
       

 

    

 

       

 
 
 

 
 

     
 

 
 

 
 

 
  
  

 
 

 
 
 

 
 

 
 
 
 

 
 

 
 

 
 
 

INACTIVE - ALL ITEMS SUPERSEDED OR OBSOLETE 

Schedule Number: N1-058-09-040 

All items in this schedule are inactive. Items are either obsolete or have been superseded by 
newer NARA approved records schedules. 

Description: 

Items 200A, 201A and B, 202, 209, and 214 are superseded by DAA-2017-0016-0001. 
Items 203, 207, and 216 are superseded by DAA-2017-0016-0002. 
Items 208, 210, 225, 226, and 227 are superseded by DAA-2017-0016-0003. 
Items 209, 212, 213, and 215 are superseded by DAA-2017-0016-0011. 
Item 217 is superseded by DAA-2017-0016-0012. 
Item 218 is superseded by  DAA-2017-0016-0005. 
Items 219 and 233 are superseded by DAA-2017-0016-0004. 
Item 220A DAA-GRS-2017-0006-0022. 
Item 220B DAA-GRS-2017-0006-0025. 
Item 222 is superseded by DAA-GRS-2016-0014-0003. 
Items 211, 224, and 232 are superseded by DAA-2017-0016-0006. 
Item 228 is superseded by DAA-2017-0016-0008. 
Item 229 is superseded by DAA-2017-0016-0009. 
Item 230 is superseded by DAA-2017-0016-0013. 
Item 231 is superseded by DAA-2017-0016-0014. 
Item 234A is superseded by DAA-GRS-2013-0003-0001. 
Item 234B is superseded by DAA-GRS-2016-0001-0001. 
Item 200B is non-record copies. 
Item 204A and C were not approved. 
Items 204B and D, 205, 206, 221, and 223 are no longer created. 

Date Reported: 4/30/2025 N1-058-09-040 
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REQUEST FOR RECORDS DISPOSITION AUTHORITY 

To: NATIONAL ARCHIVES & RECORDS ADMINISTRATION 
8601 ADELPHI ROAD COLLEGE PARK, MD 20740-6001 

1. FROM (Agency or establishment) 

Department of Treasury 

2. MAJOR SUBDIVISION 

Internal Revenue Service (IRS) 

3. MINOR SUBDIVISION 

SB/SE, Business Re-engineering (PDC) 
4. NAME OF PERSON WITH WHOM TO 

CONFER 

Daniel W. Bennett 
Carla S. Farris 

6. AGENCY CERTIFICATION 

5. TELEPHONE NUMBER 

(202) 435-6337 
(816) 291-9941 

JOB NUMBER 

N1-058-09- J./0 
Date received {Q kt/lo 9 

NOTIFICATION TlTAGEN~Y 

DATE ARCHIVIST OF THE UNITED STATES 

I hereby certify that I am authorized to act for this agency in matters pertaining to the disposition of its records and that the 
records proposed for disposal on the attached 20 page(s) are not needed now for the business for this agency or will not be 
needed after the retention periods specified; and that written concurrence from the General Accounting Office, under the 
provisions ofTitle 8 ofthe GAO Manual for Guidance ofFederal Agencies, 

181 is not re&uired ""-,,i \ D is attached; or D has been requested. 
r, .. ... " 

DATE TITLESIG~,LV,Gfj;;,· ... ~RESENTATIVE 
IRS Records Officerc..1·,·1 )" ,..,.. N ,f r-J r~ IRS Records Officer National Office, OS:A:RE:SC 

u • .,_LJU Daniel W. B nnett9 Washinaton, DC 20224 
9.GRSOR 10. ACTION TAKEN 7. ITEMNO. 8. DESCRIPTION OF ITEM AND PROPOSED DISPOSITION SUPERSEDED JOB (NARA USE ONLY) CITATION 

RCS 1.15.28 Records Control 
Schedule for Collection 

1). Add a new Section to RCS 28 after Item 
169 entitled PRIVATE DEBT COLLECTION 
(PDC) PROGRAM RECORDS Items 200 - 234. 

2). Add all new items to the Alphabetical 
Index at the end of IRM 1.15.28. 

3). Add all new Forms to the Forms Listing at 
the end of IRM 1.15.28. 

The records are owned by the Small 
Business/Self Employed, Private Debt 
Collection ~PDC) Program. 

See Attached. 
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Background: 

On October 22, 2004, President Bush signed the 
American Jobs Creation Act that created a new 
Section 6306 of the Internal Revenue Code to 
permit private collection agencies (PCAs) to help 
collect federal tax debts. This action was 
intended to benefit the IRS in three major ways. 

