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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 (DMS) business line and debt collection systems The
information comes from a number of sources, including federal agencies, state agencies, credit
bureaus, and private collection agencies

This schedule excludes records concerning either Individual Indian Moneys (IIM) or Indian
Tribal Trust Funds Under current Department of the Treasury policy, all documents, data, and
tangible things containing information that relates to IIM and Tribal Trust Funds and assets are
to be preserved until further notice, in compliance with the preservation obligations set forth in
the Federal Rules of Civil Procedure and various court orders pertaining to the retention of such
documents, data, and tangible things

This records schedule covers paper and electronic records in Debt Management Services offices
for past and current programs, and information 1n past and current systems 1n the Debt Collection
segment of FMS’s enterprise information technology architecture This schedule 1s designed to
be flexible enough to cover any new programs established by FMS to support the Debt
Management Services business line, and any successor systems implemented by FMS to contain
the types of information described below This schedule authorizes the disposition of the
recordkeeping copy 1n any media (media neutral), to enable FMS to manage records based on
information content, not format

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

Federal program agency operations records include the input received by FMS from federal
agencies, the output reported to those agencies, and the transaction processing data maintained
by FMS at the individual case or agency level of detail (as opposed to being consolidated at the
federal level) Typically, the information 1s submaitted to or reported by FMS on a routine basis,
in accordance with requirements set forth 1n the Treasury Financial Manual (TFM), TFM
supplements, and related publications Often the information contained 1n these records will
exist 1n 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 1n the Debt Check system, extracted from the TOP database, used to confirm
whether potential recipients of federal financial assistance owe delinquent nontax debt to
the federal government

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

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

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

Treasury program operations records include the input, output and transaction processing data
maintained by FMS for FMS or Treasury accounts used to support the Debt Management
Services business line (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 include

Information on the status and condition of the federal government’s nontax debt
portfolio, 1n the Debt Management Information System/Treasury Report on Receivables
(DMIS/TROR) system, used by FMS, GAO, OMB, and others to monitor agency
compliance with the Debt Collection Improvement Act of 1996

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

Call statistics and other information 1n the Treasury Offset Program/Call Tracking
System (TOP/CTS) used to monitor TOP Call Center performance

Other 1tems on this schedule cover significant reports produced by Debt Management Services,
and the records used to manage and operate the DMS business line 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 recordkeeping copy of all policy directives Includes policies, procedures,
instructions, and forms for federal agencies, the public, and other participants 1n the Debt
Management Services business line, major studies or reports, information on key agency
decisions, and records that contain information of historical value that 1s not available
elsewhere Policy directives include, but are not limited to, information pertaining to Debt
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Management Services 1n the Field Operations Manual (FOM), the Treasury Financial Manual
(TFM), and TFM supplements such as “Managing Federal Recervables”, “Guide to the
Federal Credit Bureau Program”, and the “Instructional Workbook for preparing the
‘Treasury Report on Receivables and Debt Collection Activities’”

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

b Worksheets, announcements, and guidance materials for federal agencies, the public, and
other participants in the Debt Management Services business line  This includes
announcements of a routine nature, such as dates for reporting 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 meaning or

value of other records, whichever 1s later

2. Federal Program Agency Operations Records

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

TEMPORARY Cut otf at the end of the fiscal year in which action on a debt or other item
1s completed Delete/destroy 7 years after cutoff

3. Treasury Program Operations Records

Input, output and transaction processing data maintained by FMS for FMS or Treasury
accounts used to support the Debt Management Services business 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
1s completed 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 Activities of
Federal Agencies”, and significant reports on debt collection and debt management services
containing 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

b Other information validated, compiled, consolidated, 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 1n managing and carrying out
assigned functions These records document program or project management functions,
internal procedures, initiatives, planning, management controls, performance measurement,
and other program or project-related 1ssues

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 criteria for services, management controls, roles and responsibilities, the
allocation of charges and payments, and 1integrity guarantees, or to monitor and evaluate a
program or project. These records may include, but are not imited to memorandums of
understanding, interagency agreements, service level agreements, fiscal agency agreements,
financial agency agreements, non-disclosure agreements, and the business 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 explain the
business context or add to the meaning or value of other records, whichever 1s later

b Subject files pertaining to a specific aspect of the program or project, for example, a
specific 1ssue, a specific program participant, or activities during a specific time period
These records may include, but are not limited to, analyses of specific 1ssues, correspondence
with federal agencies or other program participants, interim reports, or the business owner’s
copy of audit reports

TEMPORARY Cut off files after action on the subject 1s completed, for example, when the

1ssue 1s resolved, the participant leaves the program, or the time period ends Delete/destroy
7 years after cutoff
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¢ Records that relate to the internal administration or housekeeping activities of a program or
project This may include internal activity and workload reports, routine notifications of
meetings, letters of transmittal that do not add any information to that contained 1n the
transmitted material, suspense and tickler files, and similar materials that do not serve as the
basis of official action or unique documentation the functions for which the program or
project exists

TEMPORARY Cut off at the end of the fiscal year Delete/destroy 3 years after cutoff
Longer retention 1s authorized 1if records are still needed for business purposes
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RECORDS | ITEM | ORGANIZA RECORD SERIES
SCIEDULE TION GENERAL
DESCRIPTION CURRENT DISPOSITION RECORD SCHEDULE N1-425-09-01 RECORDS COMMENTS
SCHEDULES
Itemia. | Demib Ttem2 Teem lemda, ltem4b, | ItemSa | ItemSh, | ltemSe
Policy Palicy Federal | Treasury | Comsolidated | Consulidated { Prog/ Peoj | Prog! Proj| Prag/ Proj
Records Records | Program | Program | Reports Reports Mgm Mgmt Mg
(permmanent) | (temparary) |  Agency | Operations | (permanent) | (temporary) | Records | Records Records
Operatiuns | Records (wed (subject | (program
Records througheut {  flles) | admenistra
program) ton)
N1-425- 1 DMSDSD  JAdmunistrative Wage Paper case files that include an AWG request form Cutoff closed cases at Lhe
031 AWGB|AWGB Garmshment Debtor Case which is sent to the AWG branch by the private end of each Fiscal Year
Files collection agency servicing the debtor that owes the  JRelain on site for 1 year
debt and an AWG package which 1s sent to the and transfer to the
debtor s employee The AWG package includes a Washington National
Notice Letter (SF-329A) Wage Garmishment Order  {Records Center Destroy
{SF 329B) Wage Garmishment Worksheet (SF-329C) |7 years after cutofl’
Employer Certificauon (SF 329D) AWG
Garmshment Request forms AWG Employer Non ,
Comphance form AWG Termimation or Debtor X
Hardship Hearing Request form deblor hearing
documentation and AWG Hearing Resolution form In
addinon, AWG has an mternal AWG package
checklist that 15 included n the file but 1s not sent to
the employer On occasion the case file will include a
Private Collection Agency Monttoring System
{PMAC) or Debt Management Servicing Center
(DMSC) system printout that venfies debt obhgation
Ongmals of the gurdance presented to agencies about {Close files at end of fiscal
the Cross Servicing Program at the annual debt year Destroy w hen no
1l confe oral gs throughout the  |longer needed. X
NI 435 DMS DSD Workshop and Debt year with new and existing agencies participating n the
03 1 1CPB crB Collecuon Conference Cross-Servicing Program
Files Information about debt collection conference or Close files at end of fiscal
meeting logistics and admmstration such as the year Destroy when no X
conference organizer's copy of procurement longer needed :
documents for the conference facihity
NI1-425 1 PCB |DMSDSD  |Comphance Review Case |Annual auduis are cond d on Private Coll Close file at end of fiscal
03-1 CT {PCBCT Files Agencies (PCA) to ensure they are in comphance with |year in which the contract
Treasury s PCA contract. An il report 1s prepared |expires Transfer to the
prior 1o the on site visit, which includes documentation| Federal Records Center
regarding demand letters, payment agreements the Destroy 7 years after
number of account resolutions file rejection reports  |exprration of contract.
and any other 1ssues While on site a worksheel 1s X
often unlized to check certain areas of concern and to
document where improvement ts nceded Upon return
from the Comphance Review a final report 1s
prepared and 1ssued with a cover letter to the PCA
The PCA sends a response 10 the report to discuss how
the findings will be met
N1-425. 2 |DMSDSD |Admuistrative Wage A debtor may request a hearing about the existence or |CutofT when a fina}
03-1 AWGB|AWGB Garmishment Hearing amount of debt of the terms of the proposed decision 15 made Retan
Resoluuon Files P hedule under the garnust order on site for | year and
These files include the hearing resotution form and, in |transfer to the X
some the d d with the { Washington Nauonal ‘
decision (1 a letter from the creditor agency to the  [Records Center Destroy
debtor and background mnvestigation documents form {7 years after cutofl’
the creditor agency)
Ongnals of the guidance presented to PCAs at annual [Close files at end of fiscal
fe € or at intenm gs throughout the year |year Destroy when no X
" § . longer needed
01;];4-5 ch-;(;B Eg:asgrSD :):(;:l)egonfcrenu/;?l::cy Informauion about PCS conference or meeting logistics|Close files at end of fiscal
and ad. such as the confe organizers |year Destroy when no x
copy of p d for the longer needed
facility
N1-425- 2a |DMSDSD |Agency Program Profile |Letters of Agreements (LOA) delaihing the manner in |Close file at end of fiscal
03-1 CPB |CPB Case Files which FMS will service and be compensated for year i which agreement
CSCLS|CSCLST managing an agency s debt portfolio are mamntaned {expires Destroy when no X
T by the CPB longer needed for

