls Rrportl Mgml 

Ac~nC) O[>l'nllolD (pern.tx:nt) (t~mporar')) R.eeords 
O[>l'rlliluru. R.eeords [used 

R... "'" 'Imllll,hout 

IlrmS!>, 
Pros/PmJ 

Mgmt 

Retords 
(,ubjrlE"' 

.In) 

IIrmS~ 
Prog/Proj 

Me"" 
IUtords 

(program 
IIdmlnlstra 

rom"" 'Ion 
NI-4:!S- I DMS DSD Admtmstratwe Wage Paper case files that include an A WG request form CutolT closed cases at the 
03 I AWGB AWGB Garnishment Debtor Case which IS sent to the AWG branch by the pnvate end of each Fiscal Year 

Files collection agency servrcmg the debtor that owes the Retain on site for I year 
debt and an A WG package which IS sent to the and transfer to the 
debtor s employee The AWG package Includes a Washmgton National 
Notice Letter (SF-3:!9A) Wage Garnishment Order Records Center Destroy 

(SF 3298) Wage Garnishment Worksheet (SF-3:!9C) 7 years after cutoff 
Employer Certification (SF 3290) AWG 

Garnishment 
Comphance 

Request fonns A WG Employer Non 

form AWG Tertmnauon or Debtor X 

Hardship Heanng Request form debtor heanng 

documentation and A WG Heanng Resoluucn form In 

addmon. A WG has an mternal A WG package 
checkhst that IS included In the file but IS not sent to 

the employer On occasion the case file Will mclude a 

Private Collection Agency Momtonng System 

(PMAC) or Debt Management Servicing Center 
(DMSC) system pnntout that verifies debt obhgauon 

Ongmals of the guidance presented to agencies about Close files at end of flscal 
the Cross Servicmg Program at the annual debt year Destroy w hen no 

collection con ference or at meetings throughout the longer needed X 

NI425 

03 I 
I CPB 

DMSDSD 

CPB 

Workshop 

Collection 
Flies 

and Debt 
Conference 

year With new and ensung agencies parucrpatmg 
Cross-Servicme Proaram 

Information about debt collection conference or 

m the 

Close files at end of Ilscal 
meeting lOgIStiCS and admuustranon such as the 

conference organizer's copy of procurement 
year Destroy when 

longer needed 

no 
X 

documents for the conference facrhry 
NI-42S I PCB DMSDSD Comphance Rev lew Case Annual audits are conducted on Pnvate Collection Close file at end of fiscal 
03-1 cr PCBCf Files Agencies (PCA) to ensure they are m comphance With year m which the contract 

Treasury s PCA contract. An mitral report IS prepared expires Transfer to the 

pnor to the on sue VISit, w luch mcludes documentation Federal Records Center 
regardmg demand letters. payment agreements the Destroy 7 years after 
number of account resolutions file rejection reports exprranon of contract, 
and any other ISsues While on Site a worksheet IS X 
often unhzed to check certain areas of concern and to 
document where unprovement IS needed Upon return 
from the Comphance Review a Iinal report IS 

prepared and ISsued With a cover letter to the PCA 

The PCA sends a response to the report to dISCUSShow 
the fmdmgs will be met 

Nl-425- 2 DMSDSD Adrmmstranve Wage A debtor may request a heanng about the existence or Cutoffwhen a final 
03-1 AWGB AWGB Garnishment Heanng amount of debt of the terms of the proposed decision IS made Retain 

Rescluucn Flies repayment schedule under the garmshment order on site for I year and 

These files Include the heanng resolution form and. In 

some mstances the documentation associated With the 
transfer to the 
Washmgton National X 

decision (I e a letter from the creditor agency to the Records Center Destroy 

debtor and background investigation documents form 7 years after cutolT 

the creditor agency) 
Ongmals of me guidance presented to PCAs at annual Close files at end of fiscal 
conference or at mtenm meetmgs throughout the year year Destroy when no X 

NI-425 

03-1 
2 PCB 

cr 
DMSDSD 
PCBCf 

Private Collection 

(PCA) Conference 

Agency 

Files 

longer needed 

lnformauon about PCS conference or meeting lOgIStiCS Close files at end of fiscal 
and adrmmstrenon. such as the conference organizer s year Destroy when no 

copy of procurement documents for the conference longer needed 
X 

Iacthtv 

NI-42S- 2a DMS DSD Agency Program Profile Letters of Agreements (LOA) detailing the manner In Close file at end of fiscal 
03-1 CPB CPB Case Files which FMS wrll service and be compensated for year m which agreement 

CSCLS CSCLST managmg an agency s debt portfoho are mamtamed expires Destroy when no X 
T by the CPB longer needed for 

rogram purposes 
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RECORDS ITEM ORGANIZA RECORDSERIES 
SCHEDULE TION GEI'IoERAL 

DESCRIPTIO" CliRRE'T DISPOSITIO' RECORDSCIIEDULENI.....IS-U9-UI RECORDS CO\IMENTS 
SCHEDULES 

NI-425 2b DMS DSD Agency Program Profile Subsequent to the execuuon of an LOA agencies 
03-1 CPB CPB Case Flies submu one or more program profiles mcludmg 

CSCLS CSCLST updates wluch are mamtatned by CPS personnel 
T 

Nt 425 3 DMSDSD Admnustranve Wage Ongmals of the guidance presented at workshops 
03 I AWGB AWGB Garmshment Workshop conducted for Federal agencies In implementing 

Documents AWG These documents include the workshop 

agenda. fact sheets a list of Frequently Asked 

Questions program and process overview A WG 

implementation success. orgamzanonal responsibrhnes 

and debtor nghts, PowerPomt presentation ofLhe 

Regulations and Heanng Procedures and workshop 

NI 425- 3 CPB DMS DSD Debt Referrals Case Files Debt referrals submitted to FMS by creditor agencies 
03-1 SCSLS CPB that do not have electronic filing capabilities 

T CSCLST 

Nt 425 3 PCB DMSDSD Debtor Dispute Case Flies When attempting to collect a debt, the debtor often 
03 I DT PCBDT disputes either the validity of the debt or the amount 

owed on the debt The Private Collection Agencies 

(PCA) receive this documentation and forward It to 

the Treasury for resolution Treasury will then forward 

the documentation to the Federal agency for a 

response Treasury mamtams the uunal dispute 
documentation the rescluuon documentation, and 
reports concerning the status of disputes 

A WG advice provided to Federal agencies These 

documents mclude the Code of Federal Regulations 

NI-425 
03-1 

4 

AWGB 
DMSDSD 
AWGB 

Admunstrauve Wage 

Garmshment Operations 
and Procedure Documents 

(31 CFR Section 265 II) US Code annotated and 

the AWG technical bullenn 

Internal procedures for managmg the AWG program 

Includes the AWG Operations and Procedural Manua1 

NI-425- 4CPB DMSDSD Credn Bureau DISputes Many delmquenl Federal debts are reponed to regional 
03 I CSCLS CPB credit bureaus Commercial and consumer debtors 

T CSCLST whose credit profiles reflect delinquent debts owed to 

the Federal Government often dispute mformanon 

reponed by FMS Dunng collections debtors often 

dispute either the validity of the debt or the amount 
owed on the debt CPS haison personnel are 
responsible for managmg mcommg and responsive 

correspondence between FMS and regional creditor 
bureaus CPS liaisons interact wnh creditor agencies 

requesting venflcauon of debt mfonnauon CPS 

mamtams the mural dispute documentation the 

resolution documentation. and related correspondence 

surrounding these disputes In addmon, CPS also 

mamtams documemaucn requesting rnodrficanon or 
deletion of previously reponed credit bureau 
tnfcrmanon 

heml .. Iteml b. Iteml Hem] Item" .. Item e b, HemS .. IttmSb. nem s e 
P"Uq Pollc:y Fedtnl Trn.lIUI'} ('o", ..lidaltd Consolkiattd Prog/ProJ Prog/ProJ Prog/ProJ

[Ucunb [Uc:ordll Prognm Pror;nm [Uports [Uportll Mgmt Mr;mt Mgml 
(perrtlllnenl) (ItlJ1lOnlJ) Ag~nc:y Openlloll5 (perrtlllntnl) (lemporalJ. [Uc:ords Rcconb 1«<.... 

Operations Rtc:ordll IU!led (subJtc:1 (prognm 
[Uc:ords Ihr0U&:ooul flle§ • •dlTinlstn 

pro ram ".. 
Close file at end of fiscal 
year m which the 

agreement expires 

Transfer to the Federal X 
Records Center when 2 
years old Destroy 7 years 

after cutoff 
Destroy w hen superseded 

or obsolete 

X 

Close case at end of each 
fiscal year m wlnch debt 
IS resolved or returned (0 

the agency as 
uncollectible Retain on-

X
Site for 2 years or w hen 

no longer needed and 

transfer to the Federa1 
Records Center Destroy 
7 years after cutoff 
Close files at end of each 
calendar year Transfer to 

the Federal Records 

Center when 2 years old 

Destroy when 7 years old X 

Destroy when no longer 
needed for current X
busmess or convenience 

of reference 

Destroy when no longer 
needed for current 

X
busmess or convenience 
of reference 

Close files at end of each 
fiscal year upon 
resolution of dispute 

Transfer to Federal 
Records Center when I 
year old Destroy 4 years 

after cutoff 

X 
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RErORIlS ITEM ORGAMZA- R£("ORD SERIES 
SCHEDULE TID!' 