First, PCAs were intended to help reduce a 
significant and growing amount of tax liabilities 
as un..collectible due to IRS collection and 
resource priorities, the idea being that many of 
these accounts could be collected if the taxpayer 
were contacted and offered the opportunity to 
pay either in full or in installments. 

Second, PCAs were intended to help maintain 
confidence in our tax system. The IRS's inability 
to pursue all outstanding tax liabilities not only 
harms the fiscal budget but also undermines 
voluntary compliance by allowing some 
taxpayers to pay less than their fair share. The 
use ofPCAs to support the IRS's overall 
collection was envisioned to enable the IRS to 
efficiently address a significant number ofcases 
that were uncollected and were not being 
worked. 

Third, in the long run, PCAs were intended to 
enable the IRS to focus its existing collection 
and enforcement resources on more difficult 
cases and issues. Doing so was thought to 
make IRS resources available for other cases 
that the IRS may not have been pursuing fully at 
the time and that could not be referred to a PCA. 

PCAs were not intended to replace internal IRS 
collection resources. They were intended to 
handle cases that did not require enforcement 
action or the exercise ofdiscretion in resolving 
tax liabilities. Initially there were a number of 

. PCAs working the Program. This number was 
reduced over time such that by FY 2009 only 
two PCAs remained. On March 5, 2009 the 
Internal Revenue Service announced that it 
would not renew the contract of these two 
entities effective October 1, 2009. This action 
effectively ended the Private Debt Collection 
Program which will ramp-down completely in FY 
2010. All dispositions and retentions in this 
schedule recognize the finality of this event. 

PREVIOUS EDITION NOT USABLE STANDARD FORM 115 (REV. 3-91) 
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RCS/28, 
Items 200 

200. 

201. 

Disposition: 

Y. 

Case File. 

· INAC'DVE-ALLITEMSSUPER 
Description: 

PRIVATE DEBT COLLECTION RECORDS 

Closed Tax Delinquency Account (TDA) Cas 
Files (assigned to Private Collection 
Agencies) 

A. Closed Tax Delinquency Account ( A) 
Case Files assigned to Private Colle 10n 
Agencies - also referred to as PD Case Files -
include all documentation for ca s worked by 
the PCAs. The contents of T Case Files 
worked by the PCAs includ . Forms 433F; 
Forms 2159; Forms 4442 eferral; Levy 
Releases, Opt Out req sts received from 
taxpayers, IA Reque Forms, copies of Forms 
referred to other arJ as, etc. 

Cut off at end of fiscal year in 
which tract for PCA is terminated. Destroy 3 
years fter cutoff. 

* ote - Some of these documents have been 
canned and may now reside in electronic 

formats at the PCA - PCAs are required to 
implement this schedule as approved). 

B. All other copies of PCA Case E' 
documentation previously sen the IRS and 
included in the Official TD ase File. These 
copies replicate materi filed in the Official IRS 

TEM RARY. Cut off at end of fiscal year in 
w 'ch contract for PCA is terminated. Destroy 
immediately. 

Private Collection Agency Case His 

Private Collection Agency C istories include 
automated Case Mana ent System records 
of all actions take a case since its 
assignment e PCA. These records are 
acquire m the IRS via Registered User 
P and Employee User Portal and are 
onsidered histo of record of the case. 

SUpelllldad ~Job/llam r. 

O~OLe-rf;­
wp,t~ 
0'61~, J;_w1'3 

-~l)llt 

NEW 

PREVIOUS EDITION NOT USABLE STANDARD FORM 115 (REV. 3-91) 
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This history includes, but is not limited to: 

1. Module and entity information provided b IRS 
{TIN, address, phone numbers, balances ue, 
payments, interest, penalty, etc.), 
2. Records of all incoming and outg • g contacts 
( correspondence and/or telephon with the 
taxpayer, 
3. Attempts to locate the taxP, er, and 
4. Records of contact to/fro the IRS Referral 
Unit. 

A. Temporal Recall ase histories - These 
cases have been called, from the PCA, due to 
the length of ti they have been assigned. 
During the re II process, the cases histories for 
these case are electronically transferred to the 
IRS on -ROM or through the Tumbleweed 
syste . These case histories are used by the 
IRS· determining case dispositions. The case 
h" ory of record remains at the PCA until final 
ontract expiration. 

Disposition: 

TEMPORARY. Destroy IRS copy o emporal 
recall case history when no longe needed for 
administrative, legal, audit, or o er operational 
purposes. 

B. All Case Histories from CAs are transferred 
to the IRS by paper or el ctronically on CD or 
through the Tumblewe system, at closeout of 
program or final cont ct expiration. 

Disposition: 

TEMPORARY:. Transfer case histories to IRS 
Contracting fficer Technical Representative 
(COTR) o CD-ROM, 7 days prior to the 
expiratio of the final contract period. Remove 
from P A system after received and 
ackn ledged by IRS. Destroy IRS record copy 
of se history 3 years after receipt, or when no 
lo ger needed for administrative, legal, audit, or 
ther operational purposes, whichever is sooner. 

