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LEAVE BLANK 
REQUEST FOR RECORDS DISPOSITION AUTHORITY JOB NO. 

(See Instructions on reverse) Nl-58-87-6 
DATE RECEIVED

To: GENERAL SERVICES ADMINISTRATION 
NATIONAL ARCHIVES AND RECORDS SERVICE, WASHINGTON, DC 20408 5-27-87 

l. FROM (Agency or establishment) NOTIFICATION TO AGENCY 

Treasury Department In accordance with the provisions of 44 U.S.C. 3303a 
2. MAJOR SUBDIVISION the disposal request, including amendments, is approved 

except for items that may be marked "disposition not
Internal Revenue Service approved" or "withdrawn" in column 10. If no records 

3. MINOR SUBDIVISION are proposed for disposal, the signature of the Archivist is 
not required. 

~Facilities and Information M<>n<>caE>.mPnr ,.•f" n;u;!':;nn 
4. NAME OF PERSON WITH WHOM TO CONFER 5. TELEPHONE EXT. DATE ARCHIVIST Ot- l HE UNITED STATES 

¾/F~(K)~~Marcella Weston 535-9874 
6. CERTIFICATE OF AGENCY REPRESENTATIVE 

I hereby certify that I am authorized to act for this agency in matters pertaining to the disposal of the agency's records; 
that the records proposed for disposal in this Request of 6 page(s) are not now needed for the business of this 
agency or will not be needed after the retention periods specified; and that written concurrence from the General 
Accounting Office, if required under the provisions of Title 8 of the GAO Manual for Guidance of Federal Agencies, is 
attached. 

A. GAO concurrence: D is attached; or [i] is unnecessary. 

D. TITLE 

tlMta-
9. GAS OR 10. ACTION7. 8. DESCRIPTION OF ITEM SUPERSEDED TAKEN

ITEM 
(With Inclusive Dates or Retention Periods) JOB (NARSUSE

NO. CITATION ONLY) 

The records covered by this request (Records Control 
Schedule 206 - Service Centers) are created or maintained 
in Internal Revenue Service Centers in carrying out their 
functions pertaining to revenue collection and accounting; 
processing, analysis and disposition of tax returns, 
tax information documents and related records; mailing of 
tax forms, transcription of statistical information, 
and preparation of special reports. 

RCS 206 
8 Language clarified. NCl-581~~ 68 

15 New item added for "Cooperative Effort Inactive Pay Reports". New 

Cl--,8-85- 0
20 New Sub-Item (6) added for Service Center Collection Branch, New 

Quality Review Record, Form 8509, Part 2. 

38 Cl-58-85- 0 
Sub-Item (2)(a) Provision added to retire to Federal Records 

Center 4 years after end of processing year. New 

48 Sub-Item (1) Provision to retire to the Federal Records Cente NCl-58-85 10 
is added. New 

Sub-Item (2) Disposition changed to destroy 6 years after 
the end of the processing year. Language clarified. NCl-58-85 10 

Item 48 

STANDARD FORM 115 (REV. 8-83) 
Prescribed by G5A 
FPMR (41 CFR) 101-11.4 

115-108 
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... 
-------- -· -- .. ·- - - -- - -- --

New 

51 Reinstated for "Closed 100 Percent Penalty File (Form 2749). New 
(Erroneously deleted in last revision of RCS 206.) 

52 New item added for "Notice of Action for Entry on Payer Master New 
File (PMF) (Form 8423) and Payer Master File Entity Changes 
Entry (Form 8487). 

53 New item added for "self-Assessed Penalties Return (Form 8210)'. New 
' 

58 Language clarified. 

60 Item descr,iption cla~ified and disposition chang~d to 
"destroy immediately once determination has been made that 
the return is unidentifiable. 

61 Language clarified. 

62 Language clarified. 

66 Provision to retire to Federal Records Center is added. 

67 Sub-Item (3) is deleted. 

68 Language clarified. 

69 Sub-Item (1) CP Notices added. 

Sub-Item (9) added for "100 Percent Penalty Assessment Statute 
Expiration Date (ASED)." 

74 New item added for "Certification and Election Form (Form 
6458)". 

75 Sub-Item (l)(a) Language clarified. 

79 ew item added for "Returns Delinquency Notice Review Register" 

80 ew item added for "Pre-note Problem Register and Non-Pay 
Problem Register". 

Cl-58-81 14 
Item 58 

Cl-58-80 
Item 60 

Cl-58-83 10 
Item 1 

Cl-58-82 
Item 62 

Cl-58-85 10 
Item 66 

' .Cl-58-85 10 
Item 68 

Cl-58-85- O 

New 

Cl-58-85- 0 
Item 75 

New 

New 

uh-Item (b)l Disposition changed to retire to Federal Records NCl-58-85 10 
beginning January 2, 1 year after the end of the year in which Item 57 
numbered and processed. 

5r,:.•.'.)t.,RD FOA1,~ 115 A ,<>Ell.:, ~J)
Fc.ur cop1t,, includ,r,g or,;,n.al 10 tt \L.t.-~1t~M:t 
to thr NJt,c.n,a! Ar::::t-,w~, ,1n:=" F:ot:c•C1, Sr,_, Ct. r •t ~· : ._ :! t·, G5.A 

f : ·:;. , .: l C; ~ 1 1 ::--1 ] 1 4 

57 

https://or,;,n.al
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82 

87 

88 
1//1--/ '· 7 

107 

108 

109 

110 

111 

112 

122 

123 

125 

.,..[114. 
115. 

i Language clarified. 

I1Language clarified. 

Language clarified. 

Forms 8596 and 8596A, Information Returns for Federal 
Contracts~added to narrative. 
Item reformatted to reflect disposition for microfilmed 

records, as well as paper records. 

New Sub-Items 2 thru 10. Sub-Item 3 renumbered Sub-Item 11. ~ 
Language clarified. 

Language clarified. 

Deleted. 

Language clarified. 

Deleted. 

Language clarified. 

New item added for "Backup Withholding Program". 

Language clarified. 

Sub-Item (3) "Lockbox Lister Tapes" added to narrative. 
Sub-Item (l)(a) & (b) 

Sub-Item (2)(a) & (b) 
series returns and 

Language clarified. 

added for disposition of Form 5500EZ. 

revised to include all other Form 5500 
related documents. 

Sub-Item (4) added to reflect disposition for "Employee 
List". 

New Item added for Form 5353. 
New Item added for Form 5546. 

Items added 

NCl-58-85-.10 
Item 82. 

NN-170-16 I 
I1 

Item 49 : 

!Ncl-58-76~9 
1Item 9 

NCl-58-85 10 
Item 98 

Cl-58-80 6 
Congressi nal 

No. 189 
90th Co gress 
2nd Ses ion 

NCl-58-85 10 
Item 10 

Congressi nal 
No. 189 
90th Co gress 
2nd Ses ion 

NCl-58-85 10 
Item 11 

New 

NCl-58-85 10 
Item 11 

NCl-58-82 9, Item 118 
NCl-58-80 6 

Item 12 

NC-174-16 
Item 4 

NCl-58-80 6 & 
NCl-58-82 9 

Item 12 

~ T:.. •,. 0 r.., HO F On•," i 1~ A , ;.... l "'' l : ~ 3) 
: l' ,,• l 't l :;:,L. 
1 , ·: t, 1 G ! '-- • h 1 1 r: l l ~ 

https://NCl-58-85-.10
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127 Deleted. 

146 Language clarified. 

161 Language clarified. 
Sub-Item (2) Retire to Federal Records Center 1 year 

after internal audit of operations. 

163 Language clarified. 

165 Language clarified. 

168 Language clarified. 

173 Sub-Item (1) Paper Records Not Converted to Disk Pack 

Narrative clarified. 

Sub-Item (2) Provisions added for disposition of records 
converted to disk and microform. 

178 Sub-Item (1) Disposition changed to destroy 3 years after 
end of processing year. 

185 Sub-Item (1) Provision to "Retire to Federal Records Center 
1 year after payment tracer is closed" is added. 

Sub-Item (2) Disposition changed to destroy 3 years after 
payment tracer is closed. 

186 Language clarified. 
l(i 95 Sub-Item (1) Dispostion changed to destroy 90 days after 

data has been transcribed to the TREAS.-95 Report. 
199 Sub-Item (l)(a) Disposition changed to destroy 3 years 

after end of processing year. 

213 Language clarified. 

Sub-Item (1) Disposition changed to destroy 3 years after 
end of processing year. 

,____.......,Sub-Item (3) Deleted. 
175 Sub-Item (1) Provision to "Retire to Federal Records Center 

1 year after processing year" is added. 
Sub-Item (2) Disposition changed to destroy 3 years after 

end of processing year or after internal audit of operation 
and accounts, whichever is later. 

Cl-58-85- 0 
Item 146 

Cl-GRS-81 12 
Item 1 

Cl-58-85- 0 

N-170-16 
Item 93 

NN-173-15 
Item 15 

NCl-58-85 10 
Item 18 

NCL-58-80 6, Item 195 
NCl-58-82 9 

Item 19 

NCl-58-82 9 
Item 21 

NCl-58-80 6 
Item 17 

Fo1Jr copi~s. 1nc!udin; original to bt ~;.;t,m1tte-d STAND/~RD FORM 115-A ,;;Ev. !2-E3J 
to the National Arctiives and Records Strvict. P•t•~~, ,t-f-C ~r GSA 

f; •,•.; (41 C" R) IG!-l l.4~Items added 
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5 6--------- ------ ·-- ---- ------ --
. : - :_~I~'"( 

F :...: 3,:~,1FT1.:,· .. c.:. i ·::-.· . : : :. :_i 1' - • ~· ~"ITEM 
1\-\ ,tr. /ndi..Aht" [,.:.!cJ or F:.:t(.-.~,v .. It ... ,c,d11 I - ::s 1\'k~S-USENO. 1' 

214 Language clarified. 
Sub-Item (1) Disposition changed 

end of processing year. 
~~ SEE A ACHED ADDENDUM 

Sub-Item (2) Provision to retire 
Center deleted. 

232 Language clarified. 

Sub-Item (1) Disposition changed 
receipt. 

Sub-Item (2) Deleted. 

233 Language clarified. 

Sub-Item (1) Disposition changed 
date of receipt. 