DESCRIPTIO' 

NI-425- 4 PCB DMSDSD Fmancrallnformauon and Payments resuhmg from collecuon efforts are sent to 
03-1 FT PCBFT Reports files Treasury approved lockbov banks When a payment IS 

unable to be identified to a specific deb lor account 
FMS personnel notifies the Private Collecnon Agency 

by sending a Suspense Transaction Report The PCA 
completes the report and Identifies accounts to which 

the payments should be applied peAs may also show 

that a payment may need to be divided among several 
accounts by attaching an Appomonment Form On a 

monthly basts. an Earned Fee Report IS sent to the 

PCA to ncnfy them of the credit they have earned on 

collections The PCA generates a monthly mvorce as a 

result of this notification As pan of the financial 
process, numerous reports and correspondence are 

generated, such as but not hmued to, On-I me 

Processing and Collecnon/Intra-govemmental Payment 
and Collection reports (OPAClIPAC). reversal reports, 
general correspondence. and lockbox activity reports 

NI-425- 5 CPB DMS DSD Agency Recall of Debt Often cases previously referred to Cross-Servrcmg are 
03-1 CSCLS CPB Referrals - Return to recalled (rescmdedj by the creditor agency These 

T CSCLST Agency (RTA) recall requests are generated from the refemng 
agency. requesting that the debt be returned to the 

agency (RTA) for reasons such as deceased debtor, 
bankruptcy stay or discharge, the debt IS no longer 
enforceable or IS mv ahd, the debt was paid m full. or 
the debt referral was Simply an error Recall requests 
are generally a one-page fax form, occasionally 

supportive documentation IS also included Recall 
request files mamtamed m Cross-Servicing include the 

ongmal recall forms w nh supportmg documentation 

and fax form to or from the agencies 

NI-425- 5 PCB DMS DSD Concurrence Requests Private Collection Agencies (PCA) may enter mto 
03-1 MT PCBMT payment agreements w nh debtors based upon a 

standard set of cntena. If a payment agreement does 

not meet the cntena, the peA may send the payment 
agreement terms. along With suppornng 

documentation. such as a credn bureau report, a tax 
return or a flnancral statement (provided to the peA 

by the debtor) to FMS for approval The payment 
agreement may be approv ed wnhm FMS or may be 

forwarded to the ongmal Federal agency for approval 
These are records of deliberations and the mternal 
approval process that support entenng mto a payment 

NI-425- 6CPB DMSDSD 1099C Issuance (IRS Once a case has been through the collecuon process, 
03-1 CSCLS CPB Notification of any unpaid amount at the tune of closure may be 

T CSCLST Forgiveness ofa Debt) eligible for 1099C ISsuance On behalf of creditor 
agencies. haison personnel manage the approval and 

ISsuance of 1099C records [or cancelled Federal debts 

resolved through Cross-Servicing Forgiveness of 
amounts m excess of$600 must be reponed 10 the 

Internal Revenue Service (IRS) and may become a 

taxable event pursuant to provisions of the IRS code 

FMS' 1099C files consist of agency spreadsheets. 
forms forwarded to or received from agencies, general 
correspondence routinely faxed 10 Federal agencies 

and COpies ofactuall099Cs ISsued to debtors whose 

debts have been forgiven 

CURRENT DISPOSITIO ..... 

Close files at end of each 
calendar year Transfer to 

the Federal Records 

Center w hen 2 years old 
Destroy w hen 7 years old 

[tern I .. 

PoUe) 
Records 

(pcrltllllWnl, 

lteml b, 

Polk) 

Ruurw 
(temporary) 

nemz 
Federal 

Pru&nm 

Agene) 
Opc'nllolU 

Reeerds 

RECORD 

Item J 

TruluT) 
Pru&ram 

Operallol'l!l 

Reeerds 

X 

Sf" HEDl!LE J'II1-42S-09..{l1 

Ilcm4a, Itcm4b., 

CO,,"uJidalcd COll:l!olld.,rd..,...... Rrports 
lpertnllnll'nl) (tcmponl"}) 

ItemS .. 
ProglProj 

"lmI' 
Records 

(used 

throughoul.ro..... 

IlcmSh, 
Prog/ProJ 

MImi 

Records 

(lubJcIE"' 

filrs) 

nem s e. 
ProgIProj 

\1,mI' 
Rrcords 

(procnm 

admlnlslra.~" 

GEJ'IIERAI 
RECORDS 

SC'IIEDllLES 
COMMENTS 

Close files at the end of 
each fiscal year m w lnch 

the case has been 

rescinded. Transfer to 
Federal Records Center 
when I year old Destroy 
4 years after cut off X 

Close files at end of 
calendar year m which 

the agreement expires 

Transfer to the Federal 
Records Center when 2 
years old Destroy when 5 

years after cutoff 

Close files .al the end of 
each fiscal year upon 

resolution of debt 
Transfer to Federal 
Records Center when 3 

years old Destroy 8 years 

after cutoff 

X 

X 
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RECORDS ITEM ORGANIZA- RECORDSERIES 
SCIIEDULE TIO' GENERAL 

DESCRIPTION ClTRRl.NTDISrOSITIO"I RECORDSCHEDULENI....2S.(Jfl.tl1 RECORDS 
SC'IIEDULES 

COMMENTS 

Iteml .. 
Pulk") 

Reeords 

(pcrm.nrnl) 

Itemlb. 
Pnlk) 

Record! 
(Ie~nr}) 

Ilem2. 
!-edenl 
Pr"gnm 
...... ,<) 

Opcnllons 
R1e"rds 

lIem.~, 
Treasur} 
Pror;ram 

Opcnllons 
Rec:onb 

Ilem"" (lem4b 
CORSolid.,ed Consolidated 

Reports Reporls 
(pcnllllrlent) (Ie~nr}) 

"emS .. 
Pro&,Proj 

MImi 
Rrcords 
(uu:d 

throuaooul 
roKnm) 

(temSh,. 
Prvg/Proj 

Maml 
R1eordl 
(luhJec:t

me,) 

',emSe 
PrvglPrnj 

Maml 

Records 
(prognm 

.dmlnllltn 
lion) 

NI-425- 6PCB DMSDSD Adrmmstranve An adnumstrauve resolution provides the private Close files at end of 
OJ-I MT PCBMT Resolutions collection agency (PCA) the opportunity to cbtam calendar year Transfer to 

credit for those debts when a debtor lS deceased. the Federal Records 
bankrupt, or 15disabled wrth the mabihry to pay A Center V. hen 2 years old 

PCA submits an adrmrnstrauve resolution request Destroy when 5 years old X 
along With documentation to prove the findings This 

documentation may Include. but not be limned to, a 
credit bureau report, a financial statement. and other 
legal documents to prove the findmgs 

NI-4!5- 7CPB DMS DSD Department of Justice Enforced lmgaucn or comprormse requests requmng Close files at the end of 
03-1 CSCLS CPB Referrals - Claims assistance from the Department of Justice (001) are each flscal year upon 

T CSCLST Collection LItigation prepared and managed by a Department of Justice resolution of debt 
Referrals (CCLR) haison Within the Collecuon Policy Branch Due to the Transfer to Federal 

sensitive nature of both the Claims Collection Records Center when 3 
Litigation Report (CCLR) and supporting years old Destroy 8 years X 
documentation (tax returns (submitted by the debtor), after cutoff 
financial documents, etc I, these matenals are not 
stored In general file areas located throughout the 

CPB Instead. separate locking file cabinets In a 

designated area house all DOJ matenals and related 

NI-425- 7 PCB DMS DSD Agency Account A Federal agency may request that an account. which Close files at end of 
03-1 MT PCBMT Return/Recall Requests IS being serviced by Treasury, be returned to them at calendar year Transfer to 

any time Pnor to returnmg the account. 
conducted mto the status of the account 

research IS 
The ongmal 

the Federa1 Records 

Center when 2 years old 
X 

request and the documentation associated With the Destroy when 5 years old 

research are stored for reference purposes 

NI-425- 8 CPB DMSDSD Fmanciallnforrnanon and Ftnancral team members rcutmely respond to Hard COpies of reports GRS!O 
03-1 CSFf CPB CSFf Reports questions about DMSC financial transactions by and Cutoff at the end of each rtem e . 

through the use of a vanery of financial reports fiscal year Destroy I year Pnnt Frle or 
generated Within DMSC The four pnmary Ilnancral after cutoff GRS!O 

reports regularly dutributed are New Case, Item 5-
Collection Acuvrty, Fmanctal Transaction Detail Extracted 