17-001b- ODD I 

mber: 

Superseded by Job/ Item 

l)A,A,-O058- 011-001 b-COO/ 
o•~IVYVY):

05 JI 018 
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. 
··*Note - Digital Case History records receive 
from PCAs that cannot be accesse S 
computers due to propriet:aoir-.m1rrware issues 
and/or IRS Cybe~J.SE~nty concerns can be 
destro1v,:::1Jr::1Jf't~eted after termination of contract 

the PCA. 

Recall Acknowledgement Reports 202. 

When the IRS issues a systemic reque t to 
cease all collection activity on an ace unt this 
systemic request will be present o e regular 
Private Collection Agency (PCA) ansaction file 
as a recall. The PCA is require to acknowledge 
receipt of the recall transactio and stop all 
collection activities. The R II 
Acknowledgement Report sts TINs that the 
PCA has identified as be" g recalled. From this 
listing the Referral Unit U) verifies that all 
cases have been rec ed and the appropriate 
letter has been sen The RU takes the 
appropriate actio to follow-up on cases that 
have not been nowledged within established 
time frames. e list includes the taxpayer TIN, 
Name contra , date of recall, date of 
acknowled ment, and appropriate category 

• 

code. 

ich contract for PCA is terminated. 
ears after cutoff. 

PORARY. Cut off at end of fiscal year in 
Destroy 3 

203. Overage Case Inventory Reports 

Overage Case Inventory Reports sed to 
monitor cases and assist in m ging Private 
Collection Agency case in tory. 

Disposition: 

Cut off at end of fiscal year in 
whi contract for PCA is terminated. Destroy 3 

ars after cutoff. 

NEW 

Supelli9ded by Job/ Item runber: 

AA---O~-JO 1-00Ib-COo I 
Date (MMIDDM'YV): 

05 ~I 1'8 

N1-058-90-3 
Item 11 

Supelleded byJob/ Item r: 

-O0fb-0002-0058..-
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• 

CACS-GCase sSystem204. 

Filing and Payment Compliance (F&PC) 
supports the IRS in the collection of un 
delinquent taxes by assisting in the uction of 
backlogged accounts. It uses t enhanced 
COTS software product C -G and Enterprise 
Architecture lntegratio ker (EAIB) query and 
update services to ect and deliver tax cases. 
Selected tax c s are sorted and then made 
available v: a secured network to Private Debt 
Colle • n Agencies {PCAs). The CACS-G is 
h by the Enterprise Computing Center -

artinsburg, West Virginia {ECC-MTB). 

CS-G include the electronic transfer 
of data on • quent accounts from various 
systems used b "ling and Payment 
Compliance. 

Disposition: 

TEMPORARY. Cut off at end of fis ear in 
which Business Reviews are conducted. 
Delete/Destroy immediately. 

B). CACS-G Database 

Disposition: 

TEMPORARY. 

TEMPORARY ut off at end of fiscal year in 
which contr, ·for PCA is teminated. 
Delete/ troy-3 years after cutoff or when no 
longe eeded for administrative, legal, audit, or 
ot r operational purposes, whichever is earlier. 

Outp CACS-G include, but are not limited 
to, system kups, management information, 
reports (Busine rror Reports, PCA 
Placement Report, essing Error Report, 
Quality Pull List Report, e *, electronic 
transfers of data, audit trail Ii s and reports, 
or equivalent documentation in bo 
and digital fomats. 

*Excludin CACS-G BO Re orts. 
PREVIOUS EDITION NOT USABLE STANDARD FORM 115 (REV. 3-91) 

Prescribed by NARA 36 CFR 1228 
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TEMPORA Cut off at end of fiscal year in 
which contract for is terminated. 
Delete/Destroy 1 year a cutoff or when no 
longer needed for administra I egal, audit, or 
other operational purposes, whiche ·s earlier. 

D). System Documentati 

System Documentation for C 
but is not limited to, code 
user guide, and other 

TE RARY. Cut off at end of fiscal year in 
rch contract for PCA is terminated. 

Delete/Destroy 5 years after cutoff. 

CACS-G System BO Reports 205. 

CACS-G System BO Reports inclu : TC 971 
AC054 Reports; All Active Case eports (Entity 
and Module Level); Business r Reports; 
installment Agreement Re rts (Entity and 
Module Level); Outstan • g Recall Reports; 
PCA Activity Reports· ecall Exception Reports; 
and any additiona ports added the CACS-G 
System BO Re rt templates. 

TE ORARY. Cut off at end of fiscal year in 
Ich contract for PCA is terminated. 

elete/Destroy 1 year after cutoff. 