' Cl~t.-;-1:,r,,; ONLY)
- - -- --- __i________ 

to destroy 3 years after Cl-58-82 9 
Item 21 

to the Federal Records 

Cl-58-82 
Item 23 

to Destroy 3 years after 

Cl-58-82 9 
Item 23 

to d~stroy 5 years after 

239 Sub-Item (l)(a) Disposition changed to destroy 7 years after C-174-16 
end of processing year. Item 8

-f 240 Language clarified. NC-174-16 
Sub-Item (l)(b) Disposition changed to retire to Federal NCl-58-85 10 

Records Center 2 years after end of processing year. Item 23 
"-"' 246 New item added for SCCF Aged Historical Files New 

243 Sub-Item (2)(a) Disposition changed to destroy 7 years after NCl-58-80 6 
end of processing year. 

Sub-Item (2)(b) Disposition changed to retire to Federal 
Records Center 3 years after end of pro~essing year. 

300 Sub-Item (2) Disposition changed to destroy after 12 months 
or when no longer needed in current operations. whichever 
is later. 

301 Sub-Item (l)(a) Disposition changed to destroy 12 months 
after data has been converted to good tape. 

Sub-Item (2)(a) Disposition changed to destroy 12 months 
after date of listing. 

311 Old item deleted. New item added for "Taxpayer Entity Change 
Report". 

Item 24 

NCl-58-85 10 
Item 24 

NCl-58-85 10 
Item 30 

NCl-58-77 13 
Item 2 

NCl-58-82 9 
Item 30 

New 

316 Sub-Item (1) Dlippsition changed to destroy 3 years after the NCl-58-85 10 
month generated unless the Supervisory Auditor at the 
service center requests that they be retained for a longer 
period. 

307 Sub-Item (1) Dis~osition changed to ~ESTROY 5 years after 
processing year, 

Item 31 

Cl-58-77 13 
Item 8 

Added 11 /18/87 
ir.,it- Revised ll/'Jn,A7 STANDARD FORM 115 A \AE v 12 83)_,J_ ,Jc_ 'l"d ~bpiu, lnclu01n9 ori9,nal I? b• 1ubmllled 

-7"~ .,- Revised 12/tc/8'1 Nal,onal A•<hi••· and Rtcoro, Serwico_ PIP\,Ct•De-0 b) GSA 

I i-',_.I< 141 (.IR) 101 I I 4 



· .~-¥-#. ADDENDUM ,TO PAGE 5 of - PAGE OF 

I 

IJOB NO.Request for Records Disposition Authority-Continuation 5"o. o~ G 
9.

7. I. DESCRIPTION OF ITEM 10.SAMPLE OR
ITEM NO. (With Inclusive Oates or Retention Periods) ACTION TAKENJOB NO 

222 New Item added for Form 1066 New 

223 New Item added for Forms 8288 and 8288-A New 

224 New Item added for Form 8612 New 

225 New Item added for Form 8613 New 

Four coplee, Including orl9lnal, to be eubmlttecl to ... NatloNlf Archtwes STANDARD FORM 115-A 
Revised July 1974 
Prescribed by General Services 

Adminilltralion 
FPMR (41 CFR) 101-11.4 

,~1d-1 '41 _ 

115-203 
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7. 
ITEM 
NO. 

317 

318 

319 

320 

321 

322 

323 

327 

356 

357 

363 

364 

370 

371 

372 

405 

115 204 

_--------- ---------------- --- -- .. -···------------------- -·-

B. w~'.,C> .. ~T,O"- Cr ITEM 
(With Inc:,.,,11,c fJ::tf!; or F.cttntivn Pfriods) 

Sub-Item (1) Disposition changed to destroy 3 years after 
the month generated unless the Supervisory Auditor at the 
service center requests that they be retained a longer 
period. 

New Item added for FTD-PEL Insert Delete List. 

New Item added for FTD-PEL Insert Default List. 

Sub-Item (1) Disposition changed to destroy 3 years after 
close of processing year unless Supervisory Auditor at the 
service center requests that they be retained for a longer 
period. 

Sub-Item (1) Disposition changed to destroy 3 years after 
close 6f processing year unless the Supervisory Auditor 
at the service center requests that they be retained for 
a longer period. 

Language clarified. 

Sub-Item (l)(a) Disposition changed to destroy 12 months 
after date of listing unless the Supervisory Auditor at the 
service center requests that they be retained for a longer 
period. 

-- --- . I_6 __OF__ L 
£' G'--'S :,P 1C ACTt .. N 

s~~:~s~~ED 7AK~~ 
JOB (NAAS USE 

CITATION ONLY} 

NCl-58-85-10 
Item 317 

New 

New 

NCl-58-78-4 
Item 320 

NCl-58-78-4 
Item 321 

NCl-58-85-10 
Item 322 

NCl-58-82-9 
Item 32: 

Sub-Item (l)(a) Disposition changed to destroy 90 days after NCl-58-85-10 
microfilming and films verified correct. Item 32i 

Deleted. 

Sub-Item (1) Disposition changed to destroy after 6 months. ~Cl-58-78-4 
Item 35, 

Deleted. 

Deleted. 

New item added for Centralized Revenue Agent Report File. New 

New item added for Miscellaneous Civil Penalty Assessment New 
File. 

New item added for Rewards Claim Cases. New 

Language clarified. NCl-58-85-10 
Item 40' 

STANDARD FORM 115-A (RE\'. 12·63)Four copies, including original to be submitted 
to the Nat:cnal ArchiYes and Rrcords Service. Pre~cr ,t)ed by GSA 

F Pl.' R ( 41 C ~ R) l O l · 11.4 
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Item Descnpt,on of records 
No and d1spos1t,on authonza t1ons 

and regcJlat,ons for managernent purposes 
(Job No NC1-58-60-6. Item 5) 
(1) Record copy 

(a) Destroy 3 years atter c:-mplet,on or 
issuance of report 

(2) All other copies. 
(a) Destroy after 3 years or when no 
longer needed in current operations, 
whichever is earlier. (Job No. 
NC1-58-65-10) 

6 Minutes or Summaries of Conferences 
and Meetings. Documentation of minutes 
or summaries of conferences and meetings, 
including information or decisions reached 
and actions taken, or to be taken. (Job No. 
NC1-58-65-10, Item 6) 
(1) Destroy 1 year after the end of year. 

7. Management Survey and Project Reports. 
Narrative reports prepared for local imple­
mentation. (Job No. NN-170-16, Item 6) 
(1) Record copy. 

(a) Destroy 2 years after close of file. 
(2) All other copies. 

(a} Destroy when no longer needed in 
current operations. 

8. Narrative and Statistical Reports. Recur­
ring narrative, statistical, progress-W pfo-
duction reports n · No. GUF 83-40, Deleted Database 
this schedule). ( o 
8) 
(1) Record copy. 

(a) Destroy after 1 year. 
(2) All other copies. 

(a) Destroy when no longer needed in 
current operations. 

9. Production and Work Control Transmit­
tals. etc. 
(1) Destroy after completion of each an­

nual program. 
10. Production and Work Control Schedules, 

Registers and Reports. (Job No. 
NC1-58-65-10, Item 10) 
(1) Destroy 6 months after completion of 

annual program. 
(2) Performance Evaluation Reporting Sys­

tem (PERS) Listings. 
(a) Destroy 6 months after completion 
of annual program. 

11 . Systems Change Requests and supporting 
documents. (Job No. NC1-58-60-6, Item 
11) 
(1) Destroy 1 year after approval or 

rejection. 
12. Worksheets used as source documents to 

prepare punch cards. (Job No. NN-170-16. , 

MT ,:::,:)~ '" _, J 



I 
Re~ords CQntrol Schedule 206 

ltel7\. Detfcription of r~ords 
No. anddisposition authorizanons 

(1) Destroy after related punch cards are 
destroyed. 

13. Daily Production and Batch Control Cards 
and related forms and documents used in 
the preparabOn of production control re­
ports. (Job No. II-NNA-2729, Item 5) 
(1) Destroy 30 days after reports are 

printed. 
14. Work Measurement Reports. Employee 

records, reports, schedules, machine con­
trol documents, worksheets, and equivalent 
documents. (Job No. NC1-58-76-9, Item 4) 
(1) Record copies used by Service Center 

Management Staff Reports Unit. 
(a) Destroy 1 year after data has been 
recorded and balanced. 

(2) Other copies provided to supervisors and 
other working copies lhan in (1) above. Cooperative Effort Inactive Pay Reports.
(a) Destroy 60 days after data has been 
recorded and balanced. Incentive pay forms, reports and records ( including 

15.~--~------------1 Job/Operator Statistics and Analysis, as well as
16. Machine Logs and related documents used 

torecordmachineuseoneachprogram.(Job the Run 092-65 Option Reports) used by the Local Incentive 
No. NN-170-16, Item 10) Pay Committee. (Job No. 

17. Wo~e::~::u~:~:nr::a~t!~ ~~~J!_eit~: (1) DESTROY 1 year after end of the current quarter. 
ployee Master Cards; Organization, Func­
tion and Program Master Cards; Machine 
Master Cards; and equivalent forms and 
documents. (Job No. NN-170-16, Item 11) 
(1) Destroy dropout or discontinued cards 

6 months after end of each 6-month re­
porting period (June 30 and December 
31). 

18. Work Measurement Work Planning and 
Control Cards. Job Record Detail Card, Ma­
chine Hour Card, Employee Performance 
Card, and equivalent forms and documents 
used for input and output in preparing staff. 
hour and machine-hour reports. (Job No. 
II-NNA-2729, Item 8) 
(1) Destroy 60 days after related reports 

are printed. 
19. Magnetic Media Management Records. 

(Job No. NC1-58-82-9, Item 19) 
(1) Semiannual and Annual Inventory Rec­

ords and Reports, Monthly Inventory Re­
ports, Missing and Destroyed Media Rec­
ords (including Forms 3220 used with 
Transaction Code 1 tor addition or dele­
tion of tapes and disks). 
(a) Destroy 1 year after end of process­
ing year. (Job No. NC1-58-85--10, Item 
19) 

(2) Forms 3220 (except Transaction Code 
1 ). Expired Retention Notifications. 
(a) Destroy 1 year after end of process­
ing year. 



------ -----------------

Item· Description of records 
No., ~nddispo_sition sutporizstions 

(3) Week~-/ Master LifJings, Weekly Job­
Run-File Listings 
(a) Destroy 1 month after the end of the 
processing month. 

(4) Scratch Lists, Tape Cleaning Lists, Un­
Postable Lists. 
(a) Destroy 1 month after completion of 
action. 