program purposes
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RECORDS | ITEM | ORGANIZA RECORD SERIES
SCHEDULE TION GENERAL
DESCRIPTION CURRENT DISPOSITION RECORD SCHEDULE N1-425-09-01 RECORDS COMMENTS
SCHEDULES
Itemta, | lemib | Item2 Itemd Ttemd u, Itemdb, | ltemSa | ItemSh | RtemSc
Palicy Policy Federal | Treasury | Conselidated | Consolidated | Prog/ Proj | Prog! Pra}| Prog/ Proj
Records Records | Program | Program | Reports Reports Mgmt Mgmit Mgmt
(permunent) | (temporany) | Agency | Operations | (permmanent) | (temporary) | Records | Records | Records
Operations { Records (used (subject | {program
Recards throughout | Mies) | admintstra
program) tion)
NI1-425 2b |DMSDSD |Agency Program Profile |Subseq (o the of an LOA Close file at end of fiscal
03-1 CPB |CPB Case Files submut one or more program profiles including year in which the
CSCLS|CSCLST updates which are d by CPB p 1 Fut expires
T Transfer to the Federal X
Records Center when 2
years old Destroy 7 years
after cutolf
NI 425 3 |DMSDSD |Admmistrative Wage Ongnals of the guidance presented at workshops Destroy when superseded
031 AWGB|AWGB Garmshment Workshop ducted for Federal n mmpl or obsol
Documenls AWG These documents include the workshop
agenda. fact sheets alistof Frequently Asked 8
Questions  program and process overview AWG X
pl success, or | responsibil,
and debtor nghts, PowerPoint presentation of the
Regulations and Heanng Procedures and workshop
N1425- | 3CPB |DMS DSD  {Debl Referrals Case Files |Debt referrals submitted to FMS by creditor agencies |Close case at end of each
03-1 SCSLS|CPB that do not have electronic filing capabilities fiscal year in which debt
T |CSCLST 1s resolved or returned to
the agency as
uncollectible Retain on- .,
X
site for 2 years or when
no longer needed and
transfer to the Federal
Records Center Destroy
7 years after cutofl
Nt 425 3PCB {DMSDSD  |Debtor Dispule Case Files } When attempting to collect a debt, the debtor olten Close files at end of each
031 DT |PCBDT disputes either the validity of the debt or the amount  [calendar year Transfer to
owed on the debt The Private Collection Agencies the Federal Records
{PCA) recewve this documentation and forward itto  Center when 2 years old.
the Treasury for resolution Treasury will then forward | Destroy when 7 years old X
the documentation to the Federal agency for a
response Treasury mamtamns the mitial dispute
d the | d and
reports concerning the status of disputes
AWG advice provided to Federal agencies These Destroy when no longer
documents include the Code of Federal Regulations  {needed for current X
{31 CFR Section 265 11) US Code d.and |b orc ce .
N1-425 4 |DMS DSD g:mmxs‘muvéWage the AWG technical bulletin of reference
03-1 AWGB|AWGB and Procedure E)ocumcnts Internal procedures for managing the AWG program  |Destroy when no longer
Includes the AWG Op. and Procedural Manual |needed for current X
business or convemence ‘
of reference
N1-425- | 4CPB [DMSDSD |Credit Bureau Disputes  |Many delinquent Federal debts are reported to regionai| Close files at end of each
03 1 CSCLS|CPB crednt bureaus Commercial and consumer debtors fiscal year upon
T JCSCLST whose credit profiles reflect delinquent debts owed to |resolution of dispule
the Federal Government often dispute information Transfer to Federal
reported by FMS Dunng collections debtors often Records Center when 1
dispute esther the validity of the debt or the amount year old. Destroy 4 years
owed on the debt CPB haison personnel are after cutof!’
ible for and resp:
correspondence between FMS and regional creditor X

bureaus CPB lLiaisons interact with creditor agencies
requesting venfication of debt information CPB
mamtains the imnal dispute documentation the
resolution documentation, and related correspondence
surrounding these disputes In additon, CPB also

d d or

deletion of previously reported credit bureau
mformation
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RECORDS | ITEM | ORGANIZA- RECORD SERIES
SCHEDULE Tion GENERAI
DESCRIPTION CURRENT DISPOSITION RECORD 57 HEDULE N1-425-09-01 RECORDS COMMENTS
SCHEDULES
Iemta, | ltemib, | iem? Ttem Ttemd a, Itemab, | MemSa [ ftem5h [ ltemSe.
Pulley Palicy Federnl | Treasury | Conswlidated | Consolidated | Prog! Proj |Prog/ Proj| Preg/Proj
Records Records | Program | Program | Reports Reports Mgme Mgt Mgme
(permanent) | (temporary) | Agency | Operations | (permmnent) | (tenporary) | Records | Records | Records
Operattons | Records (used (subject | (program
Records throughout | files) administra
program) tion)
N1-425- | 4PCB |DMSDSD |Financial Information and |Pay {ung from coll efforts are sent to | Close files at end of each
03-1 FT |PCBFT Reports Files Treasury approved lockbox banks When a payment 15 [calendar year Transfer to
unable to be 1denufied to a specific debtor account. the Federal Records
FMS personnel nonfies the Private Collection Agency |Center when 2 years old
by sending a Suspense Transaction Report The PCA [ Destroy when 7 years old
completes the report and 1dentifies accounts lo which
the payments should be applied. PCAs may also show
that a payment may need to be divided among several
by hing an Appor Form Ona
monthly basis, an Earmed Fee Report 1s sent to the X
PCA to notify them of the credi they have eamed on
collections The PCA generates 2 monthly invoice as a
resull of this notification  As part of the financial
process, reports and correspond are
generated, such as but not limited to, On-line
Processing and Collection/Intra-governmental Payment
and Collection reports (OPAC/IPAC). reversal reports,
general correspondence, and lockbox acuvity reports
NI[-425- | 5CPB |DMSDSD |Agency Recall of Debt Ofien cases previously referred to Cross-Servicing are |Close files at the end of
03-1 CSCLS{CPB Referrals — Return to recalled (rescinded) by the creditor agency These each fiscal year in which
T JCSCLST Agency (RTA) recall requests are generated (rom the refernng the case has been
agency, requesting that the debt be returned to the rescinded. Transfer to
agency (RTA) for reasons such as deceased debtor, |Federal Records Center
bankruplcy stay or discharge, the debt 1s no longer when 1 year old Destroy
enforceable or 1s invalid, the debt was paid i full, or |4 years alter cut off’ X
the debt referral was simply an error Recall requests
are ge fy a page fax form, Ily
supportive documentation is also included Recall
request files mamntaimed in Cross-Servicing include the
ongmal recall forms with supporting documentation
and fax form to or from the agencies
N1-425- {5PCB |[DMSDSD |Concurrence Requests Private Collection Agencies (PCA) may enter into Close files at end of
03-1 MT |PCBMT payment agreements with debtors based upon a calendar year in which
standard set of criteria. [f a payment agreement does  |the agreement expires
not meet the cntena, the PCA may send the payment | Transfer to the Federal
agreement terms, along with supporing Records Center when 2
documentation, such as a credit bureau report, atax | years old. Destroy when 5 X
return or a financial statement (provided to the PCA  |years after cutofl’ *
by the debtor) to FMS (or approval The payment
agreement may be approved within FMS or may be
. forwarded to the onginal Federal agency for approval
These are records of deliberations and the internal
approval process that support entering into a payment
N1-425- | 6 CPB [DMS DSD  }1099C Issuance (IRS Once a case has been through the collection process, |Close files at the end of
03-1 CSCLS|CPB Notfication of any unpaid amount at the time of closure may be cach fiscal year upon
T |CSCLST Forgiveness of a Debt) eligible for 1099C 1ssuance On behall of creditor resolution of debt

agencies, liison personnel manage the approval and
1ssuance of 1099C records for cancelled Federal debts
resolved through Cross-Servicing Forgiveness of’
amounts n excess of 5600 must be reported to 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 copres of actual 1099Cs 1ssued to debtors whose
debts have been forgiven