(specific to a transacnonl, and Fmancral Acuvuy lnformauon 

(covenng multiple transactions} A Suspense 
Transaction report lS also unhzed through mformauon 
obtained from lockbcx banks or data from within 

NI-425- 8 PCB DMSDSD PCB Markenng and These documents may Include. but are ncthrmted to, Close files at end of each 
03-1 SPT PCB SPT Trammg Documents ongmals of PCB fact sheets. conference and trammg calendar year Destroy X 

.Qfesentahon packages "hen 5 years old 
NI-4!5- 9CPB DMSDSD Creditor Agency Payment Fmancial Team members mamtam records contammg Cutoff closed files at the 
03-1 CSFf CPBCSFf Information creditor agency payment information For example end of each fiscal year 

V. hen a crednor agency such as the Department of Transfer to Federal 
Veterans Affairs or the Small Business Adrmmstranon 

sends agency payment information on a debt no longer 
Records Center I year 
after cutoff Destroy 3 

X 

In the Cross-Servicing Program, CPB financial staff years after cutoff 
notifies the designated agency contact or FMS' 
mabrhty to post the reported payment 

NI-425- 9 PCB DMSDSD System Development These documents may include. but are not limned to. Close files at end of GRS 20. 
03-1 SPT PCBSPT Project Files project plans system requirements. testmg plans, and calendar year Destroy Item II 

scrmts related to svsrem dec elccment v. hen 5 years old Sys Doc 

Rees X-Walk DMS Oc.-21-2010 Paee 4 



RECORDS ITEM ORGANI7.A RECORD SERIES 
SCIIEDULE no' GlNERAL 

DESCRIPTION CURRENT DlSPOSITIOI\ RECORD !'CHEDULE I\1.....ZS-09.{l1 RECORDS CO\tME'TS 
5rIlEDlJI ES 

ttemt e, Item l b IlrmZ. Item I, IIrm4a, Ilrm4b. ItemS., ItrmSb, Irem s e, 
Polk) rulk) Fedrral Tn:uul") Consolidated Consulldated P....g'ProJ P....g'ProJ Prolt'ProJ 

RrroniJ Rec..rds Program Pro&:r.m (Uponl IUpurtJ Mgml M,mO M,mO 
(permanent) (temporar)) AgrIK) Opereucre (pcrmahC'nt) (tempor.r)) IUron" RHords RHortb 

Oper.tloru Ruords {used (lubJect (progr.m 
Ruurd. throughout filcl) admlnbtr.-

P'" <om! ,~"
NI-425- 10 DMS DSD Intra-governmental Transactions reports and other mformauon needed for Reconcrhauon or audit GRS20 
03-1 CPB CSFT Collection Reports temporary use I for example, unnl an mqurry IS matenals are placed m uem 5-

addressed and resolved). from DMSC. Intra- files for hrstoncal Extracted 
governmental Payment and Collection (IPAC). or reference and maintained Information 
other systems for I year, then 

destroyed IPAC reports, 
CO\er leiters and fax 

forms are mamtamed no 

more than 30 days or 
w hen no longer needed 
upon agency venficanon 

of'receivrng Ilnanctal 
reports All oflhe reports 

and case rnformanon are 

stored on the DMSC 
system mdeflnnely 

NI-425- lOa DMS DSD Intra-governmental Reconcrhanon or audit records Cutoff at the end of each 
03-1 CPB CSFT Collection Reports fiscal year Destroy I year X 

afler cutoff 
NI-425- 10 b DMS DSD Intra-governmental IPAC reports, cover letters. and fax forms Destroy upon venficanon Existing (2003) schedule stands 
03-1 CPB CSFT Collection Reports of receipt by agency or 

when 30 days old, 
w luchev er IS sooner 

NI-425· I DMS BALD Email Reading File Pnnted COpies of vanous acnon and informational Destroy when I year old EXisting (2003) schedule stands 
03-4 OD messages selected for filmg by the DIVISion Director 

These are arranged chronolcmcallv 
Nl-425- 2 DMS BALD Director's Reading File Contains COpies of pubhcanons, mcomtng Destroy when I year old Exisnng (2003) schedule stands 
03-4 OD correspondence. and manuals such as the lnformaucn or when no longer needed 

Technology Secunty Pohcy manual for current bus mess. 
whichever IS later 

NI-425· 3 DMSBALD Director's Subject Files Arranged alphabetically, tlus contams correspondence, Cut off at the end of each Existmg (2003) schedule stands 
03-4 OD memorandums, reports. and comparable records fiscal year Destroy 3 

concemmg program management matters with w hrch years after cut off
 
the Director deals It mcludes hand-wntten
 
Cornrmssroner staff meeting notes/minutes, pnnted
 
COpies of presentations given by staff members dunng
 

the year. and rmnanves ofmterest to the DIVISion
 

NI-425- 4 DMSBALD Agency Portfohos	 These records document agency commitments and Cut ofT when all 
03-4 ALRB	 schedules for referral of dehnquent debts as required transactions With agency 

by the Debt Collection Improvement Act of 1996 are completed Destroy 
(DCIA) Includes background mfotmanon on the 10 years after cut ofT 

agency. debt referral schedules faxed to FMS by the 
agency, record Copies (yellow) of correspondence with X 
the agency, email messages. certification of Treasury 
Report on Receivables (TROR) by the agency, agency 

meeting documents. FMS summanes ormeeungs With 

the agency. and comparable records These are 
arranged alphabetically by name of the agency 

NI-425- S DMSBALD Treasury Report On These files consist or quarterly and annual reports on Cut off at the end or each 
03-4 ALRB Receivables (TROR) File receivables due from the pubhc Arranged by fiscal fiscal year Destroy 10 X 

I year, these date from 1994 through the present year; after cut oCT 
NI-425- 6 DMS BALD Taxpayer Identification These are used to ensure that agencies submit SOCial Cut off at the end of each 
03-4 ALRB Compliance Report secunty numbers as required Arranged by calendar calendar year Destroy 7 X 

I year years after cutoff 
Ongmals of guidance presented at trammg for Internal CUI off at the end of each
 

and external customers about the DClA, debt calendar year Destroy 3
 

management processes. changes m legtslauon and years after cutoff
 
Xregulations. and changes and trends m the debt NI-425- DMS BALD Workshops and7 collection area	 These are arranged by date of 03-4 ALRB Conferences File 

presentation 

lnformanon about traunng lOgIStiCSand adrnuustranon. Cut off at the end of each 
such as the business owner's copy of hotel contract calendar year Destroy 3 X 

rocurement mforrnanon years after cutolT 
NI-425- 8 a l DMSBALD Debt Management Data on electromc media Current data (current year Cycle olTto lnstoncal file No retention specified. thts IS fihng mstrucnon 
03-4 ALRB lnformancn System and nrevrous 4 Years when 5 vears old 
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RECORDS ITEM ORGAl'oIZA- RECORD SI:.RlES 
SCHEIlUI E TIO' GENERAl 

DE..<;;CRlPTION CURREl'oT D1~POSI no ... RECORD OCHEIlULE NI-42S-09'()1 RECURDS rO\IMENTS 
SCHElll1lES 

nemt e, Item I b. Itrm2, nem r. Itrm4a, Item a b, IlrmS., ItrmSb.. nems e 
Polky Polky hderal Trnsllr) COT15oUd.trd Consolld.trd Pru&lProJ P"",ProJ ProafPruJ 

R«ords Rrcord, Program Procnm Report, Rrport, \Ir:mt Mr:mt Meml 

(perTl1lllnent) Ilrmponl')) Agrnc} Operations Iperll1llnenl) (te~nl')) Records Reconts Records 

Oper.tlons Records (I1.'Ird (lubJrd (prognm 
Rrcords thrulllhuul .dntnbtr.....,

,"".m) ,"'" 
Federal program agency data on electronic media. Destroy/delete w hen 5 

NI-425- DMS BALD Debt Management such as debt case files [veers old 
X 

Sa."!
03-4 ALRB lnformauon System Treasury program data on electronic media. such as Destroy/delete when 5 