(5) Daily Master Listings. 
(a) Destroy 1 week alter processing 
week. 

20. Quality Review Forms, Reports and Rec­
ords. (Job No. NC1-58-85-10, Item 20) 
(1) Sample Control, Error Logs and Error 

Notices. 
(a) Destroy 1 year after the end of the 
current quarter. 

(2) Invalid 3926 Listing and Invalid 3927 
Listing. 
(a) Destroy after corrections post. 

(3) Selected Cum Records and Defect List 
File. 
(a) Destroy old one when new one is 
printed. 

(4) ODES or Keypunch Input Forms 3927 
and 3927A. 
(a) Destroy after data has posted to the 
Defect List and Cum Data FIie. 
(b) Other DOES or Keypunch Quality As­
surance Input Documents can generally 
be disposed of after the data posts. 

(5) Quality Review Index and DOE Mis­
match Listing. (Job No. NC1-58-78-4, 
Item 20) 
a Destro after review is completed. 

21. mpu er ys ems nso 
Sheets. Computer Printout Sheets contain­
ing data relating to reel numbers and tape 
runs. 
(1 ) Destroy after 9 months or when no 

longer needed to resolve computer prob­
lems, whichever is earher. 

22. Audit Technical Time Report (Form 
4502)., or related documents, containing 
case and time listings of audit technical per­
sonnel. (Job No. NCt-58-85-10, Item 22) 
(1) Destroy after 2 years. 

23. Training Program Files. Schedules, timeta­
bles, evaluations, and plans of training 
courses; documents and reports pertaining 
to participation, instructions, attendance, 
progress and examinations; requests for 
material, services and information; data re­
lating to training task forces; estimates of 
need for training; and related data (not 
made a part of personnel files and not cov­
ered elsewhere in this schedule). (Job No. 
NC1-~5-10, Item 23) 
(1) Records covering courses held in parts. 

(a) Destroy 1 year after completion of 
the entire course. 

(6) Service Center Collection Branch, Quality 
Review Record, Form 8509, Part 2. 
(a) DESTROY after data has been input to 

computerized reports system. 



' . 
Records Control Schedule 206 

Item Description of records 
No. and d,sposit,on authorizations 

exercises, tests of emergency communica­
tions equipment, and copies of reports. (Job 
No. NC1-5EHl5--10, Item 34) 
(1) Destroy when superseded by new plan 

and lists, or when declared obsolete. 
35. Relocation Plans and Lists. Records per­

taining to the emergency relocation plan. 
and emergency relocaticn cadre 
assignment. 
(1) Destroy when superseded by new plan 

and lists, or when declared obsolete. (Job 
No. NC1-58-85--10, Item 35) 

36. Safety Program Files. Corre!;pondence and 
related documents (not covered elsewhere 
il'I this Schedule) pertaining to safety pro­
gram progress, comparative safety and ac­
cident data, etc. 
(1) Destroy when superseded by new plan

and lists, or when declared obsolete. (Job 
No. NC1-58-85--10, Item 36) 

37. Accident Case Files. Case files containing 
personal injury, investigative, and motor ve­
hicle accident reports; exhibits, statements 
of fact and related correspondence. (Note: 
Record copies of no lost time injury reports 
maintained in regional Facilities Manage­
ment Branch; those of lost time injury and 
motor vehicle accident reports INdntained 
in National Office Protective Programs 
Branch.) (Job No. NN-170-16, Item 29) 
(1) Motor Vehicle Accident Records. 

(a) Destroy 1 year after case is closed. 
(2) Employee Personal Injury Records. 

(a) Destroy 1 year after date of 
accident. 

38. Certified and Registered Mail Records. 
(Job No. NC1-58-85--10, Item 38) 
(1) Registers and receipts of incoming and 

outgoing certified and registered mail ex­
cept Statutory Notices. 
(a) Other Than Tax Related. 

1 DESTROY after 1 year. 
(b) Tax Related (except Statutory 
Notices). 

1 DESTROY after 3 years. __,,(I_ .• •I_ A _-;;-_ , ) . A.NAA.JIJ 
(2) StaMory Notices. Computerized certi- £!1,,,' ~Jc _/27 l.11li, ~~ -f'-,;---~-