Transfer to Federal
Records Center when 3
years old. Destroy 8 years
after cutofl
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RECORDS | ITEM | ORGANIZA- RECORD SERIES
SCHEDULE TION GENERAL
DESCRIPTION CURRENT DISPOSITION RECORD SCHEDULE NI-425-09-01 RECORDS COMMENTS
SCHEDULES
Temia | femib | Item2. Ttem 3, Ttemd a Ttemab TiemSa, | temSb. | lemSc
Policy Palkcy Federai | Treasury | Consolidated | Consolidated | Prog/ Proj | Prog/ Proj| Prog/ Prnj
Records Records | Pragram | Program | Reports Reports Mgr Mgt Mgmt
(permanent) | (temporary) |  Agency | Operations | (permanenty | (temporary) | Records | Records | Records
Operations | Records (wed | (subject | (program
Recards throughout |  fikes) | adminbtrs
program) tien)
NI1-425- | 6 PCB [DMSDSD  |Administrative An admimstratiy e resolution provides the pmvate Close files at end of
03-1 MT [PCB MT Resolutions collection agency (PCA) the opportunity Lo obtain calendar year Transfer to
credit for Lhose debts when a debtor 1s deceased, the Federal Records
bankrupt, or 15 disabled with the mability to pay A Center when 2 years old
PCA submuts an adrimstrative resolution request Destroy when 5 years old X
along with documentauon to prove the findings Ths
documentation may mclude. but not be imuted to, a
credit bureau report, a financial statemen, and other
legal documents to prove the findings
N1-425- | 7CPB |[DMSDSD  |Department of Justice Enforced | or compl q requiring  |Close files at the end ol
03-1 CSCLS|CPB Referrals — Claims assistance from the Department of Justice (DOJ) are  |each [iscal year upon
T |CSCLST Collection Litigauon prepared and managed by a Department of Justice resolution of debt
Referrals (CCLR) Tiaison within the Collection Policy Branch Due to the | Transfer to Federal
Isensiuve nature of both the Claims Collection Records Center when 3
Lingation Report (CCLR} and supporting years old Destroy 8 years X
d 10N {tax returns ( d by the debtor), }afler cutofl
financial documents, etc ), these materials are not
stored wn general (ile areas located throughout the
CPB Instead, separate loching file cabinets in a
designated area house all DOJ matenals and related
N1-425- | 7PCB (DMSDSD |Agency Account A Federal agency may request that an account, which {Close files at end of
03-1 MT (PCBMT Returm/Recall Requests 1s beng serviced by Treasury, be returned to them a1 {calendar year Transfer to
any ime Prior o returning the account. research 15 the Federal Records x
conducted into the status of the account The onginal {Center when 2 years old
request and the documentation associated with the Destroy when 5 years old.
research are stored for reference purposes
N1-425- [ s CPB [DMSDSD {Fmancial Information and |Financial team members routinely respond to Hard copies of reports GRS 20
03-1 CSFT |CPB CSFT |Reports about DMSC 1 byand [Cutoftal the end of each item 6 -
through the use of a varety of financial reports fiscal year Destroy 1 year Print File or
generated withim DMSC The four pnmary financial  |after cutofl GRS 20
reports regularly disiributed are New Case, iem S -
Collection Acuvity, Financial Transaction Detail Extracted
(specific to a transaction), and Financial Activity Information
(covering P )} A Susp
Transaction report 1s also utilized through mformation
obtamed from lockbox banks or data from withmn
N1-325- | 8 PCB |DMSDSD  |PCB Marketing and These documents may mclude, but are not hrmited to, |Close files at end of each
03-1 SPT |PCB SPT Tramnmg Documents ongmnals of PCB fact sheets, conference and trammg  |calendar year Destroy X
pr packages when 5 years old
N1-425- | 9CPB |DMSDSD |[Creditor Agency Payment |[Financial Team b records CutofT closed files at the
03-1 CSFT [CPB CSFT  |Information creditor agency p fi For pl end of each fiscal year
when a creditor agency such as the Department of Transfer 10 Federal
Veterans AfTars or the Small B A R ds Center 1 year X
sends agency payment mformation on a debt no longer |after cutofl’ Destroy 3 :
n the Cross-Servicing Program, CPB financial staft’ | years after cutofT
notifies the designated agency contact or FMS®
nabihty to post the reported payment
N1-425- [9PCB |[DMSDSD |System Develop These d may include. but are not lmuted to, |Close files at end of GRS 20,
03-1 SPT |PCBSPT Project Files project plans system requirements, testing plans, and {calendar year Destroy item 11
scnipts related to system development when S vears old Sys Doc
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and previous 4 vears)