CACS-G Audit Records - System Acee 206. 

CACS-G System Access is care monitored 
and controlled. The audit include records of 
the on-going audit t • oduced by the CACS-
G. The audit t • ntains records of all 
accesses ACS-G and includes pertinent 
refe e information, e.g. TIN, MFT, Tax 

riod, Date, Time, Employee Number, etc. 

NEW 

:]Avfft11VE. ., 0 tr 
C!t4U ctue 
''"' 1-1'\ ~ avj .10 
"+tVl{ O;:.J 

O5 1~l Id-O\ 
7<tnltA ffl 

NEW 

NAcnV'E:­ rdS u-e_ f\O 
dul-+o ditonq.er C.f 

io ~t\f\olo 
oG {a, /ao
-Ran,a. 

PREVIOUS EDITION NOT USABLE STANDARD FORM 115 (REV. 3-91) 116-109 
Prescribed by NARA 36 CFR 1228INACTIVE• ALL ITEMS SUPERSEDED 

https://D10lll..lj


t 

INACTMI • Air.la ffl&Mfi-~UPERUDED 

Disposition: 

TEMPORARY. Cut off 1scal year in 
which contra.1:::t-ffrrPCA is terminated . 
.Qe,ten37Destroy 6 years after cutoff. 

207. Private Debt Collection Internal Control 
Documents 

Internal Control Documents for the Private D 
Collection Program include, but are not limit 
to: Weekly Production Reports - The wee 
report contains: 1) Case inventory levels; ) 
Case Status Summary; 3) Case Resoluf n 
Summary; 4) Complaints Received; 5) her 
Case Activity; 6) Telephone Summary ctivity; 
Temporal Recall Case Closure Trac • g Reports 
- This report is used to track the dis sition of 
cases that are returned and worke by the 
Referral Unit (this report is also u eel to monitor 
cases returned during the close- ut process); 
User Fee Report - The IA User ee Report 
displays accounts with a TC 9 1 AC 063 (PCA 
monitored IA) that have not en charged a user 
fee; Weekly Letter Reconci • tion Breakdown -
The spreadsheet balance the data from the IRS 
files that are sent to the As with the PCAs 
initial contact letter volu es to taxpayer/POAs; 
Telephone Reports - bound Telephone 
Reports - These repo s contain the following 
information: 1)TIN; ate of the Call; 3) Time of 
the Call and time z e at originator location; 4) 
Time of call and ti e zone at taxpayer location ; 
5) Time Zone Va ance Indicator(* if taxpayer 
time zone is diffi rent from Call originator time 
zone); 6) Pers n(s) contacted-Name of TP, 3rd 
party, POA/T ; 7) Right Party Contact (Yor N); 
8) Phone N ber Dialed; 9) Call initiator 
(Assister's ame if assistor initiated or became 
involved i call or "+" if automated dialer is used 
to dial th outbound call and an assistor was not 
involve with the call; 10) Originating phone 
numb ; 11) Whether or not they were offered 
the T xpayer Satisfaction Survey; Inbound 
Tel hone Reports-These reports contain the 
foll wing information: 1) Date of call; 2) time of 

call (at PCA's office); 3) Time Zone (of 
rson calling PCA); TIN; 4) person spoken to 

nd that person's phone number; 5) Assistor's 
Name (the PCA employee who handled the call); 

NC1-058-82-1 
Items 

Supellededbyjob/ 

Dr->R-005 1,--00/(,-0<»2 
Dall 

C6 
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6) Whether or n . ey wer~ offered the 
Taxpayer Satisfaction Survey. 

Disposition: 

TEMPORARY~-.... o at end of fiscal year in 
whic ract for PCA is terminated. 

elate/Destroy 1 year after cutoff. 

Private Debt Collection Operational Plannin 208. 
Documents 

Private Debt Collection Program Planni 
Documents include, but are not limit to the 
Contractor's Management Plan, P. ate 
Collection Agency Operational an, and Private 
Collection Agency Standa perations Plan 
(SOP). 

*Note - This file co ins proprietary information 
and should only accessed by authorized 

Cut off at end of fiscal year in 

personnel. 

hich contract for PCA is terminated. 
Delete/Destroy 5 years after cutoff. 

Business Review Reports of Private209. 
Collection Activities 

Private Debt Collection Activity reA rts to IRS 
Collection Management and Prhl e Debt 
Collection Management for inc sion in the 
Business Review. This doc entation includes, 
but is not limited to, Month and Quarterly 
Summarizations; Private ebt Collection 
Scorecards; Perform ce Evaluative Reports; 
FISMA and other Se rity Briefing Reports used 
in the Business R ,ew; Transaction Category 
Reports (TRCA T. , Dollar Stratification Reports 
(DOLCAT); S guard Procedures and Activities 
Reports; Pe onnel Rosters and Staff Listings; 
Monthly S mg Reports; Production Reports; 
Quarter! n-Site Performance Review Reports; 
Quarte y Evaluation Reports; Monthly 
Tele one Reports; IRS Compliance Review 
Re orts; Operational Review Reports; Oversight 

it and Quality Reports; and other similar 
ocumentation used in the conduct of various 

business reviews and re ortin . 