Xmformanon on total collections ears old 
NI-425- 8bla DMS BALD Debt Management Outputs tsunsuca! and related reports) Hardcopy File m agency portfolio No retention spec-fled. tlus IS filmg mstrucuon See 
03-4 ALRB Information System Record copy file N 1-425-03-4 uem 4 for retention of ongmals m 

agency portfolio 
NI-42S- 8blb DMS BALD Debt Management Outputs tsransuca! and related reports) Hardcopy Destroy when no longer GRS20 
03-4 ALRB lnformatron System All other COpies needed for current nem6-

business	 Pnnt File 
NI-42S- Sb2 DMSBALD Debt Management Outputs (statistical and related reports) Electrcmc Destroy/delete when no GRS20 
03-4 ALRB lnformanon System longer needed for current Item 5 

business Extracted 

lnformanon 
NI-425- 8e DMSBALD Debt Management System documentation, mcludmg manuals, procedural Destroy/delete when GRS20 
03-4 ALRB Information System ISSuances, and comparable mformanon documenting superseded or obsolete, Sys Doc 

the creation, maintenance. and use of the system or I year afler the
 

throughout Its life cycle, mc1udmg modrflcauons to the dtscontmuance of the
 
system system
 

N 1-425- 9 .. 1 DMSBALD OMS Busmess Contmurty	 The BCP contains mfcrmauon used as the basis for Cycle oITto hrstoncal file No retention specified, this IS filmg mstrucnon 
03-4 ALRB Plannmg File	 develcpmg the DMS BCP strategy for BCP when:' years old 

development It contains a hst of all the busmess 

functions and processes m each respective 

orgaruzauon wnhm each DMS division Each 

dr, men's BCP contains the tasks, steps, location, 
resources and interdependencies associated wnh each 

business process that need to be recovered Data on 
electromc media. Current data (current year and 
previous 4 years) 

NI-425- 9 b I a DMSBALD OMS Business Ccnnmuty Outputs Hardcopy Record copy File In agency portfolio No retermon specified, this IS filmg Instruction See 

03-4 ALRB Plannmg File file NI-425-03-4 ttern 4 for retention of onginals m 

agency ponfoho 

NI-425- 9blb DMSBALD DMS Busmess Conunuuy Outputs Hardcopy An other COpies Destroy when no longer GRS24 
03-4 ALRB Plannmg File needed for current Item 5a 

bus mess 
NI-425- 9b2 DMS BALD DMS Business Contmurry Electromc Destroy/delete when no GRS24 
03-4 ALRB Planning FIle longer needed for current Item 5a 

busmess 
NI-425- 92 DMSBALD DMS Busmess Ccnunuuy System documentation. mcludmg manuals. Destroy Yo hen superseded GRS20 
03-4 ALRB Plannmg File mstrucnons. and comparable mformauon descnbmg or obsolete. or I year Item II. 

the system and how data IS mpuued, retrieved. sorted after the drsconunuance Sys Doc 

and managed. of the system 

NI-425- 10 a DMSBALD Human Capital	 Correspondence, memoranda, studies, analyses Destroy 2 years from date GRS I Item 
03-4 BAB Management Records	 electrcmc databases, reports and other records relatmg of official record. or 7 Position 

to Human Capital Management responsibilities when superseded or Classrfican 

specrfled by the President's Management Agenda of obsolete, as applicable on Files 

2002, Tille XIII ofPL 10-296. Homeland Secunty 

Act of2oo2. and rmplementmg regulanons and 

gurdelmes promulgated by the Office of Personnel 
Management and/or the Office of Management and 

Budget The offlcial record keepmg copy of these 

documents IS mamtamed wuhm the Human Resources 

DI\'15I0n Analyses of Cntrcal Occupations and 

Competencies These records provide a hstmg of the 

occupational senes and workforce competencies 

(mcludmg knowledge skill. abilities and other work 

charactensucs) that have been determmed as cnncal to 

the rmssrcn success ofFMS 

NI-425- lOb DMSBALD Human Capital Recruitment Plan These records provide a hstmg of Destroy 5 years from date GRS litem 
03-4 BAB Management Records anncipated turnover and planned new hire of plan (companson to 3 Personnel 

requirements for cnucal occupanon pennons GRS 1, Item 25 h) Correspond 
ence Files 
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RECORDS ITE\I QRGANllA RECORD SERI ES 
SCHEDULE TION GENERAL. 

DESCRIPTIO'l/ CURRENT DlSPOSITIO;\ Rl.CORD SClllDUL.E NI ....lS..(J9..(J1 RECORDS CO'\l\tE:,\TS 
srIlEDUL.ES 

nemt e, Ileml b Ileml, Item] Hem4 .. ttem a b, ItrmS .. Ieem s b, nem s e, 
Pobl"} 

Ruorw 
Polk} 

RH-ords 
FC'denl 

Prntnm 
Tn:uW) 
Program 

Cu,"olldared 
IUporis 

COrt!u!idaled 
IUporil 

Proll;fProJ 
MImi 

ProgiProjM,.... Pro&,Proj 
!\Igm! 

(permanent) (Ie""",,ran) All.ct1C' OpcraUolt!I (permanent) (Ie""",,rary) IUrordl IUrords IUcor<b 
Operalkll1l Reeerds (lDed (5ubJeC'1 (program 

Reecrds Ihroughout flksl .dmlnbtn 
pro ram) """ NI-42S- lOb OMS BALD Human Capital General Files These records Include correspondence Destroy y, hen 3 years old GRS I Item 

03-4 BAB Management Records and copies of guidance or regulation ISSUed by or when superseded or 3 Personnel 
Treasury Departmental Offices. the Office of obsolete. whichever IS Correspond 
Personnel Management. the Office of Management apphcable (comparison ence Files 
and Budget. any pertment legtslaucn to GRS I. Item 25g) 

NI-425- IOd OMS BALD Human Capital Feeder Reports. workIng papers, drafts and sIJl1IIar Destroy/delete copies that NI-425-91-
03-4 BAB Management Records matenal prepared m the Human Resources DIVISion or hav e no further litem 3 

submnnng crgamzauonal uruts (e g . Assistant administrative value after Workmg 
Ccmrmsnoner areas) the record keeping copy Papers 

IS made wnhin 180 days 

after the official record 

keeping copy has been 

produced 

NI-425- II OMS BALD General Accounting Records documenting GAO audits of DMS programs Cut off an audit file at the GRS 16 
03-4 PPB Office (GAO) Audit Files and activities The records include the draft and final end of each fiscal year In Item 14 fl.2) 

GAO audit report findings and DMS responses to the which all acuviry Review 

audits m paper form. a diskette contaimng an concermng II IS Files 

electromc copy of the reports and findings, and related completed Destroy 5 
papers Arranged chronologically by fiscal year and years after cut off 
report number 

NI-425- 12 OMS BALD Weekly Reports These mclude the DMS submission to the Weekly Cut off at the end of each 
03-4 PPB Secretarys and the Weekly OFAS (Office of me Fiscal fiscal year Destroy 5 

Assistant Secretary) Report which IS compiled and 
prepared for all ofFMS by the Office of Legtslauve 

years after cutoff 
X 

and Pubhc Affairs Mamtamed by flscal year 

NI-425- 13 OMS BALD Debt Collection Drafls. correspondence wrth congressional and Federal Destroy when no longer NI-425-91-
03-4 PPB Improvement Act of 1996 agencies, including Treasury Department agencies. needed for reference or litem 3 

(DCIA) Workmg Files em311 messages. and faxes concerning the y, hen superseded or Working 

development of this statute obsolete Papers 

NI-425- 14 OMS BALD Regulation Development Drafts. correspondence. and related papers concerning Destroy when no longer 
03-4 PPB File the development of regula lions for DMS programs 

Arranged by title of regula lion 
needed for reference or 
Yo hen superseded or 

X 

obsolete 
N 1-425- 15 OMS BALD Pubhc Comments File Comments solicited by DMS from the pubhc Cut offwhen the 
03-4 PPB concermng pending regulations The regulations are comment penod IS over X 

either proposed or an mtenm rule Destroy 10 years after 

NI-425- 16 OMS BALD Fmal Rules Reference File COpies offmal rules ofDMS regulations mauuamed In Review annually and 
03-4 PPB loose-leafbmders destroy when no longer 

needed for reference or X 

when superseded or 
obsolete 

NI-425- I7 OMS BALD Exemption Requests File Includes debt collection center requests, Cut off y, hen fmal 
03-4 PPB documentauon. and final determmauons from Federal determmanons are made 

agencies, Treasury Offset Program (TOP) exemption 

requests and final determmauons, and cross-servicing 

Destroy when actions are 

superseded or no longer 
X 

exemption requests and final determmanons on these relevant to current 
requests operauons 

NI-425- 18 OMS BALD Pnvacy Act Systems of Includes internal worksheets. drafts and related Cut off when notice GRS 14 
03-4 PPB Records ReVISIOns File documents regarding revisions of'Pnvacy Act systems revision IS completed Item 26 

of records nouce reviews for revrsrons and actions Destroy w hen revisions Pnvacy Act 
taken to revise the system of records are no longer current General 

Admuustrat 
Ion Files 

NI-425- 19 OMS BALD Salary Offset Heanngs File Decisions rendered on salary offset heanngs conducted Cut off when dectston IS 

03-4 PPB for other Federal agencies rendered Destroy after 5 

years from the last X 

mqurry concernmg
Iappeal hearing 

the 

NI-425- 20 OMS BALD lnfortnaucnal Files Contains reference materials relating to the assessment Review annually and GRS 16 

03-4 PPB of the debt collecuon process. benefit offset, Treasury destroy superseded or Item 14 f 
Offset Program process, adrmmstranve wage obsolete matenal Review 

garmshrnent report. selected GAO reports legtslauon. Files 

oversight hearings. and reports to Congress 
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RECORDS fTI':M ORGANfZA· RECORDSERIES 
SCIlt..DULI': TID' 