RECORDS | ITEM | ORGANIZA RECORD SERIES
SCHEDULE TIoN GENERAL
DESCRIPTION CURRENT DISPOSITION RECORD SCHEDULE N1-425-09-01 RECORDS COMMENTS
SCHEDUI ES
Ttemta, | [temlb Ttem 2, Ttem 3. Ttem 3 a, Itemabh. | MemSw, | [temSb, [ ItemSc,
Policy Policy Federal | Treasury | Comolidated | Consolidated | Prog/ Proj | Prog/ Proj| Prog! Proj
Records Records | Program | Program | Reporta Reports Mgmt Mgmt Mgmt
(permancnt) | (emporary) | Agency | Operattons | (permsnent) | (temporary) | Records | Records | Records
Operations | Records (uwsed (subject | (program
Records throughout | fiks) | sdministra-
program) tion)
N1-425- 10 {DMSDSD |{Intra-governmental Transactions reports and other informauon needed for [Reconciliation or audt GRS 20
03-1 CPB CSFT  [Collection Reports temporary use (for example, untl an inquiry 1s matenals are placed in tem S -
addressed and resols ed), from DMSC. Intra- files for histoncal Extracted
governmental Payment and Collection (IPAC), or reference and maintained Information
other systems for 1 year, then
ldestroyed. IPAC reporis,
cover letters and fax
forms are mantained no
more than 30 days or
when no longer needed
upon agency verification
of recetving financial
reports All of the reports
and case information are
stored on the DMSC
system indefinitely
N1-425. 10a |DMSDSD |Intra-governmental Reconciliation or audit records CutofT at the end of each
03-1 CPB CSFT  |Collection Reports fiscal year Destroy 1 year X
afler cutofl’
N1-425- 10b {DMSDSD |Intra-governmental IPAC reports, cover letters, and fax forms Destroy upon vernification Existing (2003) schedule stands
03-1 CPB CSFT |Collection Reports of recerpt by agency or
when 30 days old,
whichever is sooner
N1-425- 1 DMS BALD |Email Reading File Printed coptes of vanous action and tformational Destroy when 1 year old Exasting (2003) schedule stands
03-4 oD messages selected for filing by the Division Director
These are arranged ch logically
N1-425- 2 |DMSBALD |Director's Reading File Contams copies of publications, incoming Destroy when 1 year old Existing (2003) schedule stands
034 oD correspondence, and manuals such as the Informaton |or when no longer needed|
Technology Secunty Pohcy manual for current business,
whichever is later
N1-425- 3 |DMS BALD {Drrector's Subject Files | Arranged alphab lly, this correspond, Cut ofT at the end of each Existing (2003) schedule stands
03-4 oD memorandums, reports. and comparable records fiscal year Destroy 3
concerning program management matters with which |years after cut off’
the Director deals [t mcludes hand-written
Commussioner stafl meeting notes/minutes, pnnted
copies of presentations given by stafl members during
the year, and mtiabves of mterest 10 the Division
N1-425- 4 |DMSBALD |Agency Portfolios These records document agency commitments and Cut ofT when ali
03-4 ALRB hedules for referral of del debls as required with agency
by the Debt Collection Improvement Act of 1996 are completed Destroy
(DCIA) Includes background infc on the 10 years alter cut ofT
agency, debt referral schedules faxed to FMS by Lhe
agency, record copies (yellow) of correspondence with X
the agency, emal messages, certification of Treasury
Report on Recevables (TROR) by the agency, agency
meeting documents. FMS summanes of meetings with
the agency, and comparable records These are
arranged alphabetically by name of the agency
N1-425- 5 |DMS BALD |{Treasury Report On These files consist of quarterly and annual reports on  |Cut ofT at the end of each
03-4 ALRB Recewvables (TROR) File {receivables due from the public Arranged by fiscal fiscal year Destroy 10 X
year, these date from 1994 through the present years after cut off
N1-925- 6 IDMS BALD |Taxpayer Identificaion | These are used to ensure that agenctes submut social  |Cut ofT at the end of each
03-4 ALRB Comphance Report security numbers as required Arranged by calendar  |calendar year Destroy 7 X
year years after cutofl’
Ongnals of guidance presented at traming for internal |Cut off at the end of each
and external customers about the DCIA, debt calendar year Destroy 3
management processes, changes 1n legislanon and years after cuto(T
regulations, and changes and trends in the debt X
N1-425- 7 DMS BALD |Workshops and 1l Th d by date of
034 ALRB Conferences File collection area These are arranged by dale o
p
Information about training logistics and admumstration, | Cut ofT at the end of each
such as the business owner's copy of hotel contract calendar year Destroy 3 X
procurement mformation years afier cutofl’
N1-425- | 821 [DMSBALD |Debt Management Data on electronic media Current data (current year |Cycle off to histoncal file No retention specified, this 1s filing mstruction
03-4 ALRB Information System when 5 old.
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RECORDS | ITEM | ORGANIZA- RECORD SERIES
SCHEDUI E TION GENERAL
DESCRIPTION CURRENT DISPOSI [ON RECORD SCHEDULE NI -425-09-01 RECURDS COMMENTS
SCHEDULES
femia, | ltemib | ltem2, Ttem 3, Temd s, Itemab, | lMemSa, | ItemSb, [ ItemSc
Polky Pollcy Federal | Tremsury | Consolidated | Consoliduted | Prog/ Proj | Prog/ Proj| Prog/ Proj
Records Records Program | Program Reports Reports Mgmt Mgmt Mgmt
(permanent) | (temporary) | Ageney | Operations | (permanent) | (temporary) | Records | Records | Records
Operations | Records (wed | (subject | (program
Records throughout | Mes) | sdministra
progra tlon)
Federal program agency data on electrontc media, Destroy/delete when 5 X
Ni-425. | o, |DMSBALD |Debt Management such as deb! case files years old -
03-4 ALRB Information System Treasury program data on electronic media. suchas | Destroy/delete when 5 x
mformation on total collections years old
N1-425- |8b1a[DMS BALD |Debt Management Outputs (stausucal and related reports) Hardcopy File n agency portfolio No retention specified, this 1s filhng mnstruction See
03-4 ALRB Information System Record copy file N1-425-03-4 1tem 4 for retention of onginals in
agency portfolio
N1-425- |8b1b|DMS BALD [Debt Management Outputs (statistical and related reports) Hardcopy Destroy when ro longer GRS 20
03-4 ALRB Information System All other copies needed for current tem 6 -
N Print File
N1-425. 8b2 [DMSBALD |Debt Management Outputs (statistical and related reports) Electronic Destroy/delete when no GRS 20
03-4 ALRB Information System longer needed for current item 5
business Extracied
Information
N1-425- 8¢ |DMSBALD |Debt Management System d fud: Is, procedural | Destroy/delete when GRS 20
03-4 ALRB Information System and comparable nformation d perseded or obsol Sys Doc
the creation, mantenance, and use of the system or | year afler the
throughout its life cycle, includ difi to the |d e of the
system system
NI-425- | 9a] |DMSBALD {DMS Busmess Continuity | The BCP contains information used as the basis for  {Cycle ofT 10 histonical file No retention specified, this 1s filng instruction
03-4 ALRB Planning File developing the DMS BCP strategy for BCP when 5 years old.
development [t contams a list of all the business
functions and processes in each respective
organization within each DMS division Each
dision’s BCP contams the tasks, steps, location,
T and depend d with each
business process that need to be recovered. Data on
electromic media. Current data (current year and
previous 4 years)
N1-425- |1 9b1a{DMSBALD |DMS Busmess Continuty |Outputs Hardcopy Record copy File n agency pertfolio No retention specified, this 1s {iling mstruction See
034 ALRB Planning File file N1-425-03-4 1tem 4 for retention of onginals n
agency portfolio
N1-425- [9b 1 b|DMS BALD |DMS Busmess Continuity [Outputs Hardcopy All other copies Destroy when no longer GRS 24
03-4 ALRB Planning File needed for current item 5a
business
Ni-425- | 9b2 |DMS BALD [DMS Business Continuity |Electronic Destroy/delete when no GRS 24
03-4 ALRB Planming File Tonger needed for current item Sa
N1-425- 92 |DMSBALD |DMSB: C System d Tuding 1 Destroy w hen superseded GRS 20
03-4 ALRB Planning File mstructions, and comparable information describing  jor obsolete, or 1 year item 11,
the system and how data 1s inputted, retrieved, sorted |afler the discontinuance Sys Doc
and managed. of the system
N1-425- 10a |DMS BALD [Human Capual Correspondence, memoranda, studies, analyses Destroy 2 years from date GRS 1 item
034 BAB Management Records electronic databases, reports and other records relating |of official record, or 7 Poswion
to Human Capital Management responsibilities when superseded or Classificati
pecified by the President’s M Agenda of bsolete, as applicabl on Files
2002, Title X111 of PL 10-296, Homeland Secunty
Act of 2002, and implementing regulations and
guidelines promulgated by the Office of Personnel
Management and/or the Office of Management and
Budget The official record keeping copy of these
documents 1s maintained within the Human Resources
Division  Analyses of Critical Occupations and
Competencies These records provide a listing of the
occupational senes and workforce competencies
(including knowledge skill, abihties and other work
characteristics) that have been determined as cnitical to
the mission success of FMS
N1-425- 10b |DMS BALD [Human Capital Recrustment Plan These records provide a listing of | Destroy 5 years from date GRS 1 1item
03-4 BAB Management Records anticipated turnover and ptanned new hire of plan (comparison to 3 Personne!
requirements for cnitical occupation positions GRS 1, 1em 25 h) Correspond
ence Files
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RECORDS | ITEM | ORGANIZA RECORD SERIES
SCHEDULE TION GENERAL
DESCRIPTION CURRENT DISPOSITION RECORD SCHEDULE N1-425-09-01 RECORDS COMMENTS
SCHEDULES
Item1 a, Iteml b Item 2, Item 3 Itemda, Item4 b, ItemS a, Item$5 b, lemSc,
Policy Poliy Federal | Treasury | Consolidated | Convolidated | Progf Proj | Prog/ Proj| Prog/ Proj
Records Records | Program | Program | Reports Reports Mgmt Mgmt Mgmt
(permmncnt) | (temporam) | Ageney | Operations | (permanent) | (temporary) { Records | Records Records
Operations | Records (used {subject | (program
Records throughout | fikes) adndnbtrs
program) tion)
N1-425- 10b |DMS BALD [Human Capntal General Files  These records include correspondence |Destroy when 3 years old GRS 1 1tem
03-4 BAB Management Records and copies of guidance or regulation issued by or when superseded or 3 Personnel
Treasury Departmental OfTices, the OfTice of obsolete, whichever 1s Correspond
Personnel Management, the OfTice of Management apphicable (companson ence Files
and Budget, any pertinent legs!. to GRS 1. item 25g)
N1-425- 10d |DMS BALD {Human Caputal Feeder Reports, working papers, drafts and similar Destroy/delete copies that N1-425-91-
03-4 BAB Management Records matenal prepared in the Human Resources Division or |have no further 1 1tem 3
submutting organizational units (e g , Assistant admwnistrative value after Working
Commussioner areas) the record keeping copy Papers
1s made within 180 days
afler the official record
keeping copy has been
produced
N1-425- 11 |DMSBALD [General Accounting Records documenting GAO audits of DMS programs |Cut off an aud file at the GRS 16
03-4 PPB Office (GAO) Audit Files |and activiies The records include the draft and final |end of each fiscal year in item 14 ]2)|
GAO audit report findings and DMS responses to the |which all actvity Review
audits 1n paper form. a diskette containing an conceming it 1s Files
electronic copy of the reports and findings, and related [completed Destroy §
papers Arranged chronologically by fiscal year and years after cut off
report number
NI-425- 12 |DMS BALD |Weekly Repons These include the DMS submission to the Weekly Cut off at the end of each
034 PPB Secretary's and the Weekly OFAS (OfYice of the Fiscal [fiscal year Destroy 5
Assistant Secretary) Report which 1s compiled and years after cutofl X
prepared for all of FMS by the OfTice of Legslative :
and Pubhc AfTairs Mamtamed by fiscal year
N1-425- 13 |DMS BALD |Debt Collection Drafls, corresp e with cong | and Federal{ Destroy when no longer N1-425-91-
03-4 PPB Improvement Act of 1996 |agencies, tncluding Treasury Department agencies, needed for reference or 1 1tem 3
(DCIA) Working Files email messages. and faxes conceming the when superseded or Working
devel of this statute bsol Papers
N1-425- 14 |DMS BALD |Regul. Devel Drafls, correspond and related papers concerming | Destroy when no longer
034 PPB File the devell of for DMS progr needed for reference or X
Arranged by title of regulation when superseded or :
N1-425- 15 |DMS BALD |Pubhc C File Ci | d by DMS from the public Cut off when the
034 PPB concerming pending The 1 are period 15 over X
enther proposed or an mtenm rule Destroy 10 years after
N1-425- 16 |DMS BALD ([Final Rules Reference File |Copies of final rules of DMS regul d in|Review tly and
03-4 PPB loose-leaf binders destroy when no longer
needed for reference or X
when superseded or
obsolete
N1-425- 17 |DMS BALD |Exemp Req| File ludes debt coll cenler req 5 Cut ofT when final
03-4 PPB d and final deter from Federal |determinations are made
agenctes, Treasury OfIset Program (TOP) exemption |Destroy when actions are x
and final deter and cross-servicing perseded or no longer
p eq and final deter on these |relevant to current
requests operatons
N1-425- 18 |DMS BALD |Pnvacy Act Systems of  |Includes internal worksheets, drafts and related Cut off when nouice GRS 14
03-4 PPB Records Revisions File documents regarding revisions of Privacy Act systems [revision 1s completed item 26
ol records nolice reviews for revisions and actions Destroy when revisions Privacy Act
taken to revise the system of records are no longer current General
Admmistrat
10n Files
N1-425- 19 |DMS BALD |[Salary Offset Hearings File|Decisions rendered on salary offset heanings conducted] Cut off when deciston 15
03-4 PPB for other Federal agencies rendered Destroy afier 5
years from the last X
inquiry concerning the
appeal heanng
N1-425- 20 |DMS BALD |Informauonal Files Contans reference matenals relating to the assessment | Review annually and GRS 16
03-4 PPB of the debt collection process. benefit offset, Treasury |destroy superseded or ttem 14
Offset Program process, administrative wage obsolete matenal Review
gamishment report, selected GAO reports legislation, Files