maili lists. 1 .VMJ -:-)~ · ~ 
~~~.~y~7~y~ea~r~s~ab~~r~~=-o~f~pr-oc--~~')tr~~~, • 
essing year. I.V". / - · - /' 

39. (Reserved). 
40. Records Disposition Files. Includes descrip­

tive inventories, disposal authorizations, 
schedules for retirement of records, records 
transmittal and receipt forms for retirement to 
Federal Records Centers, reports of disposi­
tion, and related documents. 
(1) Records Transmittal and Receipt Docu­

ments. (Job No. NC1-58-80-6, Item 40) 

IA Manual MT 1(15)59.26-8 



Records Control Schedule 206 

Item Description of records 
No. and disposition authorizations 

(1) Destroy when obsolete or superseded, 
or when no longer needed in current 
operations. . . .•• 

45. Resident Programmer Analysts (RPA) 
Records. (Job No. NN-173-152, Item 6) 
(1) Destroy 1 year after superseded or 

when no longer needed in current 
operations. 

46. Records Relating to Disclosure. Form 
5394, Request for Notifications and Ac­
cess--System(s) of Records Privacy Act of 
1974, and Forms 5466 and 5466A. Individu­
al Records of Disclosure. (Job No. 
NC1-~. Item 46) 
(1) Destroy 6 years after end of process­

ing year. 
(2) Retire to Federal Records Center 1 

year after end of processing year. 
47. Information Items. Tax related communica­

tions and information alleging or indicating a 
violation within the investigative jurisdiction 
of the Internal Revenue Service. 
(1) Transmittal Memorandums of "informa­

tion items" and "other information" from 
district offices to service centers. (Job 
No. NCl-58-76-9, Item 32) 
(a) Destroy after 1 year. 

(2) Non-tax related and insignificant tax 
items. (,Job No. NC1-58-82-9, Item 47) 
(a) Destroy 90 days after receipt or af­
ter post review, whichever is later. NOTE: 
All must receive post review before 
destroying. 

(3) Currency Transaction Records. 
(a) Destroy 6 years after end of proc­
essing year. 
(b) RETIRE to the Federal Records Cen­
ter 2 years after the end of the processing 
year. (Job No. NCl-58-85-10, Item 47) 

(4) Other closed tax related items sent to 
files. (Job No. NCl-58-76-9, Item 32) 
(a) Destroy 1 year after closing date. 

(5) Closed tax related items, transferred to 
another service center. 
(a) Destroy 2 years after closing date. 

(6) Closed tax related items sent to Exami­
nation, Collection, Employee Plans and 
Exempt Organizations, Criminal 
Investigation. 
(a) Destroy 2 years after closing date. 

(7) Closed tax related items to Prior Investi­
gations. (Job No. NCl-58-78-4, Item 47) 
(a) Destroy 10 years from closing date. 

(8) Tape File (Form 4789) Criminal Investi­
gation/Customs Tape Exchange Pro­
gram (Back-Up Tape). (Job No. 
NC1-58-8~. Item 47) 
(a) Destroy 1 year after shipment date. 

48. Emplo er's Annual Return of Allocated 
Tip 
Fe"" 8927, ~aleFMinolie..- lol&&fi&. eepi&& QI 

, Form 8027 (ANSC Only). Includes Ferm 8027, 
Form 8027-T, attachments, and determination letters. 
(1) RETIRE to Federal Records Center beginning January 2, 

1 year after the end of the year in which the returns 
were numbered and processed. 

(2) DESTROY 6 years after the end of the processing year. 

---,---~-------,,,~-~.....,,--................,,.... 
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Item Descnpt,on of records 
No. and d1spos1t1on authonzations 

~o~~ 
(1~~~~ 

49. All Taxpayer Case Files. 
(1) Destroy 3 years after case is closed. or 

when no longer needed. whichever Is ear­
lier. (Job No NC1-58-8:r-10. Item 49)50. !Reee12 ei). ____________, 

51. !~lil68P'9!il) -----------... 
52.~169flolMI., 
53.~a&QQIQ~--------~ 
54. Power of A orney (POA)/Tax Information 

Authorization (TIA), Centralized Authoriza­
tion File (CAF). Authorization tor a third par­
ty to act in behalf of a taxpayer before IRS 
or to receive or inspect certain tax informa­
tion for the taxpayer. 
(1) POA's and TIA's (Hard Copy) used as 

input documents to the CAF. 
(a) Destroy after January 2 of the year 
following the purge year which rs identi­
fied by the first 2 digits of the SDLN on 
the POA or TIA. (Job No. NC1-58-8:r-10, 
Item 54) 

RETURNS PROCESSING RECORDS 
55. Individual Income Tax Returns (Forms 

1040A and 1040EZ) with related docu­
ments attached to the return or considered 
a pan of the administrative file, regardless 
of whether the documents are physically 
with the retum or maintained in an attach­
ment file. (Job No. NC1-58-82-9, Item 55 & 
Job No. NC1-58-8~10, Item 55) 
(1) Retum filed in original blocks in account 

number, original document locator num­
ber (DLN) sequence, or renumbered in 
document locator number sequence on 
or before April 15. 
(a) Destroy 6 years after date of filing. 
(b) Retire to Federal Records Center 
beginning January 2 through March 31 
following the year in which returns were 
numbered and processed. 

(2) Returns filed, numbered or renumbered 
in document locator number sequence 
April 16 through June 30 : 
(a) Destroy 6 years after numbering and 
processing beginning July 1. 
(b) Retire to Federal Records Center 
beginning January 2 through March 31 
following the year in which returns were 
numbered and processed. 

(3) Returns tiled, numbered or renumbered 
in document locator number sequence 
July 1 through December 31. 
(a) Destroy 6 years after end of proc­
essing year. 

MT 1(15)59.26-9 IR Manual 

Documentation of the r~ Equ~ty and Fiscal Responsibility 
Act (TEFRA) Tip Income Study (ANSC only). The study is 
congressionally mandated under the TEFRA of 1982. 
Documentation includes Forms 8027, transcripts of Forms 8027 
and associated workpapers. 
(1) RETIRE to Federal Records Center after December 31, 1991. 
(2) DESTROY after December 31, 1999. 

Closed 100 Percent Penalty File (Form 2749). 
(1) DESTROY at the end of June and at the end of 

December those forms over 6 months old. 

SEE ATTACHED INSERT FOR ITEMS 52 and 53. 



~ , -.INSERT 

52. Notice of Action for Er.try on Payer Master 
File (PMF) (Form 8423) and Payer Master File 
Entity Change Entry (Form 8487) used in resolving 
unpostable cases. 
(1) DESTROY l yea.r after the end of the processing year. 

53. Self-Assessed Penalties Return (Form 8210). 
(1) RETIRE to Federal Records Center 1 year 

after the end of the processing year. 

(2) DESTROY 4 years after the end of the proceE-sing 
year. 
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Item Description of records 
No. and dispos,tlon authorizations 

(b) Retire to Federal Records Center 
beginning January 2 through March 31 
following the year in which returns were 
numbered and processed. 

(4) Returns in penalty files Returns on 
which a penalty of SO'- or more has been 
assessed, and cases for which the Cnmi­
nal Investigation Oivis,on has requested
longer retention. 
(a) Destroy 6 years and 9 months after 
the end of the Calendar year in which 
case closed. 
(b) RetiretoFederalRecordsCenterJuly1
through September 30 following the year in 

· ' which returns were renumbered in the pen­
alty or supplemental series. 

(5) Returns in potential refund litigation 
case files. Returns and all related 
documents. 
(a) Destroy 7 years after establishment 
of file. 
(b) Retire to Federal Records Center 3 
years after establishment of file. 

56. Income Tax Returns Filed by Individuals. 
Partnerships and Fiduciaries (excludes 
Forms 1040A and 1040EZ), with related 
schedules, correspondence, audit reports, 
work papers and other documents attached 
to the return or considered a part of the ad­
ministrative file, regardless of whether the 
documents are physically with the return or 
maintained in an attachment file. (Job No. (Textual series of records transmitted eletronically 
NC1-58-79-4, Item 1> ._____ pertain only to PILOT being conducted.) 
(1) Returns filed in original blocks in ac-

count number, original document locator 
number sequence, or renumbered in doc­
ument locator sequence on or before De-

..e!!!ber 3,_ I i 11,•,ar111::-s1Dei--.u~o-y_on_or_a~ft~er-"'.Ja:--nua-ry-~.-:-1(a)Records not transmitted e ectronica y.16 6 
years and 9 months after Aprf 15 of the 1 
processing year. 

,y_J)il/ Retire to Federal Records Center 2 
'beginning January 2 through March 31 
following the year in which returns were 

,_nu~mber...,..,...~ed~a~n~d~pr~oce;,-,~ssed'-=.-:-------,-,......-1<b) Records transmitted electronically. (Job No. NCl-58-85-15, 
eturns., penalty file. Returns on which Item 1 (c)) 

a penalty of 50°1. or more has been as-
sessed, and cases for whictl Criminal In- 1 Data stored on magnetic tape. 
vestigation Division has requested longer a DESTROY on or after January 16, 6 years and 9 months
retention. (Job No. NC1-~2-3, Item 2) 
(a) Destroy 6 years and g months after after April 15, of the processing year. 
end of calendar year in which case 2 Textual Forms 8453, U.S. Individual Income Tax Declaration
closed. 
(b) Retire to Federal Records Center for Electronic Filing; W-2~ \.!age and Tax Statements; and 
July 1 through September 30 following related schedules not conducive to electronic transmission. 
the year in which returns were numbered a RETIRE to the Federal Records Center beginningin the penalty or supplemental series. 

January 2 through March 31 following the year in which 
IR Manual MT 1(15)59.21>-9 the returns were numbered and processed. 

b DESTROY on or after January 16, 6 years 9 months after 
April 15, of the processing year. 

3 Textual tax return facsimiles, if created. 
a RETIRE to the Federal Records Center 3 months after 

facsimiles are produced. 
b DESTROY on or after January 16, 6 years 9 months after 

April 15, of the processing year. 
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Item Descnpt,on of records 
No ano a,sposition authonzations 

(3) Returns in Potential refund htigatton 
case fi1es Returns and all related docu­
ments (Job No. NC1-58-80-6. Item 56) 
(ai Destroy 7 years after establrshment 
of file. 
(b) Retire to Federal Records Center 3 
years after establishment of file .• 

57. Deciaration of Estimated Individual In­
come Tax or Eauivalent Forms. (Job No 
NC,-58-78-1. Item 57) 
(1) Taxable Declaration of Estimated In­

come Tax or equivalent forms wrtn 
remit".ance 
(a) Destroy 4 years after end of proc­
ess,ng year filed. 
(b) Declarations numbered and proc­
essed January 1 through December 31. 

1 Retire to Federal Records Center c._f'beginning January 2, 1 year after the end of the 
RlentM altar ana ef 11reaaeain1 )'Mr. lyear in which numbered and processed. 

(2) Non-taxable Declarations. 
(a) Destroy upon receipt. 

(3) Taxable Non-remittance Declarations. 
(a) Destroy upon receipt. 

58. Corporation and Excess Profit Tax Re­
turns, including all related documents, cor­
respondence and exhi~ (Job No. [(include_s U.S. Small Business Corporation Return of Income, 
NC,-~1-14, Item 58) Forms 1120S).