DESrRlPTfON 

NI-425- I DMS DSD Mortgage Servicing These consist pnmanly of case files documenting the 
03-5 MS Records mortgages serviced under the auspices of the program 

The cases Include Au Force Plant #85. Castle 

Gardens. Castle VISta. Chanute. Gnssom. the Naval 
lndustnal Building. and. the Naval Weapons site The 
Illes contain copies of correspondence. loan acuviry 

reports, facsumle messages. disbursement mformauon 

by agency locancn code (ALC) of mortgage payments 
from the sale of the property, mortgage amoruzanon 

schedules. certificates ofmsurance. mortgage payment 
dtstribuncn reports, loan information fact sheets. and 

photocopies of deeds. notes mortgages. and 
satisfaction of the mortgage. as applicable There are 
also a few subject files and a reading file The former 
deal With the MOU between the Fmancial 
Management Sen/Ice and GSA outlining their 
respective responsitnhnes In managing the mortgage 
servicmg program and related program 

correspondence Overall dates of the records are from 

1994 to May 2002 Most of the records date from 
1995 through 2000 Appro-ornate volume IS ","0 and 

one-half cubic feet 
NI-425- 2. DMSDSD Electronic Mall and Word Includes copies rnamtamed by mdrvrduals m personal 
03-5 MS Processing System COPies files, personal electromc mall duectones, or other 

persona1 directcnes on hard disk or network dnves. 
and copies on shared network dnves that are used only 
to produce the recordkeepma copy 

NI-425- 2b DMSDSD Elecrroruc Mali and Word Electromc COpies of records that are created on 
03-5 MS Processmg System COPies electronic mall and word processing systems and used 

solely to generate a recordkeepmg copy of the records 

covered by the other Items In tlus schedule Also 
includes electromc copies of records created on 

electromc mail and word processing systems that are 
mamtamed for updaung. revision, or dtssemmanoa 

COPIes used for dissemmauon. revtsron. or updatmg 
that are mamtamed In addnrcn to the recordkeepmg 
copy 

N1-425- I DMS Undeliverable lmnai Outgoing correspondence that serves as a nonce to 
04-4 Demand Leiters - Debt mdrvrduals and businesses about a pending debt acuon 

Management Cross- with the Federal Government Those letters that are 
Servrcmg Program undehverable to addressees are automatically returned 

to the Debt Management Operations Center Without 
further acnon and noted as undehverable In a SeJ"V1ce-
Wide mforrnancn management system for tracking 
purposes Note records are used to update database 

NI-425- 2 DMS Undeliverable Offset Outgomg correspondence that noufles debtors a 
04-4 Notices - Treasury Offset Federal payment has been offset In accordance With 

Program the Debt Collection Improvement Act of 1996 Those 

letters that are undeliverable to addressee are 

automatically returned to the Debt Management 
Operations Center and noted as undeliverable In a 

service-wide document management system for 
trackmg purposes Note records are used to update 
database 

NI-41S- 3. DMS Dehnquent Debtor Case COPies of case files penammg 10 debts forwarded by 
04-4 Files various Federal agencies for cross-servicing and 

resoluucn actions under the Debt Collecuon 

Improvement Act of 1996 The records COnsISt of 
notification letters, medical records and claim forms. 
summary data information. and related documents 

The records are used by the Debt Management 
Operaucns Center to collect unresolved debts after an 
allotted delinquent date Paper files dated pnor to FY 
2004 

CURRE..'T DfSPOSlnON 

Cut off files at the end of 
the fiscal year Transfer 
rmmedutely to the 

Washmgton Nauonal 
Records Center Destroy 
In October 2007 

flrml a, 
Polk, 

RKords 
(pcrrranrnl, 

ltemI h. 

Polk) 
RHords 

(Irll1X'nl1l 

RECORD SCHEDULEro.l-42S-09.o1 

hcm2 firm). flrm4a, flrm4b firmS .. frrmSb 
Fedrral TMI:"ul1 Conwlklalrd COl1!.olklaled Progl ProJ ProctProJ 
Pr"lram rrognm Rrp"'rh Reports MImi M,... 
Alene:) Opc:NlUol1!.(prrlTlllnc:nl, (Icmponry, RHordl Reeerds 

Upuatlol15 Records (used i,ubJcrl 
Rrrords Ihrollghoul nln, 

rv..ram 

flrmSc 
Pro&,Proj 

Mlmt 
Rrrords 

(proCram 
adrrinlsln. 

'10" 

Gt..NERAL 
RECORDS 

SCIIEDlTLES 

Exrsung (2003) 

CO\t\tEro.TS 

schedule stands 

Destroy/delete wuhm 180 

days after the 

recordkeepmg copy has 

been produced 

Destroy/delete when 

dtssermnanon revision 
or updating IS completed 

GRS 20, 
Item I.3WP 

Files. Item 
14 E-mail 
Recs 

GRS 20, 
Item 13 WP 
Files, Item 

14 E-mail 
Recs 

Destroy .3 months after 
return ofundehverable 

mad 

GRS20 

Item 2 a(4). 
Input 

Destroy 3 months after 
return of undehverable 

mad 

GRS20 

Item 2 a(4), 
Input 

Close file upon resoluuon 

of debt Destroy 6 years 

and 3 months after 
closure 

X 
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RlCORD" ITEM ORGANIZA RECORD SERJES 
SCHEDULE rtox GENERAL 

DESCRJPTlON CURRlNT DlSPOSITlO' RECORD SCHEDULE '1-41S-$-{)I RECORDS CO\t,\H ..;\"'S 
SCHEDULES 

Item I .. Item Lb, nem z, It~m]. It~m-4 .. It~m4b. nems .. Ir~m5b. Itern s e. 
Pollc~ Polk, F~o.I~rlil Treasury '''lDolidlir~d C..nsolld.t~d Pro&fProJ Prol'PruJ ProgtProj 

Rrnrds 
Ipt"rrr.nrnr) 

Rrcords 
(t~mpora'1) 

ProEnm 
Ag~nc:y 

Prolram RrpuMI 
Opc:rallul'l.'! (pcrrr.lK'ntl 

"porn 
It~mporary) 

MltrI 
Records 

M ... 

Reecrds 

Mlmt 
R«f1rds 

Opc:ratlol'l.'! Records (UJ,~d ,subJI:c:t (proCram 
RrcorW throlJloout m~l) admnbtra-

nro ..ratnJ lion 

NI-US- 3b OMS Delmquent Debtor Case COPies of case files pertammg to debts forwarded by Destroy upon venficanon 
04-4 Files vanous Federal agencies for cross-sen icing and cf scanmng mto the 

resolution actions under the Debt Collection Integrated Document 
Improvement Act of 1996 The records consist of Management System 
nouficauon leiters. medical records and claim forms. 
summary data mfbrmauon. and related documents 

IIDMS) Ifscanmng does 
not occur. paper files are 

X 

The records are used by the Debt Management to be retained 6 years and 
Operations Center to collect unresolved debts after an 3 month afler debt 
allotted delmquent date Paper files dated FY 2004 resolution 
and forward 

NI-425- 3 c OMS Dehnquent Debtor Case Copies of case files pertammg to debts forwarded by Destroy w hen 6 years and 
04-4 Files vanous Federal agencies for cross-servicing and 3 months old 

resolution acnons under the Debt Collecnon 

Improvement Act of 1996 The records consist of 
nouflcanon letters. medical records and claun forms. 
summary data information. and related documents 

X 

The records are used by the Debt Management 
Operations Center to collect unresolved debts afler an 
allotted delinquent date Optical Disk COpies of files 
dated FY 2004 and forward 

NI-42S- 4 OMS Banking and Fmancral The records COnsIStof court papers. letters. summary Close file at end of fiscal 
04-4 Records Supportmg Debt documents and other supportmg documentaucn that year upon debt 

Collecncn Acuvmes support debt collection acuvrnes resolution Destroy 6 

years and 3 months afler 
closure Records may be 

transferred to a Federal X 

Records Center ""hen 1 
year old and no longer 
needed for current 
busmess 

Nl-425- S OMS Treasury Offset Program The files COnsIStof copres of personal bankruptcy Close files at end of fiscal 
04-4 Bankruptcy papers. court notices. attorney commumcauons and year Destroy w hen 5 

Documentation Files related documents submitted to the operauons center years old Records may 
m support ofappropnate debt actions 
scanned mto a servrce-wrde document 