NEW 
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Disposition: 

t~~r-errn of fiscal year in 
which KIJJ~~s eviews are conducted. 

e ate/Destroy 1 O years after cutoff. 

Private Debt Collection Administrative­210. NEW 
Advisory Council Records 

Records developed for the Private D t 
Collection Administrative-Advisoiy ouncil. 
These files include studies, ana is, and 
correspondence, which estab • hed the policies, 
practices, and program for 1vate Debt 
Collection. Included are anizational changes, 
functional realignments nd responsibilities, and 
long and short range anning documents. 
These files also in de memorandums and 
advisory opinion ocuments received in 
response to q stions/issues. This guidance 
was used to evelop policies and procedures in 
the Privat ebt Collection 

T PORARY. Cut off at end of fiscal year in 
hich contract for PCA is terminated. 

Delete/Destroy 10 years after cutoff. 

Private Debt Collection Trend and Proce NEW211. 
Analyses and Reports 

Reports developed by Private Debt ollection for 
trend analysis and program eval tion. The 
files contain in house analysis at is not dictated 
through the Treasury lnspe or General for Tax 
Administration, GAO or islative mandate. The 

SupelSldadbyJob/ltem 

reports include a bre Hown of observations and 
recommendations r modification to current 
procedures or P, cesses based on a detailed 

ich contract for PCA is terminated. 
Delete/Destroy 2 years after cutoff. 

analysis of th data. 

Cut off at end of fiscal year in 

PREVIOUS EDITION NOT USABLE STANDARD FORM 115 (REV. 3-91) 115-109 
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Narrative Quality Review· Reports of Private 
Debt Collection Activities 

212. 

The Embedded Quality Review System 
(EQRS)/National Quality Review Sys 
{NQRS) allow input of data for org 1zational 
quality reviews. EQRS/NQRS s e as vehicles 
to evaluate contractor perfor nee through 
reviews. EQRS/NQRS ar sed by the 
Oversight quality analys to capture data 
obtained from review· cases. The narrative 
information develo from EQRS/NQRS data is 
not used "to ass individual performance and is 
scheduled se rate of other Quality Data in 
those syst s (see IRM 1.15.31, Item 10/2). 

MPORARY. Cut off at end of fiscal year in 
which contract for PCA is terminated. Destroy 3 
years after cutoff. 

EQRS/NQRS Output Reports of Private De 213. 
Collection Activities • 

The Embedded Quality Review Syste 
(EQRS)/National Quality Review SY, em 
(NQRS) allow outputs of report d for 
organizational quality reviews. QRS/NQRS 
serve as vehicles to evaluat ntractor 
performance through revi s. EQRS/NQRS are 
used by the Oversight ality analysts to capture 
and report data obta • d from reviewing cases. 

Disposition fort s item is already approved (see 
N1-058-6-2, m B). PCAs and the Private Debt 
Collection ram should use this authority 
when d ting/destroying PCA related 
EQR QRS output quality reports. 

TEMPORARY. Destroy when superseded or no 
longer needed. 

NEW 

Supell8dld by job' 

lb-O'DII 

N1-058-6-2 
Item (8)(1) 

lb--00/1 
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214. 

215. 

216. 

. 
Private Debt Collection Audio Digital 
Recordings - Non-Evaluative-Centralize 
Quality 

Private Debt Collection Audio Di • Recordings 
including original recorded co ersation 
between Private Collectio ency employees 
and taxpayers regardi collections on 
accounts. These c ersations are used to 

discussions. 

measure contra r quality and compliance. 

TE ORARY. Cut off at end of fiscal year in 
ich contract for PCA is terminated. 

Delete/Destroy 18 months after cutoff. 

Joint Private Debt Collectlon Operatl 
(OU) Quality Assurance (QA)/Cons· 
Meetings and Minutes 

Meeting Minutes of quality co stency 
meetings. Consistency Se ons attended by 
both PCA supervisory/q 1ty staff members and 
IRS management are eduled monthly. 
These Joint Sessio are designed to share 
information and t process improvement 

TE RARY. Cut off at end of fiscal year in 
w h contract for PCA is terminated. 

elete/Destroy 3 years after cutoff. • 

Private Debt Collection Customer 

,-'fy\ 

Satisfaction Surveys 

The Private Debt Collection P'ffV'l1 

monthly customer satisfacti urveys of the 
Program and Private ction Agency 
activities. These fi include Monthly and 
Quarterly Surv esults since inception of the 
Program. onthly reports are saved to the PDC 
Prog Shared Drive. Quarterly Reports 
i de the cumulative results from the three 
-.previous months and are stored on CD-ROM. 