(1) Destroy 75 years after end of process­

ing year. 
(2) Returns runbered and processed Jan­

uary 1 through June 30. 
(a) Retire to Federal Records Center 
beginning January 2 through March 31 
following the )"881' in which numbered and 
processed. 

(3) Returns numbered and processed July 
1 through December 31. 
(a) Retire ID Federal Records Center 
beginning July 1 tl)rough September 30 
following the )"881' in which numbered and 
processed. 

(4) Returns and related documents in po­
tential refund litlgation case files 
(a) Retire to Federal Records Center 3 
years after establishment of file. 

(5) Return by an Officer, Director, or : 
Shareholder with respect to the Organ,­
zation or Reorganization of Foreign Cor-
Poration and Acqu1s1t1on of its Stock. 
(Form 959). 
(1) Destroy 75 years after end of proc­
essing year. 

(6) Election to be treated as a DISC (Form 
4876) 
(1) Filed a 1120 DISC tor any taxable 
year for which the election is effective 

(a) Destroy 75 years after end of 
~ocessingyear. 
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Item Descripoon of records 
No and d,spos,t,on authonza r,ons 

(b) Retire to Federal Records Center 
July 1 through September 30 follow­
ing the year in whl~ numbered and 
processed 

(2) Revoked or Terminated and has filed 
a 1120 DISC dumg any taxable year for 
which the eleetion is effective. 

(a) Destroy 75 years at,ler end of 
processang year. 

(bl Retire to Federal Records Center 
July 1 tnrough Septemoer 30 follow­
ing the year in which numbered and 
processed. 

(3) Has not filed a 1120 DISC during any 
of the taxable years that the election was 
effective. 

(a) Destroy 6 years after the election 
is effectJve. 

(b) Retir. to Federal Records Center 
July 1 through September 30 follow­
ing the year in which numbered and 
processed. 

(7) Returns ri penalty files. Retums or. 
which a penalty has been assessed, ano 
cases for which the Criminal Investigation 
Division has requested longer retention. 

(1) Destroy 75 years after the end of 
the calendar year in which penalties 
were assessed and case closed. 

(2) Retire to Federal Records Center 
July 1 through September 30 follow­
ing the year in which returns were 
numbered in the penalty or supple­
mental series. 

59. Income Tax Index Cards (Official Record 
Copies). Index cards used as a cross-refer­
ence to income tax returns. assessment 
lists. Unit Ledger Cards (ULC's), and other 
documents. (No longer accumulating at the 
service center) 
(1) Index cards for individual, partnership 

and fiduciary income tax returns, and oth­
er miscellaneous returns 
(a) Destroy as the referenced tax re­
turns have been destroyed. (Job No. 
NC1-58--85-5, Item 59) 

(2) Index Cards for CorporatJon Income 
Tax Returns (1917-1948) 
(a) Index Cards for 1917. 

1 Destroy 75 years after end of proc­
essing year. (Job No. NC1-58--85-5, 
Item 591 

{b) Index Cards for 1918-1948. 
1 Destroy as they are no longer 

needed by Federal Records Centers 
for cross-reference. 

(c) Index Cards for Corporation Income 
Tax Returns (1949 and subsequent 
years). (Job No. NC1-58-82-9, Item 59) 

1 Destroy 75 years after end of proc­
essing year. 
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Item Description of records 
No. and disposition authorizations 

2 Retire to Federal Records Center 5 Unidentifiable Tax R~tu~ns {Signed/'Unsigned) which do not contain 
. years after en~ of processing year. sufficient entity information to identif:v the taxpayer_and/or 

60·..E!::e:a~~}~f "taxp:~~rb~anr:~~s::d~etermined by the signature and tax return 

(1) Destroy immediatefy once determination has been made that 
_E:::;::; Tax Returns ncoaes •reate the return is unidentifiableo 

schedules, correspondence and documents 
such as wills, affidavits of appraisals, trust (Forms 706, 706-A, 706-B, 706-B(l), 706-B(2), 706-CE,
agreements, power of attorney, briefs, etc.• 
and any related gift tax return filed by dece­ 7067NA, • and 712 ), 
dent (Job No. NC1-58-83-10, Item 1) 
(1) Originals, reviewed and renumbered by 

Examination. 
(a) Destroy 75 years after end of proc­
essing year. 
(b) Retire to Federal Records Center 6 
months after Examination closure, except 
for those estate tax returns which contain 
generation skipping transfers. 

(2) Generation-Skipping Transfer Tax Re­
turn (Form 70~). Information Return by 
Trustee for a Distribution (Form 706-8(1) 
and Beneficiary's Share of a Taxable Dis­
tribution from a Generation Skipping Trust 
(Form 706-8(2). 
(a) Disposition not approved. 

(3) File folders-set-up to house returns 
and related documents prior to examina­
tion and renumbered DLN. These folders 
should all be screened to remove any re­
turns or correspondence that should be 
processed and forwarded to Examination. 
After screening, dispose as follows: 
(a) Destroy when related Estate Tax 
Returns are retired to the Federal Rec­
ords Center in accordance with (1)(b) 
above. 

62. Gift Tax Returns. Form 709I United States 
Gift Tax Return;eEorm 710, G ft Tax Donee's ( • • 
or Trustee's Information Return of Gifts; Form 709-A, Um.ted States Short Form Gift Tax Return; 
Form 882, Statement of Gift Tax Due; and,(Form 712 Life Insurance Statement for a Dece"dent ( Insured) · 
all related correspondence and documents ' -1\ , 
not associated with Estate Tax Returns. 
(Job No. NC1-58-82-9, Item 62) 
(1) Gift Tax Returns for 1966 and following : 

years. 
(a) Disposition not approved. 

(2) Inactive Gift Tax Returns for years 
1916-1965. 

(a) Destroy. 
(3) File Folders-set-up to house returns 

and related documents prior to examina­
tion and renumbered DLN. These folders 
should all be screened to remove any re­
turns or correspondence that should be 

IA ManualMT 1(15)59.26-9 
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Item Description of records 
No. and d1sposit1on authorizations 

processed and forwarded to Exam1nat,on. 
After screening. dispose as follows 
(a) Destroy when Gift Tax Returns are 
filed '" the alpha file or rebred to the Fed­
eral Records Center per Item 61 above. 

63. Giff Tax Information Card. Master index of 
gift tax returns which show name. district. 
account number, etc. (Job No. 
NC1-58-65-10, Item 63) • 
(1) DESTROY after related case becomes 

Nctrve.. Transfer to an FRC is not 
authorized. 

64. (Reserved). 
65. Employment Tax Retums filed by employ-

. ers and covering withholding, social secun­
ty, railroad retirement and unemployment 
taxes, not agreeing with the amount claimed 
as credit. and related documents and corre­
spondence. (Job No. NCl-58-78-4, Item 
65) 
(1) Destroy 6 years after end of process­

ing year. 
(2) Retire to Federal Records Center be­

ginning January 2, 1 year after the end of 
lhe year in which returns were numbered 
and processed. 

66. Exempt Organization Returns, including all 
related documents, correspondence and 
exhibits (includes Forms 990, 990-AR, 
990-SL. 990-C. 990-T, 990-PF, 1041-A, 
4720 and 5227). (Job No. NCl-58-85-10 
Item 66) · 

(1) RETIRE to Federal Records Center beginning 
January 2, 2 years after the end of the year in 

67. M //aneous Tax Retums covering ex: 
cise tax returns on diesel fuel, gasoline lu-
bric:a~ oils, telephone, telegraph, tr~ns­

( 2) 

which the returns wer/fumbered and processed. 
DESTROY 6 years aft~ processing year.

t,\ 

portation, etc., with related correspondence 
and documents. 
(1) Miscellaneous Tax Returns with related 

correspondence and documents. (Job
No. NCl-58-80-6, Item 67) 
(a) _Destroy 6 years after end of proc­
essing year. 
(b) Retire to Federal Records Center 
beginning January 2, 1 year after the end 
of lhe year in which the latest returns 
were numbered and processed 

(2) Alpha and Index Registers for Forms 
4638. (Job No. NCl-58-82-9, Item 67) 
(a) _Destroy 6 years after end of proc­
essang year. 

IR Manua' MT 1(15)59.26-9 
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Fo 
ber 
NC1 
(a) 

68. Extension Records. Correspondence and 
forms (not associated with related tax re-
tum~aliOW1ng or d1sai10W1ng taxpayers to 
extend time in which to file a return or make 
a tax payment due and taxpayers' applica-
tions for a change in accounting period. 
(Job No. NC1-58-85-10, Item 68) 
(1) Destroy 1 year after end of processing 

ye".
69. Return Del,nquency and Balance Due No­

tices, Taxpayer Delinquent Accounts 
(TDAs), Taxpayer Delinquency Investiga­
tions (TDls), Returns Compliance Program 
(RCP) Leads, Courtesy Investigations, and 
related documents. (Job No. 
NC1-58--85-10, Item 691 
(1 ),_Return Delinque'l,_coj 1'oticer: i /:'o/J,l'',$ 
'ff,J', 'ffPZ,l/-90H,'l-f-JUJKnd other 
related documents. ... '> -
(a) Closed Forms and Related Docu-
ments over 6 months old. (Job No. 
NC1-58-85-10. Item 69) 

1 Destroy at the end of each month 6 
months after the case is closed. 

(b) Credit Balance and TC 594/599 Cas­
es Closed and other related documents 
over 6 months old as a result of research 
(See Item 242). 

1 Destroy at the end of each month 6 
months after case is closed. 

(c) Undelivered Retum Delinquency No-
tices (FOAAS +9~1, ~1'1_2- ,1/111) 

.I
inor associated with a remittance) 

(NOTE: Extension Records associated with remittance 

. 

see Item 168.) 

·[CP Notices·411, 412, 413,414,515, 516,r
I __ 517, and 5.l8) · . 

. . . ' . . , ' 

51(. ) 
I t,/Al. 7'it!.£S 515 ,,9,.JJ> •1

'C_____._.
1 

1 DESTROY upon receipt from the . . I 
Postal Service. 

(2) Balance Due Notices (CP Notices and 
Forms 3967(C) 4839, 4840, 4873, and 
4905, (Notices 521 and 522)) and related 
documents. 
(a) Destroy at the end of each 6 months 
after the case is closed. 

(3) Undeliverable Balance Due Notices. 
(a) DESTROY Undelivered IMF· and 
BMF Master File Notices for Balance Due 
and Forms 502 upon receipt from the 
Postal Service. 

(4) Closed TDAs, TOls. RCP Leads, Ols, 
and related documents. 
(a) DESTROY after 3 years. .... 
(b) RETIRE to the Federal Records Cen­
ter at the end of each month, or when no 
lonQer needed, whichever is earlier. A 
minimum of one (1) cubic foot of records 
must be retired. 

(5) Installment Agreements (Form 433 Se­
ries) and related documents. 
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Item ~tionofrecords 
No. anddisposition authorizations 

(a) DESTROY when required terminal 
Input la completed or when the case is 
closed II form is retained In the Install- 1 
ment Agreement File. 

(6) Report of Trust Fund Tax ViOlations 
(Form 2674).and ~latect~ts 
(a) Destroy at the end of each month 6 

•months after the case is closed. 
(7) Application for Extension of Time to FIie 

U.S. Estate Tax Retum and/or Pay Es1 
tate Tax (Form 4768) and relatea · 
documents. · 
(a) Dutroy after research and terminal 