The files are 
management 

be transferred to a 
Federal Records Center X 

system and referenced when needed to substantiate when 1 year old and no 
bankruptcy fihngs m facrlnatmg offset actions longer needed for current 

business 
N\-42S- 6 OMS TOP Correspondence File Includes correspondence needing no response. Destroy when no longer 
04-4 requests from recipients for COpies of offset nonces 

and other case documentation Includes paper and 
needed or w hen 2 years 

old 
X 

electrcruc mail COPies 
NI-42S- 7 OMS Call Tracking System The Call Tracking System (CfS) IS an m-house Archive call history 
04-4 (CTS) database tracking system used to track and monuor records to compact dtsk 

inquires from the public. agencies and others about w hen 2 years old Delete 
debt actions against them II was established to receive when 7 years old 
and service phone mqurres from debtors requesting 

mfonnauon concermng outstandmg debts owed to me 

Federal Government Customer service 

representatives. who access the CTS for pertment 
mfcrmanon about me debt. service callers that are 

routed to the call center The system IS Interfaced \.\nh 

the Treasury Offset Program database where pertment X 

mformanon about debt acuons. In a read-only format. 
can be accessed for review to assist callers System 
data ISgenerated when a ca111Sreceived by a 

Customer Service Representative They can mclude 

but are not hrmted to ca1ler rdenuficanon. name. date 

and tune. agency codes. notice type. congressional 
inquires. resolution codes, debtor type. caller type. 
authcnzauon type. agency Identification, and notes 
System mformanon dates 1998 10 present. 
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RECORDS 
SCHEDULE 

ITEM ORGA.'IL.A. 
nON 

RECORJ)SERIES 

DE.."CRIPTIO"," CURRENT D1SPOSITlOJ' IU.CORJ)SCHEDULENI_U5-09.(J1 
GEl"oERAL 
REroRDS CO'IME""T~ 

SCHEDUL~ 

Item I .. Item l b, IIC'mZ, IIC'mJ, It~rnA.. Item a b. lIemS. IlemSb, IIC'mSc, 
Polk} Polk) l-C'der.1 Tru5ut") Cotaolld.lrd Cotaolkl.lC'd PrO&fProJ Pro&:fProJ Pro&fProJ 

RC'C'ords Ruords Program PrDll:nm Rrports Rrportl M.", Mgml \I,.. 
l(>Crlltllmnl) 11C'lllX'rIlt")) AgC'm:} O(>CratiolU tJlC'rnllmC'nl, (IrlT1pQnry) Rrcorw Ruonb Rrl:ord.'l 

Opcr.1101U RH,"" (l15C'd (subJrcl (pro&:ram
Record. throughout mC's) adminl!ilrll 

NI-42S-
08-1 

I DMS-Office 

of the 
Assistant Ccmrmssroner's 
Office Adnumstranve 

Reference copies of documents that Include 

correspondence, memoranda and other file matenal of 
Cut ofT at the end of each 
fiscal year Destroy 3 

"""'nl tjen 

Exrsung (2008) schedule stands 

ASSistant Files a housekeeping nature ccnsuung of budget, fiscal. years after cutoff 
C omnussione personnel. supply and other operations common to all 
r office as distinguished from the records relaung to the 

specific programs of an mdrv rdual drvrston or branch 
NI-42S-
08-1 

2 DMS - Office 

of the 
ASSIStant Comrrussrcner's 

Office Subject Files 
Correspondence. memoranda. reports and comparable 
records concermng DMS and program matters These 

Cut 01T at the end of each 

fiscal year Destroy 3 
EXISting (2Q08) schedule stands 

Assistant files also mclude Commissioner staff meeting years old after cutoff 
Comnussrone notes/minutes, pnnted copies of presentations given by 
r staff member dunng the year, and uunanves ofmterest 

to the ASSIStant Ccmrmsnoner 
NI-425- 3 DMS- Office OMS Bnefing Books Bnefing books m support of the Debt Management Pennanent Cut off m 5· 
08-1 of the Program Heanngs are held penodrcally before year blocks (e g CY 

Assistant various Congressional subcommittees DMS Bnefing 2004 - CY 2005) 
Comnussione Book dated September 19, 2001-CongresslOnal Transfer to the National 
r Heanngs before the House Government Reform Archives S years after 

Subcommittee on GO\ emment Management, cutoff 
lnformanon and Technology. DMS Bnefing Book 

dated November 2002-Congresslon al Heanngs before 

the House Government Reform Subcommittee on 

Government Management. Information, and 

Technology. OMS Bnefing Book dated June 2003- X 
Congressional Heanngs before the House Commutee 

on Government Reform Subcommittee on 

Government Efficiency and Fmancral Management, 
DMS Bnefing Book dated February 2004-
Congressional Heanng before the Permanent 
Subcommittee on Investigations Senate Commntee on 
Govemmernal Affairs, and OMS Bnefing Book dated 

June 200S-Congresslonal Heanng before the 
Permanent Subcommittee on Inv esngauons Senate 

Committee on Homeland Secunry and Governmental 

NI-425- 4 DMS-Office General Accountmg Records documenting GAO and OIG audns of OMS Cut offaudu file at the GRS 16 
08-1 of the 

Assistant 
Office (GAO) Audn and 
Office of Inspector 

programs and acnvmes The records include. but not 
limned to, the draft and linal GAO audit report 

end of each fiscal year m 
\'w hich all activity IS 

nem 14 tt2) 
RevJC\I,' 

Comrmssrcne General (OIG) Flies findmgs and DMS responses (0 the audits m paper completed Destroy 3 Files 
r Conn I years after cutoff 

NI-425- 5 DMS-Office Weekly Reports OMS subrrussrons to the Weekly Secretary's report and Cut offat the end of each 
08-1 of the the monthly Office of the FIScal Assistant Secretary fiscal year Destroy 3 

Assistant (OFAS) report which are compiled and prepared for years after cutofT X 
Ccmrmssrcne all FMS by the Office of the Legislative and Public 
r AlTa", 

NI-425-
08-1 

6 DMS -Office 
of the 

Debt Collection 
Improvement Act of 1996 

Reference COpies of correspondence and memoranda 

With Congressional and Federal agencies. mcludIng 
Destroy when no longer 
needed for reference or 

Reference 
COpies are 

No retention specified, this IS filmg mstrucuon 

Assistant (DCIA) FIles Treasury Department agencies. email messages. and when superseded or nonrecord 
Comrmssrone faxes concernmg the development of'thu statute obsolete materials 
r 

NI-425-
08-1 

7 DMS-Office 

of the 

Assistant 

lnformanonal FIles Reference matenals relatmg to the assessment of the 

debt collection process, TOP process, administrative 

wage garmshment report, selected GAO reports. 

Review annually and 

destroy superseded or 
obsolete material 

Reference 

COpies are 

nonrecord 

No retention specified, this IS fihng Instruction 

Comrmssione legislation. oversight heanngs. and reports to matenals 
r Congress 

NI-42S- 9 DMS - Debt Exemption Requests File Debt collection center dengnauon requests Cut off at the end of each 
08-1 Program documentation, and final determmanons from Federal fiscal year m which final 

DIVISion agencies, Treasury Offset Program (fOP) exemption deterrmnanons are made 
Director requests and final determmauons. and. cross-servicing Destroy when actions are X 

exempuon requests and final determmanons on these superseded or no longer 
requests relevant to current 

operations 
NI-42S- 10 a DMS - Debt Debt Collecnon Acnvtty Paper record copy of final reports sent 10 Congress or Permanent, cut off In S 
08-1 Program Report the President Includes the "Annual Report to the year-blocks Transfer to 

DIVISion Congress, U S Government Debt Collection Acuvn.es the National Archives 5 X 
Director of Federal Agencies", the Annual Child Support years after cutoff 

report, and the Annual Payment Exemption report 
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RECORDS ITEM ORGANII'..A,· RECORD SERJ[S 
SCHEDULE TTO'II GE'ERAL 

DESCRJPTION CliRREJ\"T [)ISPOSITIO' RECORD SCHEOUL[ NI-42S...(l9.{11 RErORDS COMMENTS 
SCHEDULES 

ltem l .. Item t b, uem z Itrml, Itl'm4 .. lsem a b, IIl'mSa. Itrm5b, Itl'mS{, 
Polk, Polk) Frdtral Tn: .. ur) ConsolklMtrd COl1:!lolJdalrd PrugiProj ProglProj Proa/ProJ 

Rc{ords Rc{ords Program Pre.gnm Rl'ports Rcporu MImi Mgmt Mgl'T1 
(per!TIII~nt) (1I'mpllnr)) Agrne) Uprrlltlon. (per!TIII~nl) Itrmporal'J) Reecrds Rc{ordo Rr{ords 

Oprnllortl Rc{oni! (uud (subjHI (prognm 

RuorW Ihrouehoul nics) IIdmlnislrll 
pro rllm) lion 

NI-425- 10 b DMS - Debt Debt Collection Acuvrty Records relating to the development and transmission Temporary, cut off at the 
08-1 Program Report 

Drvmon 
of debt collecuon activity reports to Congress or the end of the fiscal year 
President required by legtslancn or execuuve order Destroy S years after X 

Director cutolT 
NI·425· II DMS - Debt Designated Debt Master copy of pobcy, procedures. standards, and Permanent Cut ofT when 
08-1 Program Collection Center Bneflng guidance on how to request to be designated as a Debt the guidance IS 