IRM 1.15.'31 
Item 10(2}(8)(1} 

Superseded by job/It er: 

I PA--005~ C01b-OOO J 
Dall 

NEW 

NEW 

aupel'lldad IJ'I jab/ Ila r: 

oo5j-J 
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217. 

218. 

Documentation; Complai ogs & Responses -
copies of all mail, comQ int log notations, and 
any other notes of v al complaints; hard 
copies of the affe d cases; written complaint or 
notes of verbal mplaints; written disputes; 
written notific on from IRS that 

Publications. 

complaint/ cem has been resolved. 

T PORARY. Cut off at end of fiscal year in 
hich contract for PCA is terminated. 

Delete/Destroy 3 years after cutoff. 

Private Debt Collection Letters and Lett 
Development Files 

Letters and Letter Development F s contain 
background and template desi materials for 
the development of Letters otices, and other 
formatted materials spe • c to the Private Debt 
Collection Program. ese are filed separate of 
other similar recofi maintained by Media and 

TE ORARY. Cut off at end of fiscal year in 
ich contract for PCA is terminated. 

Delete/Destroy 1 Oyears after cutoff. 

INACTIVE •ALL ITEMS SLU'!:o-r.,~,.,, D . 
Disposition: 

TEMPORARY. Cut off at en 
which contract fo s terminated. Retire to 
the RA~lR+.~enter 2 years after cutoff. 

e ete/Destroy 15 years after cutoff. 

Private Debt Collection Complaint Files NEW 
Complaint Logs 

SUpellldld by Job/ 
The Private Debt Collection Progra Compliant 
Files and Complaint Logs includ ut are not 
limited to: Complaint Activity F m; 
Complaint/Concern Activity port; Complaint 

NC1-058-81-10 
Item 5 

0\~...0012 

b-0005 
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cial 
ides 

ook; PCA 

ltJAtrnVS .; JU I ,..,-~ 

_I . 
Private Debt Collectlon Handbooks and 
Guides Development Files 

219. 

The Handbook and Guides Development Fi 
contain background, draft materials, and 
copies for the policies, procedures, and 
(Handbooks) specific to the Private D t 
Collection Program. These files incl ·tie, but are 
not limited to: the PDC COTR Ha 
Policy & Procedure Guide (Pub • 08); RU Policy 
& Procedure Guide; Reports ndbook; Quality 
Handbook. The Private De Collection 
Program uses the service f the Private 
Collection Agencies (PC ), Referring Units(RU), 
Contract Representati s (COTRS), and Quality 
Analysts (QA) to fun ion. Each group has a 
"handbook" which utlines their responsibilities. 
The PCA Policy Procedure Guide has been 
converted into publication. These are filed 
separate of er similar records maintained by 
Media an ublications. 

PORARY. Cut off at end of fiscal year in 
ich contract for PCA is terminated. 

elate/Destroy 1 O years after cutoff. 

220. Background Investigation Case Files and 
Associated Documentation for Private 
Collection Personnel 

Documents filed in the Background vestigation 
Case Files for Private Debt Colle I0n Personnel 
include, but are not limited to: 13760 Personal 
Identify Verification of Fede Employees & 
Contractors; SF-85P Que 1onnaire for Public 
Trust Positions; 1-9 E oyment Eligibility 
verification ( copy of rm on file with employer, 
needed only if em oyee is a resident alien); 
Form 13340 F • Credit & Reporting Act 
Disclosure a Authorization; Non-Disclosure 
Agreeme orm; Consent to Disclosure of Tax 
Informs· n; FD258 Fingerprint Card; Risk 
Asse ment Checklist - RAC - (Completed by 
ca ); Record of status of investigation; Official 

morandum when interim & final approval is 
granted; and/or Notification of employee 
'separation. Copies of approval letters, interim 
letters, RACs, and copies of background 

NEW 
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investigation list emaintained by the 
for program documentation. 

A). Background lnvestigati ase Files (of 
individual contractor pe nnel) 

Disposition: 

TEMPORA . Retire to Records Center 2 
years a date of report, final legal action, or 
final ministrative action, whichever is 
a ropriate. Destroy 16 years after date of final 
report, final legal action, or final administrative 
action. 

B). Other Documentation associ with 
Background Investigations rivate Debt 
Collection Agencies (e. pproval Letters, 
RACs, lnvestigatio stings). 

ORARY. Cut off at end of fiscal year in 
ich contract for PCA is terminated. 

Delete/Destroy 2 years after cutoff. 