input action is completed. If applicable. 

(8) Request for Quick and Prompt,Assess­
ment (Form 2859) Index File Copy. 
(a) Destroy at the end of each month 6 
months after the case is closed. 

70. Employer's Application for lden,#,r.-ica--,,t,,...on----t 
Number (EIN). 
(1) Applications and Related Corre- spon­

dence. (Job No. NC1-5MS-10, Item 70) 
(a) Destroy 5 years after lhe end of year 
In which processed. 
(b) Retire to Federal Records Center at 
the end of June and at the end of Decem­
ber those forms and related documents 
over 6 months retention. 

(2) Daily EIN Log of Unassigned EIN's. A 
generated list of EIN's that have been 
marked for deletion from the ENAF. (Job 
No. NC1-58-80-6, Item 70) 
(a) Deatroy 6 months after print date. 

71. Application for Exemptions and Register. 
Applications for exemption from tax respon­
sibilities and regulations applying to restrict­
ed or specially controlled businesses such 
as amusements, narcotics, firearms, etc.; 
applications for registry as person liable for 
admission tax after a change in ownership; 
or equivalent forms with related C01Tespon­
dence and documents. (Job No. 
NCl-58-85-10, Item 71) 
(1) Destroy 6 years after filing. 
(2) Retire to Federal Records Center 6 

months following the processing year. 
72. Certification by Churches and Qualified 

Church-Controlled Organizations Electing 
Exemption from Employer Social Security · 
Taxes (Form 8274). (Job No. 
NC1-58-85-10, Item 72) 
(1) DESTROY 75 years after the end of 

the processing year. 
(2) RETIRE to the Federal Reserve Rec­

ords Center 1 year after the end of the 
processing year. 

73. Certificate Waiving Exemption from Taxes 
Under FICA and related correspondence. 
(This Form (SS-15) was obsoleted 1-1-84, 
no longer accumulating.) 

(9) 100 Percent ~enalty Assessment Statute 
Expiration Date (ASED) Notice 527 (4906) 
Sole Proprietorship. 
(a) DESTROY 30 days after receipt jn Service Center 

Collection Branch (SCCB). 
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Item Descriplion of records 
No. anddisposilion authorize lions 

(1) Deatroy 7 years after the end of year in Certification and Election Form (Form 6458). 
which processed. (Job No. This form is filed by producers and operators toNC1-58-8~10, Item 73) 

(2) Retire to Federal Records Center claim exemption from Windfall Profit Tax (WPT). 
immedlately. (1) RETIRE to Federal Records Center 3 month 

74. 41ii-~~.....---------~ 
75. Problem Resolution Records. Correspon­ after receipt of form. 

dence and Statistical"-Aecords created and (2) DESTROY 8 years after receipt of form. 
maintained primarily from contacts with tax­
payers who have problems to be resolved. 
(1) Problem Resolution Correspondence 

(Form 5543). (Job No. NC1--68-85-10, ' 
hem 75) . 
(a) Deatroy 1 year after the .......,4- end of the year the case is closed.
eleeM-: 

(2) Problem Resolution Statistical Records 
(Form 8016 or similar format StK:t'I as 
PROMIS Report 1C (Quarterly)). 
{a) DESTROY 2 years after the year the 
report is prepared. 

(3) Problem Resolution Time Report (Form 
6172). 
(a) DESTROY 2 years after the year the 
report is prepared. 

(4) Quarterly Narrative Reports. 
(a) DESTROY 2 years after the end of 
the year the report is prepared. 

(5) PAP System Change Requests. 
(a) DESTROY 1 year after the end of the 
year during which the final action is taken. 

(6) PAP Trip Reports. 
(a) DESTROY 2 years after the end of 
the year during which the report is 
prepared. 

(7) Problem Resolution Office Manage­
ment Information System Reports 
(PROMIS). (Except Quarterly Report 
1C). 
(a) Reports 1 C (weekly and monthly), 
15, 2A, 2F, and 3. 

1 DESTROY when 1 week old or 
when no tonger needed for refer­
ence not to exceed 1 year. 

(b) Reports 4, 4C, 5 and 6. 
1 DESTROY when 3 months old or 

when no tonger needed for refer­
ence not to exceed 1 year. 

76. Special Taxpayer List. List of names of all 
persons, Including wagering. who have ap­
plied for special tax stamps. (Job No. 
NC1-58-85-10, Item 76). 
(1) Destroy 30 years after end of process­

ing year. 
(2) Retire to Federal Records Center Jan­

uary 2, following the processing year. 
17. Waiver Certificate to Collect Social Securi­

ty Coverage, Exemption tlom Self-Em­
ployment Tax tor Ministers, Members of 

MT 1(15)59.26--9 IA Manual 
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Religious Orders end Christian Science 
PraciibolNH$, Public Otlicers, State or Politi-· 
cal Subdivision Eq,ioyees. etc. (Job No.. 
NC1..a-.s-10. Item 77) 
(1) DESTROY 75 years after date of 

waiver. 
71. Social Security Tax Conection Records~:::.s or._ Filf!S T~,y SSN 

(1J Coirespo11de11ce, forms and documentS 
used ID correct discrepai ICies In Social 
Security tax account. (Job No. 
NC1-58-8s-10, Item 78) 
(a) Destroy 1 year after end of year In ' 
which conection was made. 

(2) Logs or Flies on T~ry SSNs As· 
ligned. (Job No. NC1~10, Item 78) 
(a) Destroy 1 year ■ft• end of process­
ing year. 

(3) Listilg of Spoc 1S8S In SSN sequence. 1· 

(a) ~•troy old listing when new listing 
Is received. (Job No. NC1-68-82-9, Item 
78) . • 

SEE ATTACHED INSERT:: e=====;> ;
81. mployer Appointment ol Agent (Form 

2678). Is used when an employer appoints 
an agent to pay his employee's wages. (Job 
No. NC1-58-8S-10, Item 81) 
(1) Account with agent acting for only one 

employer. 
(a) Destroy 3 years after termination. 

(2) Account with agent acting tor more than 
one81'11)k>yer. 
(a) Destroy 3 years after all accounts 
have been terminated. Heavy Vehicle Use 

82.·•• ■1 "- IaxRefum..11 U,»n•-,,Afeter
t,e,i·,,,a.. Return of tax due on use of high-
way motor vehicle. (Job No. NC1-58-8S-10, 
Item 82) 
(1) Destroy 4 years after the end of the 

processing year. 
(2) Retire to Federal Records Center 6 

months after lhe end of the processing 
year. 

83. Election by Small Business Corporations. 
Fled by qualifying small business corpora­
tions who make eTection not to be subject to 
taxes as prescribed in IRC 1372. (Job No. 
NC1-58-a2-9, Item 83) 

-(1) Destroy 75 years after end of process­
ing year. 

(2) Retire to Federal Records Center 1 
year after end of processing year. 

84. (Reserved). 
85. Information Returns and related docu­

ments submitted by domestic and foreign 

IR...,_1 MT 1(15)59.26-9 
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79. Returns Delinquency Notice Review Register 
used in reviewing CP 515 notices prior to 
mailout. Identifies potential erroneous 
notices. 
(1) DESTROY after related notices are mailed 

or as otherwise determined by SCCB Management. 

80. Pre-Note Problem Register and Non-Pay Problem 
Register identifies electronic fund transfer 
problems on installment agreements. 
(1) Keep listings in the unit for 1 year, in 

reverse order. 
(2) DESTROY listings after 1 year. 



Item· ~olrecotds 
No. anddlaposltion a&lfhoriutions 

ff,, firms ID adviN h nMWS, amounts and 
types of Income paid ID Individuals. 
(1) Domestic Filed. (Job No. NC1~n-4, 

Item 1}
<•> Auociated with income tax mums. 

1 Deatroy or Retain, u appropriate,
when reiated income tax returns are 
~ or retired. 

(b) Residue of Information Returns and 
Ooc:umenta not auoc:iated with related 
Income lax returns. (Job No. 
NC1~n-4. nem 1) 

1 Deatroy Mlec:ted sample 60 days 
after data has been converted to 
magnetic tape, lhe tape verified and 
eent lo National eon.,uter Center 
(NCC). , 

2 beatioy nonselected doamlents 
after ample has been 181ected, but 
no earlier than June 30th of current 
processing year. 

(c) Statement of Gambling Winnings and 
Transmittal (Fonn W-2G, W-3G and 
1099R). (Job No. NC1-SMS-1O, Item 
85) 

1 Destroy 3 years after processing 
year. 

(d) Loose W-2's, with the exception of 
Copy C. which will continue to be re­
turned to the taxpayer. (Job No. 
NC1-5M2-9, Item 85) 

1 Destroy at the end ot the process­
ing year. 

(2) Foreign Filed. (Job No. NC1-58-77-4, 
Item 1) 
(a) Associated with income tax retums. 

1 Destroy or Retain, as appropriate, 
when related income tax returns are 
destroyed or retired. 

(b) Residue of Information Returns and 
Documents not associated with related 
income tax returns. (Job No. 
NC1-58-82-9, Item 85) 

1 Information Returns and Documents 
selected for review. 
a Destroy 1 year after processing 
or conversion to magnetic tape. 

2 Information Returns and Documents : 
not selected for review. 
a Destroy January 2, following the 
year received. 

(3) Creation of or Transfer to Certain For­
eign Trusts and Annual Return of Foreign 
Trust with U.S. Beneficiaries (Forms 3520 
and 3520-A) (Job No. NC1-58-80--6, 
Item 85) 
(a) Destroy 7 years after date of filing. 

(4) International Boycott Report, (Form 
5713). (Job N_o. NC1-5M0--6, Item 85) 
(a) Destroy 7 years after end of proc­
essing year. 
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ttem Descripllon ofrecords 
No. anddisposition authorizations 

(b) Retire to Federal Records Center 1 
year after the dale of Inclusion In the 
acheduled lriannual listing January 2, July 
1 and October 1 of each year. 

(5) OuesliOnable Form W-4 Program. 
(a) Forms w....e (Paper Document). (Job
No. NC1--58--84-1, hem 85) 

1 DESTROY 4 yews after processing 

2 J:':~·RE .:; Fedei;I R~s Center 
1 year after end of processing year. 

(b) Forms w....e Case Files. (Job No. 
NC1-58-8S-7, Item 85) 

1 DESTROY 2 years after case be· 
comes inactive based on the "last 
•tatus date", as reflected on the ' 
W-4 Control File that is maintained · 

• by each service center. t 
16. Public Inspection Files (Hardcopy and Ap- · 

erture Cards) tor Returns ofOrganizations 
or Fiduciaries Exempt from Income Tax 
maintained apart from the "retum" portion 
of these forms. (Job No. NC1-58-8S-10, 
Item 86) • 
(1) Destroy 3 years after end of process­

ing year. 
87. Undelivered Information Returns (Copy BJ 

transmitted by employers, pa¥ and ( Foreign W-2 ).
nominees to the service center Job No. 
NN-17~16, Item 49) 

(1) Destroy January 2 following the year in 
which prepared. 

88. Information Returns received from emplo~- ( Foreign W-2). 
ees and recipientsl(Job No. NCi-58--/&- • 
Item 9) 
(1) Information Returns associated with in­

come tax returns. 
{a) Destroy or Retain, as appropriate, 
when related income tax returns are de­
stroyed or retired. 

(2) Information Returns not associated with 
related Income tax returns. 
(a) Destroy January 2 following the year 
in which prepared. 

89. Liquor Tax Assessment Worlc Sheet (En­
forcement). Used to determine rate of tax 
and amount of tax and penalties in enforce­
ment cases. (Job No. NC1-58-78-4, Item 
89) 
(1) Destroy 7 years after end of process­

ing year. 
(2) Retire to Federal Records Center 1 

year after end of processing year. 
90. Magnetic Tape Correspcndence Files re­