DIVISion Book Collection Center superseded or no longer 
DIrector relevant to current 

operauons Transfer to 

the Nauonal Archives 5 
X 

years after cutofT 

Current Total Volume 

One Binder Annual 
Accretion Closed File 

NI-425- 12 DMS - Debt Debt Collecuon DClA drafts correspondence With congressional and Destroy when no longer Extstmg (2008) schedule stands 
08-1 Program Improvement Act of 1996 Federal agencies. mcludmg Treasury Department needed for reference or 

DIVISion (DCIA) Worlang Files agencies. email messages and faxes concernmg the w hen superseded or 
DIrector development of this statute obsolete 

NI-42S- \3 DMS - Debt Managing Federal Managmg Federal Receivables Reports (8 chapters, 10 Destroy", hen no longer 
08-1 Program Receivables Repon FIle 

Division 
appendices) provide guidance on the requirements needed for reference or 
(statmg and updanng laws and pohctes} governmg when superseded or X 

Director Federal Receivables consistent with DCLA obsolete 
NI-425- 14 DMS - Debt Regulauon Development Drafts. correspondence. and documents related to the Destroy", hen no longer 
08-1 Program File development ofregulauons for the OMS programs needed for reference or 

DIVISion This file includes. but is not hrmted to, drafts of the when superseded or 
Director Federal Claim Collecnon process. comments on obsolete 

regulancns and proposed rules, COPIes ofLhe updates 
X 

and drafts of'vanous Treasury directives and Taxpayer 
ldennficanon Number (TIN) policy Arranged by title 
of regulation 

NI-425· 15 DMS - Debt Federal Debt Collection Proposal paper dISCUSSing the possibility of Cut olTwhen the 
08-1 Program Designation Pohcyand 

DIVISion Regulations File 
estabhsbing Debt Management Servicing Centers to comment penod IS over 
safeguard and protect pubhc memes Destroy 5 years after 

X 

Director cutoff 
NI-425- 16 DMS - Debt Debt Program Relancns Responses to controlled congressional correspondence Cut ofTat the end of each 
08-1 Program Branch Correspondence 

Relanons File 
assigned by the FMS Office of'Legislauve and Pubhc calendar year Destroy 2 
Affairs (LPA) Arranged by calendar year years after cutoff 

X 

Branch 

NI-425- 18 DMS- Debl MIScellaneous Responses to letters received mOMS concemmg TOP Cut olTat the end of the 
08-1 Program Correspondence File debt Correspondence IS not received as controlled calendar year III which 

Relancns 

Branch 
correspondence from LPA The copy of the response the response IS 

IS arranged by date for penodic review or for completed Destroy I 
X 

convenient reference Arranged by calendar year year after cutolT 

NI-425- 19 DMS - Debt No Response Necessary Letters addressed to other agencies. pnmanly the Destroy", hen no longer Existmg (2008) schedule stands 

08-1 Program Correspondence File Internal Revenue Service (IRS). and sent to FMS and needed or when 2 years 

Relancns others as a courtesy copy A response by FMS IS not old, whichever occurs 
Branch necessary for thts correspondence Arranged by first 

calendar year 
NI-425- 20 DMS - Debt Bankruptcy Notices Requests from agencies to macnvate their debts In Cut off at the end of each 
08-1 Program TOP due to bankruptcy fihngs The file also has calendar year Transfer 

Relanons bankruptcy ncnces from the Bankruptcy Court to to the Washmgton 
Branch FMS FMS wrll mactivate any debt m TOP and send a Nanonal Records Center X 

copy of the Bankruptcy Notice to the agency File also (WNRC) I year after 
contams a pnnt of the TOP record showing macuvated cuto IT Destroy 5 years 

status Arranged by calendar year after cutoff 
NI-42.5- 21 DMS - Debt Agreements Files Memorandums ofUnderstandmg (MOUs) and Service Cut off agreements at the 
08-1 Program Level Agreements (SLAs) Some examples of the end of the calendar year 

Relanons types of agreements the branch has include an MOU m "' brch they were 
Branch With IRS for Tax Levy; and SLAs With various closed Transfer to 

payment agencies. both Treasury and non-Treasury Washington Nancnal X 
drsbursmg agencies, to send their payments through Records Center (WNRC) 
TOP for offset These files mclude one-page 2 years after cutolT 

agreements between IRS. FMS. and VariOUS program Destroy 7 years after 
agencies to levy payments for outstanding debts cutoff 
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RECORDS (TE.\{ ORGA'""'IZA- R£rORD SERIES 
SCIIEDlrt.[ TlON GE'ERAL 

DESC'RlPll~N CliRRE'" IJISPOSl1l0N RECORD SCIIEDll1 E 1"1-425-09-01 REf'ORDS CO'\1MENTS 

SCHEDULES 

nem t a, Itrml b, Itrml Itrm) Itrm .... Item a b, l'emS .. IIrmSb, nem s e, 
Pollr) Pollr) Fcdrnl Tr-easury CUl1!IuUdlllcd Co(Uulldlllrd PruglPruJ P....glProJ r....glPruJ 

Rccol'ib Roteords Program Program Rcporu Reports ",.. MImi \tgml: 

(perlTD.lXnll (temporll!') Alcne) OpenllulU (pernwlRnl) (temporary) RcCClrds R«ordl Ruords 

Openlloll5 Rrrordl ,.... (.ubJ ..rt (pf"VInm 

Reeerds throughout nics) admlnbtn 

•••• "m) ,~"
NI-425- 22a DMS - Debt Treasury Offset Program Documents such as emarls and memos, 10 and from Temporary. destroy 5 GRS20 
08-1 Program Infrastructure and stales Federal agencies. the Office of Child Support years after the project IS Sys Doc 

Relations Implementation Files Enforcement. and contractors for development of termmated 
Branch TOP Files also Include requirement documents and 

system development documents for TOP, project 
plans, drafts. notes and malenal accumulated In the 

de v elopmem of the TOP system, contracts, Jomt 
Apphcanon Development sessions and walk-throughs 

These files are huroncal m nature and provide a 

bluepnnt of the development of the TOP system To 
meet the requirements of the Del A of 1996 Ffl..1Swas 

required to develop a centralized collection system for 
government agencies 10 collect their delinquent debts 

The TOP system IS cnucal to the OMS' mission to 
collect non-tax dehnquent debts These files 
document the meetings and vanous other events that 
transpired m the development of the TOP system from 

Its inception TOP reeords exclusive of those luted m 
Item 22b below 

NI-425- 2.2b	 DMS - Debt Treasury Offset Program Documents such as emarls and memos. to and from Temporary. destroy 5 GRS20 
08-1	 Program Infrastructure and states, Federal agencies, the Office of Child Support years after final decuron Sys Doc 

Relations lmplementauon Files Enforcement. and contractors for de v elopment of or acceptance IS made 
Branch TOP Flies also include requirement documents and 

system development documents for TOP, project
 
plans, drafts, notes and material accumulated In the
 

development of the TOP system. contracts. Jomt
 
Application De ..elopment sessions and walk-throughs
 

These files are htstcncal In nature and provide a
 

bluepnnt of the development of the TOP system To
 
meet the requirements of the DCIA of 1996, FMS w as
 
required to develop a centralized collection system for
 
government agencies to collect their delinquent debts
 

The TOP system IS cnncal to the OMS' rmssron to
 
collect non-tax dehnquent debts These files
 
document the meetings and various other events that
 
transpired In the dev elopment of the TOP system from
 

Its mcepuon lrunal installation and testing records
 

NI-425- 23	 DMS - Debt DISclosure Awareness Files mclude Sign m sheets for people who have Cut off the file at the end 
08-1	 Program Trammg File recerced the trammg and a Signed certificate 10 verify of each calendar year 

Relauons training was recer v ed The file IS arranged by ca1endar Destroy 6 years after 
Branch year for each ofFMS's btnldmg tocanons Also cutoff 

mcluded are schedules for rrammg at each location
 

FMS IS required by the IRS to provide annual trammg
 
Xon pohcres and procedures for safeguarding Federal
 

Tax lnformauon FIles are arranged by calendar year
 
Startmg In 2005 the trammg IS on-hne and the file
 

contams a CD of the on-line trammg and reports
 
generated to shew parncrpauon
 

NI-425- 24 DMS - Debt TOP and TRO Weekly Reports that are generated weeldy and mclude Cut 01Tat the end of each 
08-1 Program Stansucs Reports File statistics of the number and amounts of tax refund fiscal year Destroy 5 

Relations offsets and adrmmstranve offsets for child support and years after cutoff 
XBranch	 Federal non-tax. debts These stansncs are submuted
 

to LPA for the Weekly secretary report and monthly
 

OFAS~n
 
NI-425- 25	 DMS - Debt Salary OlTset Reports Ftle Reports that are generated monthly and mclude Cut 01Tat the end of each 
08-1	 Program stausncs of the number and amounts of salary offsets fiscal year Destroy 5 