oversight heanings, and reports to Congress
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RECORDS
SCHEDULE

ITEM

ORGANIZA-
TION

RECORD SERIES

DESCRIPTION

CURRENT DISPOSITION

RECORD SCHEDULE N}-425-09-01

GENERAL
RECORDS
SCHEDULES

COMMENTS

ltem 1 3,
Pulicy
Recards
(permanent)

Ttem 1 h,
Policy
Records
(temporary)

Item2
Federal
Program
Agency
Uperations
Records

ltem 3,
Treasury
Program

Operations

Records

Item4 a,
Consolidated
Reports
(pernuanent)

Tem4 b
Consolidated
Reports
{temporary)

ltemS a,
Prug/ Proj
Mgt
Records
(used
throughout
rogram

tem5b
Prog/ Proj
Mgne
Records
(subject
flie)

TtemSc
Prog/ Proj
Mgme
Records
{program

admtnistra-

tion)

N1-425.
03-5

DMS DSD
MS

Mortgage Servicing
Records

These consist pnmanly of case files documenting the
mortgages serviced under the auspices of the program
The cases include Air Force Plant #85, Castle
Gardens, Castle Vista, Chanute, Grissom., the Naval
Industrial Building, and, the Naval Weapons site  The
files contain copies of correspondence. loan activity
reports, 2 I disb information
by agency location code (ALC) of mortgage payments
from the sale of the property, mortgage amortization
schedules, certificates ol nsurance, mortgage payment
distribution reports, loan information fact sheets, and
photocopies of deeds. notes mortgages. and
sansfaction of the mortgage, as applicable There are
also a few subject files and a reading file The former
deal with the MOU betw een the Financial
Management Service and GSA outhning their
respecuive responsibifiies in managing the mortgage
servicing program and retated program
correspondence Overall dates of the records are from
1994 to May 2002 Most of the records date from
1995 through 2000 Appromate volume 15 two and
one-half cubic feet

Cut off files at the end of
the fiscal year Transler
immediately to the
Washington Nauonal
Records Center Destroy
n October 2007

Eusting (2003) schedule stands

N1-425-
03-5

2a

DMS DSD
MS

Electronic Mail and Word
Processing System Copies

Includes copies maintaimed by individuals in personal
files, personal electronic mail directortes, or other
personal directones on hard disk or network dnwves.
and copies on shared network dnves that are used only
to produce the recordkeepmng copy

Destroy/delete within 180
days after the
recordkeeping copy has
been produced.

GRS 20,
Item 13 WP
Files, item
i4 E-mail
Recs

N1-425-
03-5

DMS DSD
MS

Electronic Mail and Word
Processing System Copies

Electronic copies of records that are created on
electronic mail and word processing systems and used
solely to generaie a recordkeeping copy of the records
covered by the other 1tems n this schedule Also
ncludes electronic copies of records created on
electronic mail and word processing systems that are
matnamed for updating, revision, or dissemmnation
Copies used for revision, or upd;

that are mamntained 1n addiion to the recordkeeping
copy

Destroy/delete when
dissemination revision
or updating 15 completed

GRS 20,
item 13 WP
Files, tem
14 E-mail
Recs

N1-425-
04-4

DMS

Undeliverable Initia}
Demand Leiters - Debt
Management Cross-
Servicing Program

Outgoing correspondence that serves as a notice 10
indniduals and businesses about a pending debt action
with the Federal Government Those letters that are
undeliverable to addressees are automancally returned
1o the Debt Management Operations Center without
further action and noted as undeliverable in a service-
wide information management system for tracking
purposes Note records are used to update database

Destroy 3 months after
return of undehverable
mail

GRS 20
em 2 a(4),
Input

N1-425-
04-4

[

DMS

Undelverable Offset
Notices - Treasury Offset
Program

Qutgoing correspondence that notifies debtors a
Federal payment has been offset m accordance with
the Debt Collection Improvement Act of 1996 Those
letters that are undeliverable to addressee are

{automatically retumed to the Debt Management

Operations Center and noted as undeliverable in a
service-wide document management system for
tracking purposes  Note records are used to update

{database

Destroy 3 months after
return of undehverable
mail

GRS 20
stem 2 a(4),
Input

N1-425-
04-4

DMS

Delinquent Debtor Case
Files

Copies of case files pertaining lo debts forwarded by
vanous Federal agencies for cross-senvicing and
| actions under the Debt Collection

Improvement Act of 1996 The records consist of
notificanon letters, medical records and claim forms,

{summary data imnformation, and related documents

The records are used by the Debt Management
Operauons Center 10 collect unresolved debts after an
|allotted delinquent date Paper files dated prior 10 FY
2004