lating to the receipt, processing, and return 
of magentic tapes containing tax state­
ments on wages, gambling winnings, recipi­
ents of annuities, pensions or retired pay, 
and information returns. Payment data filed 
by Government and non-Government orga­
nizations using-magnetic tape files in lieu of 
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Item Description ofrecords 
No. and disposition authorizations 

uest for Copy of Tax Form 
ax Account Info · 

id Fixed Fee ( 
1-58:-84-1i 

Fo 
er's 
PY of 
inform 
tance. 
Cente I 
copy 
from 
(a 

to Federal A 
audit or 3 months aft 
. . . 

94. Source Documents used for the establish­
ment of master files, consisting of mail slips, 
addressograph plate lists, alphabetical list­
ings by districts and other lists of business 

.adlHAe used to perfect the master file. (Job 
/T No. -Congressional 1895, 90th Congress, 

2nd Session) 
(1) Destroy 60 days after data has been 

converted to magentic tape, the tape veri­
fied and corrected, and master file 
established. 

95. Notice of Action for Entry on Master File or 
equivalent forms. (Job No. NC1-58-82-9, 
Item 95) 
(1) Destroy 5 years after end of process­

ing year. 
(2) Retire to Federal Records Center 1 

year after end of processing year. 
96. Master File Entity Change, or equivalent 

forms not associated with case files. (Job 
No. NC1-58-80-6, Item 96) 
(1 ) Destroy 1 year after end of processing 

year. 
97. Block Control Cards, and equivalent forms 

used as a card control for documents intro­
duced through the processing cycle. 
(1) Master Control Cards. 

(a) Destroy 14 days after Control Data 
Recap and required balancing have been 
completed. 

(2) Other Cards. 

(a) Destroy30 days after data has been h, '~- i ~{r!:.:/. {!"'t~~-·~'.(',:{,<2.u /,..0 't,.,14~~-~~---✓ /C-//-r//r7converted to magnetic tape and tape bal- tf:"- r- v 

§f)~~g iM Y~ri!!ed. -
98. U.S. Annual Summary and Transmittal of (1) PaP,.er Records (not microfilmed)

U.S. Information Return (Form 1096). (Job ( )
No. NC1-58-85-10, Item 98) a DESTBOY 3 years after end of processing year.-~=-=============--1--1 (2) Microfilm 

IR Manual MT 1(15)59.26-9 (a) DESTROY 3 years after processing year. 

l 
(3) Paper Records (microfilmed) 

(a) DESTROY immediately after microfilming and film 
verification. 
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Item Description of records 
No. anddisposition authorizations 

(2) _,.!9111~t:tstir,gs 
(a) -•....r---- EE INSERT FOR ITEM 102 (2) thru 102 (10) 
Ion 
wh· 
Su 
ask 

~ Accomts Maintenance Claim Pending (..II) 
· (06-W) Transcripts, Forms 4179A, with 
an unreversed TC 470 and Closing 
Codes 00, 90, 93, or 94. 
(a) Destroy when no longer needed in 
current operation. 

103. Blocks Out ot Balance Listings. (Job No. , 
NC1-58-85-10, Item 103) 
(1) Blocks Out of Balance Listings and 

Source Documents Reflecting Corrective 
Action Taken. 
(a) Destroy 60 days after data has been I 
converted to magnetic tape and tape has 1 

been balanced and verified. 
(2) Blocks Out of Balance Card Check List. . 

(a) Destroy 60 days after end of proc­
essing year. 

104. Cycle/Blocl< Proof Listing Register. Regis­
ter is printed each cycle reflecting each 
document "input" in that cycle separated as 
to IMF and BMF in DLN sequence. Used 
daily to foolish information to the district of­
fices, other S8fVices centers and taxpayers. 
(Job No. NC1-58-85-10, Item 104) 
(1) Destroy 1 year after end of processing 

year. 
105. Notice Registers. List by DLN, EIN, (BMF) 

or SSN (IMF), master file tax code, tax peri­
od, name control by type of tax return and 
computer paragraph number. (Job No. 
NC1-58-76-9, Item 105) 
(1) Destroy 1 year after end of processing 

year. I. or computer generated Error/Edit Registers 
106. Transcrf)t Edit Sheets used in extracting 

data from retlnls for statistical processing 
programs. (Job No. Congressional No. 
1895, 90th Congress, 2nd Session) 
(1) Destroy after completion of each an-

nuaJ£!\m E notification by Statis- of Income
tics" , Na 10nal Office. 

107. Quality Assurance Sample Selection 
Sheets and Assurance Control Sheets 
used to select and examine a group of re­
turns for National Office quality assurance 
review. (Job No. NC1-58-85-10, Item 107) 
(1) Destroy after completion of annual of Income 

prograrA upon notification by Statisticroi-
vis· n Na · I Office. 

10 · r,cs o ncome rogram a (Reserved). 
Cards tisti I 
lected tax r 
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LNSERT.FOR ITEM 102 -

102 unpos tables and Frror Pep;isters and Listings 

(2) Unpostable Run Control Reports (includes 
Run Nos. 21-4g, Fnd of the Day Run Control; 
51-49, Extract Run Control; 11-40 (19R6 and 
prior), Run Control Report (now 11-49): and 
11-49 (19R7 and subsequent), Pun Control 
Report (formerly 11-40)). 
(a) DESTROY after 90 days, or when no 

longer needed in current operations, 
whichever is the lon~er period. 

(3) Unpostable RPS listings (includes Run 
No. 13-40, Match RPS Run Control). 
(a) DESTROY after two years, or when no 

longer needed in current operations, 
whichever is the longer period. 

(4) Unpostable Weekly Cumulative Reports 
(a) DESTROY after one week, or when new 

Cumulative Report is run or when no 
longer needed in current operations, 
whichever is the longer period. 

(5) Unpostable Cumulative Closed Register, 
End of Year Run (includes Run No. 57-40, 
Cum Closed Register). 
(a) DESTROY 3 years after end of pro­

cessing year, or when no longer needed 
in current operations, whichever is the 
longer period. 

(6) Unpostable Daily and Weekly Reports and 
Listings. 
(a) DESTROY reports after n months, or 

when no longer needed in current opera­
tions, whichever is the 1 onger period. 

(7) Unpostable Summary Reports and Listings. 
(a) DESTROY after 2 years, or when no 
longer needed in current operations, 
whichever is the longer period. 



. . INSERT FOR IT.1O2 - CONT'D . .. 

(8) Unpostable New Peceipt Report, Report 
Summary, and Account~ng Control Peport 
(includes Pun No. 11-41 (1986 and 
prior), New Unpostable Report (now 11-
40): 53-40, Accounting Control Report; 
and 53-41, Inventory Workload Report). 
(a) DESTROY after 2 years, or when no 

longer needed in current operations, 
whichever is the longer period. 

(9) Unpostable Document Request Summary 
(includes Run No. 19-40, Interest 
Reduction Report). 
(a) DESTROY after h months, or when no 

longer needed in operations, whichever 
is the longer period. 

(10) Unpostable Quarterly Run Listing (Form 
720) 
(a) DESTROY after 1 year, or when no 
longer needed in operations, whichever 
is the longer period. 
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Item Descnpt,on of records 
No. and disposition authorizations 

·aloro · notif 
cation s · · Nat 

109. Sample Selection Sheets. (Job No. Con­
gressional No. 1895, 90th Congress, 2nd 
SesS10n) 
(1) Destroy 1 year litter corilpletion of an­

nual pr am unl8$$ notified ttlerWise by of Income 
sion, Nat10 · 

111. Sample Selection Sheets.and Data Identi­
fication Records issued in the Taxpayer 
Compliance Mea~ement Program. (Job of Incon e 
No. NC1-58-8~10, hem 111) ~ 
(1) Destroy after . completion of annual Backup Withholding ( BWH) Program. 

program upon notification by Stabst1 - ( 1 ) BWH Man al 
. V1S10n, Nabonal Office. u Transacticn Balancing Report, 

112. • BWH Notice Report, and BWH Error List Summary.
113. Document Control Slips used to control (

and-route statistical documents in service a) DESTROY when next report is received or when no 
centers and which are not returned with the longer req_uired in current operations. 
documents or returns processed. (Job No. ( ) ( 6 ) 
NC1-58-8~10, Item 113) -~f' ~ncorne, 2 BWH-NCC Report N0-5000-8 • 
(1) Destroy upon not,tication by tat,s ICSif (a) DESTROY l year after the fiscal year ends. 

Division, National Office. ( 3) Notj ce of Action for entry on BWH File ( Form 8408),
114. (filcss .ell) 
115.~991!"""4i~5------------. and related documents. 
116. (Reserved.) ( ) T'ESTROY h
117.EmployeePlansEntityChanges.(JobNo. a i.- at t e end of June and at the end of 

NC1-5B-B~10, Item 1111 . December when over 6 months old. 
(1) DESTROY 5 years after end of proc-

essing year. 
(2) RETIRE to Federal Records Center be­ Examination Non-Examined Closings (Form 5351) usedginning July 1, 18 months after end of 

processing year. to close all non-examined returns except claims. 
118. Document Register-Block and Selec­

(1) DESTROY 1 year following terminal input.tion. Used to establish and maintain control 
of documents (block listings) for returns and 
related documents. 
(1) Document Register (Form 813). ldenti- • 

fies documents with remittance and those • Examination Return Charge-Out (Form 5546) used when 
without remittance for assessment. (Job return (Disposal Code 28, 29,there is a missingNo. NC1-58-82-9, hem 118) 
(a) Master FIie or 33). 

1 Original Copy (1) DESTROY l year folloving terminal input. 
a Destroy when related returns are ·.\
destroyed. 

2 Duplicate Copy 
a Destroy 2 years after end of 
processing year. 

MT 1(15)59.26-9 
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Item Descnption of records 
No. anddisposition authorizations 

I' ,
• c • (b) Non-Master File 

1 Original Copy 
a Destroy when related returns are 
destroyed. 

2 Duplicate Copy 
a Destroy 30 years atter end of 
processing year. • 
b Retire to P:ederat'Reeords Center 
2 years attar end of processing year. 

(2) Document/Remittance Register (Form 
RPS 813). Identifies documents and re­
mittances processed through the Remit­
tance Processing System. (Job No. 
NC1-58-82-9, Item 118) 
(a) Original Copy 

1 Destroy when related returns are 
destroyed. 

(b) Duplicate Copy 
1 Destroy 6 years attar end of proc­

essing year. 
2 Retire to Federal Records Center 1 

year after end of processing year. 
(Job No. NC1-58--85-10, Item 118) 

:i-- (3) Encoder Tapes and logs.sf~-----~ ..P. - 'ej.J...I, Y • r-, ./f] ~,.).
' (a) Destroy 6 years after end of proc- r,7U!Of. v r <7'~ ~ 

essing year. 
(4) Block and Selection Record (Form 

1332). Identifies returns and related doc­
uments without remittance. 
(a) Original Copy 

1 Destroy when related returns are 
destroyed. 

(b) Duplicate Copy Used To Transmit 
S5-4 Forms. 

1 Destroy when related SS--4 Forms 
are destroyed. 

119. (Reserved.) 
120. Declaration of Receipts of Political Contri­

butions. (Job No. NN-173-152, Item 12) 
(1 ) Destroy on April 15, 5 years following 

the year date on upper right hand side of 
forms. 

(2) Retire to Federal Records Center be­
ginning January 2 following the end of 
processing year. 

121. (Reserved.) (1) Form 5500EZ (Annual Return of One-Participant122. Annual Employer's Return for Employee's 