Relauons These stausncs are submnted to LPA for the Monthly years after cutoff X 

Branch Secretary and OF AS reports 
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RECORDS ITEM ORGAl'lrlIZA RECORD SERIES 
SCHEDULE TION GE:,\ERAL 

UESCRIPTION CURRENT DlSPO",ITION RECORD SCH£Dlrt.E NI-4Z5-09..o1 RECORDS CO\1\1ENTS 
SCIIEDl1LI:.S 

Item I .. II~ml h, nem z "em], II~m4 .. II~m4b, IlemS., lI~m5h. nem s e. 
Pollc} Pollc) Frd~ral Tr~lI5ur} COllllollcbl~d COllllolklatl:d Prog/Proj Pru&lProj PrDl'ProJ 

Rel:ordJ Rel:orw Program Prollnm "porn Rl:port5 MImi MImi"Ilml 

(pumanrnl) (telT1fM>rar}) AlellC} Operations (permanrnt) (t~"1K'nr}) R«orw Records Ruorw 
Opentlons Re~onb (usl:d (subJI:I:I (prollram 

ReC'onb .dmlnliltra.In,
t~~~~t '~n 

NI-42S- 26	 DMS - Debt Safeguard Acn ....lty and IRS requtres FMS to report how FMS safeguards Cut off file at end of each 
08-1	 Program Procedure Report File Federal tax rnformauon and how tax mfonnauon IS calendar year Destroy 6 

Relations processed by FM S Safeguard ACII\1ty Reports to the years after cutoff 
Branch IRS outlmes FMS' compliance w uh IRS regulatory 

standards The report describes the secunry 

procedures and system processes m which FMS X 

safeguards Federal Tax mfcrmauon The Safeguard 

Procedures Reports to the IRS IS a record of how tax 

mfonnauon receu ed from IRS lS processed by FMS 

Files are arranged by calendar year 

NI-425- 27	 DMS - Debt Debtor Contact FIles Records of phone calls to DMS headquarters from Cut off at the end of each 
08-1	 Program debtors wnh offset concerns ThIS funcuon IS now calendar year Destroy 7 

Relations automated and located m the Birmingham Debt years after cutoff 
X 

Branch Management Operations Center call center 
NI-425- 28	 DMS - Debt Background Heanng File Background heanng files for congressional heanngs Cut off at the end of each 
08-1	 Program and reference COpies of responses to requests from calendar year Destroy 3 

Relations Congressional Comnunees. OMB. and/or Treasury years after cutoff X 
Branch Genera1 Counsel on proposed legtslancn with 

rmphcanons on Treasury fiscal pohcy and procedures 

NI-4::!S- 29 DMS- Debt Background Investigation FIles are requests from the Office of Personnel Cut off In the calendar 
08-1 Program File Management (OPM) received by FMS for debt-related year In which the 

Relations	 mformauon These requests are also received from background mvesugauon 
Branch	 the Department's Office of Inspector General (OIG) IS completed Destroy 5 X
 

This file contains the requests and background years after cutoff
 
mformanon to obtain the responses for OPM and/or
 
theOIG
 

NI-425- 32	 DMS - Debt Agency Proliles Profiles files on federa1 agencies parucipatmg m TOP Cut ofT each profile 
08-1	 Program The records provide detailed descnpuons of the agreement at the end of 

Suppon manner In which FMS w 111service and be the fiscal year m which 
Branch compensated for managmg an agency's debt portfoho the Creditor Agency 

The profile provides venous contact information that requests closure X 
a1lows DMS to respond to debt mqumes made by the Transfer closed files to 
debtor the WNRC 2 years after 

cutoff Destroy 7 years 
after cutofT 

NI-425- 33 DMS - Debt Defense Fmance and Correspondence files consistmg ofletters from DF AS Cut ofT at the end of each 
08-1 Program Accountmg Service debtors to DMS mqumng about therr debt disposruon ca1endar year m which 

Support (DFAS)leum	 mTOP The files also mclude OMS' responses which the mquuy 15resole ed 
Branch refer the debtors to DFAS for problem resolution	 Transfer to the WNRC 2 X
 

years after cutoff
 
Destroy 7 years after
 
cutoff
 

NI-425- 34	 DMS - Debt Annual Debt Certification Annual agreements cerufymg that the debt records Cut ofT at the end of each 
08-1	 Program Agreements subrmned to TOP by Agencies. Slates, and Chents fiscal year m which 

Support (low volume Agencies) are correct. agreements expire 

Branch Transfer to the WNRC 2 X 

years after cutofT 

Destroy 7 years after 
cutofT 

New Debt Check	 Information content of the Debt Check system Debt 
Check contains mformallOn extracted from the TOP 

database which IS used to con finn whether potential X 
recipients of federal flnanctal assistance owe 

delmquent nontax debt to the federal government 
New Debt Check	 Records used to create, use, mamtam. document, and GRS20 

secure the system. and to extract mforrnancn Without and GRS 

altering the mforrnancn content 24, vanous 
Items 

New DMIS/TROR Information content In the Debt Management 
Information System! Treasury Report on Receivables
 

(DMIS rrROR) from federal agencies on the status
 

and condruon of the federal government's nontax debt 
X
 

portfolio Includes eligible and actual referrals and
 

mforrnanon on receivables
 

Roes X-Walk DMS OCI-21-2010	 Page 13 



RECORDS ITEM ORGANIZA RECORD SERIES 
SCIIEUULE TID'll GE!'ERAI 

DESrRlPTION CURRE:"o" DISPOSITION RECORD SCHEDUI E l"rol~25-09..(J1 RErORDS CO\{ME;'I.TS 

SCHEDULES 

Item I .. Item t b. Irrm2. ItemJ, IIrm4a. Uem4h. lI~m5 a. Irem5b. Ilrm5~, 
Polk) Pollt) Federal Treaul., CUl1lul)dal1l'd Consolldaled ProgfPrej ProgfP ....j P....CfPruj 

Records Record! Precnm Precnm Reperts Rrl'"'rls M... Mgml M, .. 

Iprrl118nrnl) (Iempon.,) AI''''> Operalions (prrmanrnl) (len1pOra.,) Rnords IWcordo R~cordl 
Oprnllons Recerds I~'" (lubJ«1 (program 

Rrccordl IhrouKhoul me.) admlnlllira 
pro nm) lion) 

New DMISITROR lnformanon content In the Debt Management 
lnformanon System /Treasury Report on Receivables 

(DMIS ITROR) used bv FMS, OMB and others to X 
monnor agency comphance w uh the Debt Collection 

Improvement Act or 1996 

New DMISITROR Records used to create, use maintain, document, and GRS20 

secure the system, and to extract mformauon w uhout and GRS 

altenng the mformanon content 24, vanous 

Items 

New DMS applications on Information content In the OMS apphcanons on the 
IDMS Integrated Database management System (IDMS) X 

platform Includes correspondence and check images 

New OMS apphcauons on Records used to create, use. mamtam. document. and GRS20 

IDMS secure the system, and to extract mformanon wnhout andGRS 

altenng the mformauon content 24. venous 

Items 

New FedDebl Information content In the FedDebt system used to 

perform debt collection Includes collecuon files and X 
debt, payment. offset, and reversal mfbrmauon 

New FedDebt lnformanon content In the FedDebt system used to 

manage and monnor the effectiveness of the debt X 
management program and pnvate collection agencies 

New FedDebl Records used to create, use. mamtatn. document, and GRS20 

secure the system, and to extract mformancn Without andGRS 

altering the information content. 24. vanous 

Items 

New TOP/CTS Information content In the Treasury Offset Deleted proposed extended retennon penod for 
Program/Call Tracking System (TOP/CTS) used to history records needed to reverse offsets In IRS 

perform offsets and respond to mqumes Includes 
mformanon on dehnquent debts owed to federal and 

X 
"Injured spouse" cases 

state governments and matches for the purpose of or 
levying payments to recoup monies owed 

New TOP/CTS Information content m the Treasury Offset 
ProgramlCa11 Tracking System (TOP/CTS) used to 
manage and monnor the debt management program X 
Includes call stausncs and other mformauon used to 

monuor TOP Call Center performance 

New TOP/CTS Records used to create, use, mamtam, document. and GRS20 

secure the system, and to extract mformanon Without andGRS 

aJtenng the mformanon content of master files and 24, venous 

databases uems 
New Pohcy directives Pohcy direcnves mcludmg mformauon pertatmng to 

Debt Management Services m the Field Operations 

"Managn:g fled I DcsslVables" was already 
scheduled as permanent by Nl:US.69-i Itdl! r;. 

Manual (FOM), the Treasury Fmancial Manual 
(TFM). and TFM supplements such as "Managmg 

Federal Receivables", "GUide to the Federal Credn 
X 

Bureau Program", and the "Instructional Workbook 

for prepanng the "Treasury Report on Receivables and 
Debt Collection Acnvmes'" 
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