Close file upon resolution
of debt Destroy 6 years
and 3 months after
closure
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RECORDS | ITEM | ORGANIZA RECORD SERIES
SCHEDULE TION GENERAL
DESCRIPTION CURRENT DISPOSITION RECORD SCHEDULE \1-425-09-01 RECORDS COMMENTS
SCHEDULES
Itemlia, Item 1.b, Item2, ftem 3, Item4 ltem4 b, ItemSa, t ItemSb, ftemS e,
Policy Polkey Federal | Tremsury | Consolidated | Consolidated | Prog/ Proj | Prog/ Praj| Prog/ Proj
Records Records | Program | Program |  Reports Reports Mgme Mgm Mg
(permanent) { (temporary){ Agency | Operations | (permmnent) | (temporary) | Records | Records | Records
Operations | Records {uscd {subject | (program
Records throughout | flies) | administra-
program) tion)
N1-425- 3b |DMS Delinquent Debtor Case  |Copies of case files pertuning to debts forwarded by |Destroy upon venfication
04-4 Files various Federal agencies for cross-sen icing and of scanming nto the
resolution actions under the Debt Coll 1 d D
Improvement Act of 1996 The records consist of Management System
noufication letters, medical records and claim forms.  [(IDMS) If scanning does X
summary data information, and related documents not occur, paper files are ‘
The records are used by the Debt Management 10 be retamned 6 years and
Operations Center (o collect unresolved debts after an |3 month after debt
allotted dehnquent date  Paper files dated FY 2004 [resolution
and forward
N1-425- 3¢ |DMS Delinquent Debtor Case  |Copies of case files pertammng to debts forwarded by |Destroy when 6 years and
044 Files vanous Federal agencies for cross-servicing and 3 months old
resolution actions under the Debt Collection
Improvement Act of 1996 The records consist of
notification letters, medical records and claim forms, ,
y data information, and related documents X
The records are used by the Debt Management
Operations Center to collect unresolved debts after an
allotted delmquent date  Opucal Disk copies of files
dated FY 2004 and forward
N1-425- 4 |DMS Banking and Financial The records consist of court papers, letters, summary |Close file at end of fiscal
04-4 Records Supporung Debt {documents and other supporting documentation that  |year upon debt
Collection Activities support debt collection acuvities resolution Destroy 6
years and 3 months after
closure Records may be X
transferred to a Federal )
Records Center when 1
year old and no longer
needed for current
busmess
N1-425- 5 |DMS Treasury Offset Program  {The files consist of coptes of personal bankruptcy Close files at end of fiscal
04-4 Bankrupicy papers, court notices, attomey communications and  |year Destroy when 5
Documentation Files related d | d to the op center |years old Records may
1n support of appropriate debt actions The files are  |be transferred to a X
scanned mnto a service-w ide d Federal Records Center ‘
system and referenced when needed (0 substanuate when 1 year old and no
bankruplcy filings in facilitating offset acions longer needed for current
business
N1-425- 6 |DMS TOP Corresp File |Includes correspond needing no response, Destroy when no longer
04-4 requests from recipients for copies of offset notices  [needed or when 2 years X
and other case documentation {ncludes paper and old :
electronic mail copies
N1-425- 7 |DMS Call Tracking System The Call Tracking Sysiem (CTS) ts an in-house Archive call history
04-4 (CTS) database tracking system used to track and monttor  [records to compact disk
tnquires from the public, agencies and others about when 2 years old Delete
debt actions agamst them 1t was estabhished to receive |when 7 years old
and service phone mquires from debtors requesting
mformation concermng outstanding debts owed to the
Federal Govemment. Customer service
representatives, who access the CTS for pertiment
mformation about the debt, service callers that are
routed to the call center The system 1s interfaced with X

the Treasury Offset Program database where pertinent
wformation about debt actions, n a read-only format,
can be accessed for review to assist callers System
data 15 generated when a call 1s received by a
Customer Service Representative They can mclude
but are not hnuted lo caller idenufication, name, date
and time, agency codes, notice type, congressional
mnquires, resolution codes, debtor type, caller type,
authonzation type, agency :dentification, and notes
System mformation dates 1998 to present.
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RECORDS | ITEM | ORGAMNIZA- RECORD SERIES
SCHEDULE TION GENERAL
DESCRIPTION CURRENT DISPOSITION RECORD SCHEDULE N1-425-09-01 RECORDS COMMENTS
SCHEDULES
lemla. | Demth, | ltem2, Item 3, Tremd a. Itemdb. | ltemSa | ltemSb, | ltemSc,
Policy Policy kederal | Treasury | Consolidated | Consolidated | Prog/ Proj | Progs Proj| Prog/ Praj
Records Records | Program | Program | Reports Reports Mgt Mgmt Mgmt
(permonent) | (temporary){  Agency | Operations | {permanent; | (temporars) | Records | Records Records
Operations | Records (wed (subject | (program
Records throughout |  files) administra
_program) tion]
N1-425- 1 |DMS - Office } Assistant C 's |Refe € copies of d thal include Cut ofT al the end of each Existing (2008) schedule stands
08-1 ol the Office Adi 3 coIT d da and other file matenal of |fiscal year Destroy 3
Assistant Files a housekeeping nature consisting of budget, fiscal, years after cutofl
Commussione personnel, supply and other operations common to all
T office as distinguished from the records relating to the
specific programs of an indiv 1dual division or branch
N1-425- 2 [DMS - Office | Assistant C *s |Correspondence. da, reports and comparable [Cut ofY at the end of each Existing (2008) schedule stands
08-1 of the Office Subject Files records concermng DMS and program matters These |fiscal year Destroy 3
Assistant files also include Commussioner stafl meeting years old after cutofl
Commussione notes/minutes, printed copies of presentations given by
r staff member during the year, and mitiatives of interest
1o the Assistant C
N1-425- 3 |DMS - Office | DMS Bnefing Books Briefing books in support of the Debt Management Permanent Cutolfn 5-
08-1 ol the Program Heanngs are held periodically before year blocks (e g CY
Assistant vanous Congressional subcommuttees DMS Briefing 12004 - CY 2005)
Commissione Book dated Sep 19, 2001-Congy 1 Transfer to the National
r Hearings before the House Government Reform Archives § years afler
Subcommuttee on Government Management, cutoff
Information and Technology. DMS Bnefing Book
dated November 2002-Congression al Hearings before
the House Government Reform Subcommuttee on
Government Management, [nformation, and
Technology, DMS Bnefing Book dated June 2003- X
Congressional Hearings before the House Committee
on Government Reform Subcommittee on
Government Effictency and Financial Management,
DMS Bniefing Book dated February 2004-
Congressional Heanng before the Permanent
Sub on Senate C on
Governmental A flairs, and DMS Briefing Book dated
June 2005-Congressional Heaning before the
Permanent Subcommuittee on In\estigations Senate
Commuttee on Homeland Secunty and Governmental
Ni-425- 4 |DMS - Office |General Accountmg Records documenung GAO and OIG audnts of DMS  [Cut off audt file at the GRS 16
08-1 of the Office (GAO) Audit and  {programs and activities The records mnclude, but not |end of each fiscal year in item 14 f{2)
Assistant Office of Inspector Timated to, the drafl and final GAO audit report which all actvity 15 Review
Commssione { General (O1G) Files findings and DMS responses to the audits m paper completed. Destroy 3 Files
r form years afier cutoff
N1-425- § |{DMS - Office | Weekly Reports DMS submissions to the Weekly Secretary’s report and|Cut off at 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 afler cutofl’ X
Commissione all FMS by the OfTice of the Legislative and Public
T Affairs
N1-425- 1 6 |DMS - Office|Debt Coll Refe copies of cor and da [Destroy when no longer Refe No pecified, this is filing nstrucuon
08-1 of the Improvement Act of 1996 jwith Congr ! and Federal , includ needed for reference or copies are
Assistant (DCIA) Files Treasury Department agencies, email messages, and  |when superseded or nonrecord
Commissione faxes concerning the development of this statute obsolete matenals
r
N1-425- 7 |DMS - Office | Informational Files Reference matenals relating to the assessment of the  |Review annually and Reference {No retention specified, this 15 filing instruction
08-1 of the debt collecuion process, TOP process. ad destroy superseded or copies are
Assistant wage garmishment report, selected GAO reports, obsolete matenal nonrecord
Commissione legislauon, oversight hearings, and reports to materials
T Congress
N1-425- 9 |DMS-Debt [Exemption Requests File |Debt collection center designation requests Cut ofT at the end of each
08-1 Program d and final deter from Federal |fiscal year i which finat
Dwision agencies, Treasury Offset Program (TOP) exemption  |delerminations are made
Director q and final deter and, cross-servicing | Destroy when actions are X
p q and final deter on these perseded or no longer
requests relevant to current
operations
NI1-425- 10a [DMS - Debt |Debt Collection Activity |Paper record copy of final reports sent to Congress or |Permanent, cut offin 5
08-1 Program Report the President Includes the “Annual Report to the year blocks Transfer to
Diviston Congress, US Government Debt Collection Actwities [the National Archives § X
Director of Federal Agencies™, the Annual Child Support years after cutofl