221. Private Debt Collection Training Files 

Private Debt Collection Agencies are ~ uired to 
adhere to IRS internal requirement r training 
personnel in collections, disclosu , and other 
processes and practices. Priv e Debt 
Collections Training Files i ude information 

_regarding the managem of the training 
program including, bu ot limited to: Training 
materials, rosters o taff trained, and other 
documents indic mg the type, duration, and 
specific traini provided to personnel. 

ich contract for PCA is terminated. 
Delete/Destroy 1 year after cutoff. 

Cut off at end of fiscal year in 

SupeMtdtd by Job/ llem 

rt"-b-Q.S-8.01 - OOOb-002.S 
Date~· 
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222. 

223. 

224. 

. 
Private Debt Collection Annual Briefing 
Certifications 

Private Debt Collection Agencies are n quired to 
adhere to IRS internal requirements r conduct 
of annual briefings. Private Debt llection 
Annual Briefings Certifications F." es include, but 
are not limited to: Annual Bri ng Verification; 
signed by each contractor ubcontractor 
employee upon completio ; Taxpayer Rights & 
TAS Awareness Briefin Certification Forms; 
Security & Privacy In rmation Briefing 
Certification Forms· S RRA98 Section 1203 
Awareness Briefi Certification Forms; Privacy 
Awareness Bri mg Certification Forms; 
Disclosure a Safeguards Awareness Briefing 
Certificatio orms; and UNAX forms. 

Cut off at end of fiscal year in 
ich contract for PCA is terminated. 

elete/Destroy 2 years after cutoff. 

Correspondence Files - Congressio al 
Inquiries relating to Private Debt llection 

Includes general Congressiona qumes, 
requests from Congressiona embers and staff, 
Reports of the Joint Com • ee on Taxation 
(JCT), updates on Sen r Grassley and related 
activities, GAO Repo , updates to GAO 
Reports, and draft sponses, and copies of final 
responses. 

TEMP RY. Cut off at end of fiscal year in 
whi contract for PCA is terminated. 

ete/Destroy 2 years after cutoff. 

Private Debt Collection Mailbox lnqui 
Responses 

Inquiries and respons garding the Private 
Debt Collection gram from the General 
Public, a • ed taxpayers, practitioners, as well 
as er Private Collection Agencies requesting 
information on how to be part of the program. 

NEW 

Superseded by Job/ Item 

t A--tt'?S-JD\ - 0014 ...-{lj)3, 
Date (MMIOOIVVVY): 

(), \ 

NC1-058-83-6 
Item 2 

SUperuded by Job/ llem 
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security issues. 

ORARY. Cut off at end of fiscal year in 
ich contract for PCA is terminated. 

Disposition: 

TEMPORARY. Cut 1tt.:;;lt-i!ll'ffl of fiscal year in 
which or PCA is terminated. 

e eta/Destroy 6 months after cutoff. 

Private Debt Collection Security Plans an 
related records 

Private Collection Agencies are re 
develop extensive plans for sec ng 
documentation, especially re rding taxpayers, 
from unauthorized acces r damage. Security 
Plan Files include pla ng documents, annual 
plans, reviews of P. , and reports regarding 

225. 

Delete/Destroy 1 year after cutoff. 

Private Debt Collection 226. 
IT Security Plans and related reco11 

Private Collection Agencies are r uired to 
develop extensive plans for se ring 
documentation, especially r arding taxpayers, 
from unauthorized acces r damage. Separate 
plans for IT security a required. IT Security 
Plan Files include ri assessment planning 
documents, sure planning documents, annual 
plans, reviews plan, and reports regarding 
security iss s. 

PORARY. Cut off at end of fiscal year in 
hich contract for PCA is terminated. 

Delete/Destroy 1 year after cutoff. 

NEW 

Dall 

Supelllded by Job/ . 

AA-0060-

NEW 

Sup8111ded by Job/ 

b-Cl1l~ 
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Publication 4708. 

227. 

228. 

229. 

Private Debt Collection Disaster Plans, 

records 
Business Continuity Plans and related • 

Private Collection Agencies are re red to 
develop extensive plans for prot ing 
documentation, especially re ing taxpayers, 
damage due to various dis ers (manmade and 
natural). Disaster Plan F' s include planning 
documents, annual pl s, reviews of plan, and 
reports regarding • gating disaster related 
issues, as well a lans on conduct of business 
during such ev. ts. 

TE ORARY. Cut off at end of fiscal year in 
w ch contract for PCA is terminated. 

elete/Destroy 1 year after cutoff. 

Private Debt Collection Transmittal a 
Receipt Records (including Forms 10) 

Private Debt Collection Agencie are required to 
adhere to IRS internal requi ents for 
transmittal and receipt co ol of taxpayer 
information. Forms 32 are required for use as 
receipts and transmi records when 
transferring taxpa r information between offices 
(e.g. from the I to the PCA). 