report, and the Annual Payment Exemption report
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RECORDS | ITEM | ORGANIZA- RECORD SERIES
SCHEDULE TION GENERAL
DESCRIPTION CURRENT DISPOSITION RECORD SCHEDULE N1-425-09-01 RECORDS COMMENTS
SCHEDULES
Lemin | Lemib, | Ktem2 Ttem 1, Ttemd &, Itemdb, | MemSa | HemSb, [ lemSc.
Poliry Poliey Federsl | Tremsury | Consolidated | Consolidated | Prog/ Proj { Prog! Proj| Prog/ Proj
Records Records | Program | Program | Reports Reports Mgnt Mgmt Mgmt
(permanent) | (lemporary) | Agency | Uperations | (permanent) | (temporary) | Records | Records Records .
Operations | Records {used (subject | (program :
Records throughout | files) | adminstra
program) tion)
N1-425- 10b [DMS - Debt {Debt Collection Acuvity |Records relating to the develop and Temporary, cut ofT at the
08-1 Program Report ot debt collection activity reports to Congress or the  |end of the fiscal year X
Dwvision President required by legislation or executive order Destroy S years after ‘
Director cutofl
NI1-425- 11 |DMS - Debt |Designated Debt Master copy of policy, procedures, standards, and Permanent. Cut ofl when
08-1 Program Collection Center Briefing |guidance on how to request to be designated as a Debt | the guidance 15
Dwision Book Collection Center superseded or no longer
Director relevant to current
operations Transfer to |
the National Archives § X
years after cutofl
Current Total Volume
One Binder Annual
Accretion Closed File
N1-425- 12 |DMS - Debt {Debt Collection DCIA drafls correspond with congr land |Destroy when no longer Existing (2008) schedule stands
08-1 Program Improvement Act of 1996 |Federal agencies, mcluding Treasury Department needed for reference or
Division (DCIA) Working Files agencies, email messages and faxes concerning the when superseded or
Director develop of ths statute bsol
N1-425- 13 |DMS - Debl |Managing Federal Managing Federal Recen ables Reports (8 chapters, 10 |Destroy when no longer
08-1 Program Receivables Report File  |appendices) provide guidance on the requirements needed for reference or X
Division (s1ating and updating laws and policies) goveming when superseded or :
Director Federal Recevables with DCIA bsol
N1-425- 14 |DMS - Debt |Regul Devel Drafls, correspond and d related to the [Destroy when no longer
08-1 Program File development of regulations for the DMS programs needed for reference or
Division This file includes, but 1s not limited to, drafis of the when superseded or
Direclor Federal Claim Coll process, on bsol X
regulations and proposed rules, copies of the updates :
and drafls of various Treasury directives and Taxpayer
Identification Number (TIN) policy Arranged by title
of I
N1-425- 15 |DMS - Debt |Federal Debt Collection  |Proposal paper discussing the possibihty of Cut oflf when the
08-1 Program Designation Policy and establishing Debt Management Servicing Centers to  |comment period 1s over X
Dawvision Regulanons File fe d and protect public momes Destroy 5 years after ‘
Drrector cutolf’
NI1-425- 16 |DMS - Debt |Debt Program Rel. Resp to lled congressional correspondence | Cut ofT at the end of each
08-1 Program Branch Correspondence  |assigned by the FMS Office of Legisl: and Public lendar year Destroy 2 X
Relatons File Aftars (LPA) Arranged by calendar year years after cutofl’
Branch
NI1-425- 18 |DMS - Debt |Mscell. Resp to letters d m DMS concerning TOP |Cut off at the end of the
08-1 Program Correspondence File debt Correspondence 1s not recen ed as controlled calendar year 1n which
Relations correspondence from LPA The copy of the response {the response 15 X
Branch 1s arranged by date for periodic review or for compleled. Destroy 1
convenient reference Arranged by calendar year year after cutofl’
N1-425- 19 |DMS - Debt {No Response Necessary  |Letters addressed to other agencies, pnmanly the Destroy when no longer Exsting (2008) schedule stands
08-1 Program Correspondence File Intemal Revenue Service (IRS), and sent to FMS and  [needed or when 2 years
Relations others as a courtesy copy A response by FMS 1s not  |old, whichever occurs
Branch necessary for this correspondence  Arranged by first
calendar year
N1-425- 20 |DMS - Debt |Bankruptcy Notices Requests from agencies to inactivate their debls Cut ofl at the end of each
08-1 Program TOP due to bankrupicy filings The file also has calendar year Transfer
Relations bankrupicy notices from the Bankrupicy Court to to the Washington
Branch FMS  FMS will nactin ate any debt in TOP and send a | Nauonal Records Center X
copy of the Bankrupicy Notice to the agency File also {(WNRC) 1 year after
contains a pnint of the TOP record showing inactivated |cutoff  Destroy 5 years
status_ Arranged by calendar year after cutofl
NI1-425- 21 |DMS - Debt |Agreements Files M di of Understanding (MOUs) and Service |Cut off agreements at the
08-1 Program Level Agreements (SLAs) Some examples of the end of the calendar year
Relations types of agreements the branch has include an MOU  |in wiich they were
Branch with IRS for Tax Levy, and SLAs with varous closed Transfer to
paymeni agencies, both Treasury and non-Treasury Washingion National X

disbursing agencies, to send their payments through

TOP for offset  These files include one-page

agreements between RS, FMS, and vanous program
to levy pay for ding debts

Records Center (WNRC)
2 years after cutofl
Destroy 7 years after
cutofl’
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RECORDS
SCHEDULE

ITEM

ORGANIZA-
TION

RECORD SERIES

DESCRIPTION

CURRENT DISPOSITION

RECORD SCHEDU E N1-425-09-01

GENERAL
RECORDS
SCHEDULES

COMMENTS

ltem ! a,
Policy
Records
(permanent)

ltem! b,
Policy
Records
{temporary}

Item2
Federa!
Program
Agency
Operations
Records

Item3
Treasury
Program

Operations
Records

Ttemd
Conselidated
Reports
(permanent)

ftem4 b,
Consolidated
Reports
{temporary)

Item S m.
Prog! Pruj
Mgmt
Records
(ed
throughout
_program)

TtemS b,
Prog/ Proj
Mgme
Records
(subfect
Mles)

ItemSc,
Prog/ Proj
Mgt
Records
(program
adminstra
tion)

N1-425-
08-1

DMS - Debt
Program
Relations
Branch

Treasury Offset Program
[nfrastructure and
Implementation Files

Documents such as emails and memos, to and from
states Federal agencies, the OfTice of Child Support
Enforcement, and contractors for development of
TOP  Files also include requirement documents and
system development documents for TOP, project
plans, drafis. notes and matenal accumulated m the
development of the TOP system, contracts, Jomnt
Apphcation Development sessions and walk-throughs
These files are histoncal in nature and provide a
bluepnnt of the development of the TOP system To
meet the requirements of the DCIA of 1996 FMS was

quired to develop a ci d collection system for
government agencies to collect their delinquent debls
The TOP system 1s cntical to the DMS' mission to
collect non-tax dehnquent debts These files
document the meetings and vanous other events that
transpired i the development of the TOP system from
1ts inception  TOP records exclusive of those listed in
item 22b below

Temporary, destroy §
years afler the project 15
terminated

GRS 20
Sys Doc

Ni-425-
08-1

~
M
o

DMS - Debt
Program
Relations
Branch

Treasury Offsel Program
Infrastructure and
Implementation Files

Documents such as emails and memos. to and from
states, Federal agencies, the Office of Child Support
Enforcement, and contractors for development of’
TOP Files also include requirement documents and
system development documents for TOP, project
plans, drafls, notes and matenal accumulated in the
development of the TOP system, contracts, Jomnt
Application Development sessions and walk-throughs
These files are histoncal in nature and provide a
bluepnint of the development of the TOP system To
meel the requirements of the DCIA of 1996, FMS was

quired 10 develop ac hzed coll system for
government agencies to collect thewr delinquent debts
The TOP system 1s critical 1o the DMS' mission to
collect non-1ax delinquent debls These files
document the meetngs and vanous other events that
transpired n the development of the TOP system from
Its inception  Iniuial installation and testing records

Temporary, destroy 5
years after finat decision
or acceplance Is made

GRS 20
Sys Doc

N1-425-
08-1

23

DMS - Debt
Program
Relations
Branch

Disclosure Awareness
Traiming File

Files nctude sign m sheets for people who have
recenved the training and a signed cernficate 10 venfy
tramng was recened  The file 1s arranged by calendar
year for each of FMS's building locations  Also
included are schedules for traiming at each location
FMS 1s required by the IRS to provide annual tramning
on policies and procedures for safeguarding Federal
Tax [nformation  Files are arranged by calendar year
Starting in 2005 the training 1s on-hne and the file
contains a CD of the on-line tramning and reports
generated Lo show partictpation

Cut ofT the file at the end
of each calendar year
Destroy 6 years afler
culoff

NI1-425-
08-1

DMS - Debt
Program
Relations
Branch

TOP and TRO Weekly
Statistics Reports File

Reports that are generated weekly and include
statistics of the number and amounts of tax refund
offsets and administrative offsets for child support and
Federal non-tax debls These staustics are submutted
to LPA for the Weekly secretary report and monthly
OFAS report

Cut off at the end of each
fiscal year Destroy S
years after cutofl’

N1-425-
08-1

=)
by

DMS - Debt

Program
Relauons
Branch

Salary Offset Reports File

Reports that are generated monthly and include
statistics of the number and amounts of salary olfsets
These statistics are submitled (o LPA for the Monthly
Secretary and OFAS reports

Cut ofTat the end of each
fiscal year Destroy 5
years after cutoll
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http:NI-425-2.2b

RECORDS | ITEM | ORGANIZA RECORD SERIES
SCHEDULE TION GENERAL
DESCRIPTION CURRENT DISPOSITION RECORD SCHEDULE N1-425-09-01 RECORDS COMMENTS
SCIEDULES
Ttemin | ftemih, | Item2 Ttem A, Ttemd o, Itemab, | lemSa, | ltemSh, [ lemSe,
Poliey Policy Federal | Tressury | Consoldated | Consolidated | Progf Proj | Prog/ Proj| Prog/ Pro}
Records Records | Program | Program | Reports Reports Mgmt Mgme Mgmit
(permanent) | (termporary) | Agency | Operstions | (permanent) | (temporary) | Records | Records | Records
Operations | Records (ued | (subject | (program
Records throughout | Rles) | wdranbtra
program) tion)
N1-425- 26 |DMS - Debt |Safeguard Activity and IRS requires FMS to report how FMS safeguards Cut off file at end of each
08-1 Program Procedure Report File Federal tax information and how tax mformation 15 calendar year Destroy 6
Relations processed by FMS  Safeguard Acuvity Reports to the {years afier cutofl
Branch IRS outlines FMS' compliance with IRS regulatory
slandards The report describes the secunty
procedures and system processes in which FMS X
safeguards Federal Tax informanon The Safeguard
Procedures Reports to the IRS 1s a record of how tax
information recen ed from IRS 1s processed by FMS
Files are arranged by calendar year
N1-425- 27 |DMS - Debt [Debtor Contact Files Records of phone calls to DMS headquarters from Cut ofT at the end of each
08-1 Program debtors with oflset concerns  This [uncuion 1s now calendar year Destroy 7 X
Relations automated and located in the Birmingham Debt years afler cutofl ’
Branch A Op Center call center
N1-425- 28 |DMS - Debt |Background Hearng File |Bachground heaning files for congressional heanings  [Cut off at the end of each
08-1 Program and reference copies of responses to requests from calendar year Destroy 3
Relations Congressional Commattees. OMB, and/or Treasury years after cutofl X
Branch General Counsel on proposed legislation with
1 on Treasury [iscal policy and procedures
N1-425. 29 |DMS - Debt |Background [ Files are req from the Office of Personnel Cut ofT'in the calendar
08-1 Program File Management (OPM) recetved by FMS for debt-related | year in which the
Relations information  These requests are also received from  |background mvestigaton
Branch the Department's Office of Inspector General (O1G)  |1s completed Destroy 5 X
This file contains the requests and background years afler cutofl’
mformation to obtain the responses for OPM and/or
the OIG
N1-425- 32 |DMS - Debt |Agency Profiles Profiles files on federal agencies parucipating in TOP | Cut off each profile
08-1 Program The records provide detailed descriptions of the agreement at the end of
Suppon manner tn which FMS will service and be the fiscal year in which
Branch compensated for managing an agency’s debt portfolio [the Creduior Agency
The profile provides vanious contact information that  [requests closure X
allows DMS (o respond to debt inquirtes made by the |Transfer closed files to
debtor the WNRC 2 years after
cutofl Destroy 7 years
after cutoff
N1-425- 33 |DMS - Debt [Defense Finance and Correspondence files consistng of letters from DFAS [Cut ofT at the end of each
08-1 Program Accounting Service debtors to DMS inquinng about therr debt disposition {calendar year m which
Support (DFAS,) letters i TOP  The files also mclude DMS' responses which {the mnquiry 15 resolved.
Branch refer the debtors to DFAS for problem resoluion Transfer to the WNRC 2 X
years after cutoff
Destroy 7 years afler
cutofl’
NI1-425- 34 |DMS - Debt |Annual Debt Certification |Annual agreements certfyng that the debt records Cut ofT at the end of each
08-1 Program Agreements submutted to TOP by Agencies, States, and Clients fiscal year in which
Support (low volume Agencies) are correct. agreements expire
Branch Transfer to the WNRC 2 X
years afler cutoff
Deslroy 7 years afler
cutofl
New Debt Check Information content of the Debt Check system Debt
Check contams mformation extracted from the TOP
database which 15 used to confimm whether potential X
of lederal € owe
deling; nontax debt to the federal government
New Debt Check Records used to create. use, mantain, document, and GRS 20
secure the system, and to extract information without and GRS
altering the information content 24, vanous
items
New DMIS/ TROR Information content in the Debt Management
[nformation System/ Treasury Report on Receivables
{DMIS /TROR) from federal agencies on the status X

and condition of the federal government's nontax debt
portfohio [ncludes ehgible and actual referrals and
information on recewvables
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RECORDS | ITEM | ORGANIZA RECORD SERIES
SCHEDULE TION GENERAI
DESCRIPTION CURRENT DISPOSITION RECORD SCHEDUI E N1-425-09-01 RECORDS COMMENTS
SCHEDULES
Ttemia | [temlib, | [tem2. Ttem 3, Itemd a, Itemdh, | ltemSa | ftemSb, | ItemSc,
Palicy Polley Federal | Trewsury | Consolidated | Consolidated | Prog/ Proj |Progf Proj| Prog/ Proj
Records Records | Program | Program | Reports Reparts Mgmi Mgmi Mgmi
(permmnent) | {temporary) | Agency | Operations | (pernmanent) | (temporary) | Records | Records | Records
Operations | Records (wed | (subject | (program
Recards throughout | files) administra
program) tien)
New DMIS/ TROR Information content in the Debt Management
Information System /Treasury Report on Receivables
(DMIS / TROR) used by FMS, OMB and others to X
monitor agency compliance with the Debt Collection
Improvement Act of 1996
New DMIS/ TROR Records used to create, use maintamn, document, and GRS 20
secure the system, and to extract information without and GRS
altering the information content 24, various
ttems
New DMS applications on Information content in the DMS apphcations on the
IDMS Integrated Database management System (IDMS) X
platform Includes correspondence and check images
New DMS applications on Records used to create, use, maintain, document, and GRS 20
IDMS secure the system, and to extract tnformation without and GRS
altenng the information content 24, various
items
New FedDebt Information content in the FedDebt system used to
perform debt collection  Includes collection files and X
debt, payment, oflset, and reversal information
New FedDebt Information content in the FedDebt system used to
manage and momitor the effectiveness ol the debt X
program and pnvate coll
New FedDebt Records used to create, use, maintain, document, and GRS 20
secure the system, and to extract information without and GRS
altering the nformation content. 24, vanous
ttems
New TOP/CTS Information conltent tn the Treasury Offset Deleted proposed extended retention peniod for
Program/Call Tracking System (TOP/CTS) used to history records needed to reverse offsets m IRS
perform offsets and respond to inquines  Includes X “injured spouse” cases
information on delinquent debts owed to federal and ’
state governments and matches for the purpose of or
levyng payments to recoup monies owed
New TOP/CTS Information content in the Treasury Offset
Program/Call Tracking System (TOP/CTS) used to
manage and momitor the debt management program X
Includes call statistics and other mformauon used to
monitor TOP Call Center performance
New TOP/CTS Records used to create, use, maintamn, document, and GRS 20
secure the system, and to extract information without and GRS
altering the information content of master files and 24, vanous
datab itemns
New Policy directives Policy directives ncluding information pertaining to ana) vables" was already
Debt Management Services in the Field Operanons scheduled as permanent by N1-425-08-
Manual (FOM), the Treasury Financial Manual
(TFM), and TFM suppl such as “Manag X

Federal Receivables™, “Guide to the Federal Crednt
Bureau Program™, and the “Instructional Workbook
for preparing the *Treasury Report on Recetvables and
Debt Collection Activities™
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