Cut off at end of fiscal year in 
ch contract for PCA is terminated. 

elete/Destroy 1 year after cutoff. 

Private Debt Collection Certified an 
Registered Mail Records 

Private Debt Collection Age es are required to 
adhere to IRS internal re 1rements for certified 
and registered mail i ccordance with IRS 

TEM RARY. Cut off at end of fiscal year in 
w ch contract for PCA is terminated. 

elete/Destroy 4 years after cutoff. 

-ALL ITEMS SUPERS 
NEW 

Supellldad by Job/ lllm number: 

7-00/b-OCQ3 

NC1-058-80-6 
Item 91 

Superseded by Job/ 11am 

\b-COcfil 

N1-058-94-2 
Item 1 

Superseded by Job/ 11am 
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NEW 
N1-058-87-7 
Item 12 

SUperaeded by Job/ Ila 

~ 

NEW 

lb-0011.\-

oo,b-tloob 

230. 

231. 

232. 

Background Files 
Private Debt Collection Litigation 

em23 

Private Debt Collection Program back nd 
files on litigation matters involving Program. 
Files include case materials, i stigations of 
matter, subpoenas, sum ses for testimony, 
copies of depositions c. 

TE RARY. Cut off at end of fiscal year in 
ich related litigation is concluded. 

Destroy/delete 2 years after cutoff. 

Private Debt Collection Threat Files 

Private Debt Collection Progra ackground 
files on threats involving P • ate Debt Collection 
employees and contra rs. 

TEMP 
w 

estroy/delete 5 years after cutoff. 

Private Debt Collection General 
Administrative Files 

Records accumulated by individua 
relate to the internal administrati or 
housekeeping activities of the ice. This 
includes but is not limited to: iversion of 
Employees justification/pr osed substitutions; 
Employee diversions to er programs; List of 
PCA Employees (& UR ates); Notification to 
COTR of Personnel eassignment; Notification 
to PS&I Contracto rogram in writing of all 
Contractor empl ees who separate from the 
contract; Proj Staff Roster; Monthly 
Separation ster; Monthly Staffing Levels 
Report; a Weekly Active Employee Roster. 

PORARY. Cut off at end of fiscal year in 
ich contract for PCA is terminated. 

Delete/Destroy 2 years after cutoff. 

RY. Cut off at end of fiscal year in 
related litigation is concluded. 
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Private Debt Collection Program-Specific233. 
Procurement Files 

Private Debt Collection (PDC) Program-Spec· 
Procurement Files include, but are not limit 
Internal PDC High Level Plans, Microsoft 
spreadsheets or Microsoft Word documen 
contain all PDC payments which include , 
questionable payments, the results of a audits ---=05~,..a:.;l:.,...::::::::;.:~----­
or reviews and the final audit report w ch 
contained results and any recommen ations. 
Procurement Files also contain Fo s 4442, 
referrals to the Contracting Officer echnical 
Representative (COTR), for PDC dministrative 
resolution fee and/or case resol ions -
Documentation which supports e payment of 
an administrative resolution fi or an adjustment 
to commissionable payment to a Private 
Collection Agency; Financi Reports - These 
files contain all financial t sactions related to 
accounts assigned to the CAs. The COTRs 
use these files when co pleting the invoice 
process. Financial file include information on 
commissionable doll and commissions to be 
paid to the PCAs. is includes a detail file that 
contains data on t specific reporting period 
(monthly) and a s mmary file that contains fiscal 
year to date cu lative information generated 
monthly. Fro eptember 2006 - October 
2008, these fil s were downloaded from CPE 
and stored o a shared network server 
(NCT001 0c shr1 \Common\Multi\PDC) with 
limited ace ss. These files contain FTI. 
Beginnin October 2008, COTRs accessed files 
through ontrol D. 

PCA I voice and supporting documentation 
use y the COTR to input payment data 
th gh WebRTS. 

EMPORARY. Cut off at end of fiscal year in 
which contract for PCA is terminated. 
Delete/Destroy 6 years, 3 months after cutoff. 
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ich the last payment for related goods and/or 
services is made. Destroy/delete 1 year after 
final payment. 

INACTNE • ALL ITEMS SUPE 

Private Debt Collection Program-Spe • 1c 
Solicited and Unsolicited Bids and posals 
Flies 

Files on bids and proposals, b solicited and 
unsolicited, received by the rivate Debt 
Collection Program. Bid nd Proposals Files 
include Request for te (RFQ) 
Task Orders, any ociated documentation. 
These files are intained by the Accountable 
Officer for the rogram. 

TE CRARY. Cut off at end of fiscal year in 

superseded lrf Job Inem 
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