Pension or Profit-Sharing Plans, including Pension Benefit Plan).
all related schedules, documents, corre­ (a) RETIRE to Federal Records Center 6 months afterspondence and exhibits, filed by the em­
ployer who maintains a plan or plans for his end of processing year. 
employees or for himself. The EPMF proc­ (b) DESTROY 6 years after end of processing year.essing year is July 1 to June 30. 

Destroy 6 years after end of pro (2) All Other Form 5500 series returns and related documents.l
ing y . b No. NC1-74- , em (a) RETIRE to Federal Records Center 1 year after) Retire to e"81~.:tl!e-ccords Center 

,· months of process Jo end of processing year. 
~.,.M,;~~~~~.;,_____;.;==-, (b) DESTROY 6 years after end of processing year. 

IR Manual MT 1(15)59.26-9 



◊-
Item Description of records 

• No. and d1spos1t1on author,zations 

(3) EPMF Microfiche (Working Copy), 
1977, flied in Film Accession Number 
(FAN) seQuence. (Job No. NC1-58--82-9, 
Item 122) 
(a) Destroy 3 years after retirement to 
Federal Records Center. 
(b) Retire to Federal Records Center 
July, 1982. . .- • 

(4) EPMF Microfiche (Working Copy), 
1978, filed in Box Identifier Number (BIN) 
s9Quence. (Job No. NC1-58--82-9, Item 
122) 
(a) Destroy 3 years after retirement to 
Federal Records Center. 
(b) Retire to Federal Records Center 
July, 1983. 

NOTE: All 1977 and 1978 Returns and 
Master Copies of Microfiche were 
retired to the 0ay1on Federal 
Records Center after being proc­
essed by the IRS Data Center. 

123. Installment Billing Closed Case Files. In­
cludes Service Center notices, computer 
paragraphs 191 and 480 printed on Form 
4179, bank form, used as posting docu­
ments to manually update installment cas­
es. · · · en 
the account is timely and fully paid or when 
the account is transferred to TDA status. 
(Job No. NC-174-162, Item 4) 
(1) Destroy 1 year after calendar year in 

which case was closed. 
124. Vehicle Registrant Records. Used for the 

Highway Use Tax (HUT) Compliance 
Program. 
(1) DESTROY those records which match 

the 2290 Alpha Listing after they have 
been through the transcription process in 
ODE. (Job No. NC1-58--85-10, Item 124) 

125. Information Returns Program. Payee Tax 
Identification Number (TIN) Perfection 
Match Lists (CP 2010, Form 4906); Re­
quests for Verification of Name and SSN 
(CP 2011, Form 5332); Payee TIN Perfec­
tion Research Notices (CP 2013, Form 
5502); Payer Correction Transcripts (CP 
2016, Form 5437); Payee TIN Perfection 
Update Reject Records (CP 2014, Form 
3728); and Payer Correction Update Reject 
Records (CP 2017, Form 3624). 
(1) Information Returns. (Job No. 

NC1-58--80-6, Item 125) 
(a) Destroy 30 days after data has been 

. converted to magnetic tape, the tape veri­
fied, and the tape used to update the 
service center Payee TIN Perfection File 
or Payer Correction File, as appropriate. 

(2) Underreporter Select and Non-Select 
SSN List (Form 3624). (Job No. 
NC1-58--80-6, Item 125) 
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(a) Destroy as classified documents 
when program completed. ! 

(4)(3) Notice Data for CP-2000 (Form 5812). 
(Job No. NC1-58-82-9, Item 125) 
(a) Destroy when correct Underreporter 
Notices are enerated. 

126. ,ta ecords of the Information 
Returns Program _Oiscr(lpanay and Un­
derreporter Relateil Documents: 
(-1) Transcript Limiting Card and Specific 

Transcript Card. (Job No. 
NC1-58-85-10, Item 126) 
(a) Destroy 30 days after successful in­
put to Magnetic Tape for selected case 
cards or simultaneously with disposal of 
transcripts for non-selected case cards. 

(2) Non-select Audit (Discrepancy and Un-
derreporter) Transcripts. (Job No. 
NC1-56-76-9, Item 14) 
(a) Destroy non-selected transcripts 60 
da after final action. 

s . ' 
128. Employee /ans-Plan Case Control Input 

Record. Form 4646A. (Job No.· 
NC1-56-76-9, Item 47) 
(1 ) Destroy 9 months after processing 

date. (Processing date is Julian date, 4th, 
5th, and 6th digits of control number.) 

129. Statement for Recipients of Interest In­
come (Form 1099-INT Copy CJ. Issued by 
the Service Center for interest payment in 
excess of $10.00. (Job No. NC1-58-80-6, 
Item 129) 
(1) Destroy 6 years and 3 months after the 

calendar year issued. 
CASHIER, ACCOUNTING AND 
ADJUSTMENT RECORDS 

130. Document Remittance and Assessment 
Registers, Certificates of Deposit. Copies 
of registers and related documents and 
journals prepared for the control, classifica­
tion and applications of tax payments re­
ceived for deposit retained in the Clearing 
and Deposit Section and Receipt and Con­
trol Branch. (Job Nos. NN-170-16, Item 63 
and NC1-58-85-10, Item 130) 
(1) Destroy 1 year after end of processing 

year. 
131. Daily Record of Teller Remittances. Daily 

accounting and recapitulation of individual 
teller receipts including cash, checks and 
money orders, with related papers (NCR or 
adding machine tapes) used in connection 
with the teller's daily balancing. 
(1) Original with tapes attached. (Job No. 

NC1-56-85-10, Item 131) · 

Employee Lists 
(a) DESTROY as classified documents 1 year after 

completion of program. 



Item Otscript,on of records 
No. and d1s'/}os1t,on authorizat,ons 

products, wine, beer. cigars and cigarettes 
• (Job No. NC1-58-85-10. Item 144) 

(1) Destroy 3 years atter end of process­
ing year. 

145. (Reserved.) 'l, -
146. Certificates of Deposits and~~ DP-/311 lti:-•v,: /IC',::, 

(1) Deposit Tickets (marked "Bonds"). 
(Job No. NC1-58-85-10, Item 146) 
(a) Destroy 7 years after close of list 
year. · 

(2) Deposit Tickets (others). (Job No. 
NC1-58-78-4, Item 146) 
(a) Destroy 3 years atter close of list 
year. 

147. (Reserved.) 
148. (Reserved.) 
149. (Reserved.) 
150. Schedules and Lists of Canceled and Un­

delivered Checks and Bonds. (Job No. 
NC1-58-85-10, Item 150) 
(1 rDestroy after audit by General Ac­

counting Office or when 3 years old, 
whichever is earlier. 

151. Notices of Refund Checks or Bonds Re­
turned. Notices and forms supporting 
closed undelivered refund check or bond 
cases, or equivalent forms used as a follow­
up to locate taxpayers. 
(1) Closed Cases (atter taxpayer is located 

or check redeposited). (Job No. 
NC1-58-76-9, Item 18) 
(a) Destroy after the calendar year in 
which the taxpayer was located and case 
closed, or in which undelivered check 
was canceled and credited back to the 
taxpayer's account. 

(2) Open cases (all notices reflecting unre­
solved Pre-ADP undelivered refund 
checks and all unresolved NMF undeliv­
ered refund checks). (Job No. 
NC1-58-80-6, Item 151) 
(a) Retain. 

(3) Returns Files Copy with related docu­
ments. (Job No. NC1-58-85-10, Item 
151) 
(a) Destroy 3 years after processing 
year. 

152. Refund Inquiry Control Correspondence 
Files relating to refunds, stop payments and 
remailing of checks (maintained in alpha se­
quence in one-month blocks). (Job No. 
NC1-58-85-10, Item 152) 
(1 ) Destroy 3 years after case is closed. 

153. Refund Stop Payment or Reissuance of 
Replacement Check or Bond records relat­
ing to refunds, stop payments, errors in 
name or designation of payee, remailing of 

IR Manual MT 1(15)59.26-9 
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Item Descript,on ofrecords 
No. anddlspos,t,on authonzat,ons 

(2) Where aud,t is not required by Regional 
Inspector's Office 

(a) Deatroy 2 years after end of~oc-including Form 8616 Input Reconciliation Sheet andess,ng year. , 
161. Accounting Journals snd Abstracts Form 8167, Supplemental Input Reconciliation Sheet 

(1) Destroy 6 years and~ months after Relatinc: to Non-Assessment Documents. 
penod covered by 1he account (Job No. 
NC1-GRS-81-12, Item 1) . 

(2) Retire to Federal Records Center~1 year after internal audit of operations.
iAloR'lal awdtC et 111,e~al,aAa, er 1 ,ear, 
tst'hiohe,er i9 ea:lic1. (Job Nu. 
NO• 5&-85 18, Nem 1621 

162. Tax Trsnster Vouchers snd Excess Col­
lect,on Posting Document. Vouchers and 
Posting Documents prepared to effect the 
transfer of an assessment. This iteJn also 
relates to credit transfer vouchers used to 
transfer credit entries on tax accounts be­
tween District Directors. 
(1~ Open or unapplied excess collection 

-docuroon,~;"(Job NO. NC1-58-82'-9: Item 
162) • · . · . •. · 
(a) Destroy 30 years after end of proc-
essing year. 
(b) Retire to Federal Records Center 5 
years after end of processing year. 

(2) Closed excess collection documents 
(Job No. NC1-58-82-9, Item 162) 
(a) Destroy 5 years after end of proc­
essor·g year. 
(b) Retire to Federal Records Center 1 
year after end of processing year. 

(3) Tax Transfer Vouchers and Excess Col­
lection Posting Documents retired to 
FRCs prior to 10/82. (Job No. 
NC1-58-80-6, Item 162) 
(a) Destroy 8 years after end of proc­
essing year. 

(4) Credit Transfer Voucher (Form 2158) 
Credit Transfer Vouchers used to transfer 
NMF Form 1042 transactions to the Phila­
delphia Service Center. 
(a) DESTROY 6 years after internal au­
dit of accounts. 
(b) RETIRE to Federal Records Center 1 
year after internal audit of accounts. (Job 
No. NC1-58-85-10, Item 162) ~ 

163. Vouchers,.,....Schedules ot Payment~, Certificate of Settlement ( GA0-39). 
(1) [)"stroy 6 years. 3 months alter the pe-

riod of the account (Job No. 
NC1-58-82-9, Item 163) 

(2) All Paid Copies: (Job No. 
NC1-58-85-10, Item 163) 
(a) Retire to Federal Records Center 2 
years from closing date of last period 
audited. 

(3) Suspense copies (Job No. 
NC1-58-76-9, Item 44) 

... 



◊ 

Item Description ofrecords 
No. anddisposition authorizations 

(a) Destroy when no longer needed in 
current operations except when used in 
lieu of "paid" copy. 

164. Assessment Certifications and Usts. (Job 
No. NC1-58-a2-9, Item 164) 
(1) Destroy 3Q yea~ after_-,4Jnd of process-

ing year. - • • • 
(2} Retire to Federal Records Center 3 

years after internal audit of operations. 
165. Revenue Genera/ Ledgers. Copies of gen-

eral and subsidiary ledgers which summa- (
•rize the financial status of tax accounts with / refers to case histories) 
supporting documentsfand reports. 
(1) Destroy 6 years, 3 months after the 

period of the account (Job No. 
NC1-58-a2-9, Item 165) 

(2) Retire to Federal Records Center 2 
years after internal audit of operations. 
(Job No. NC1-58-8>10, Item 165) 

166. Revenue Reports and Accounting Control 
Records relating to the collection and proc­
essing of remittances. 
(1) Official file copy (record copy). 

(a) Destroy after audit by General Ac­
counting Office or when 3 years old, 
whichever is earlier. 

(2) Accounting work copies. (Job No. 
NC1-58-a>-10, Item 166) 
(a) Destroy 1 year after end of reporting 
year. 

167. (Reserved.) 
168. Postin Pa ment and Ad·ustment Docu­ -includes documents associated with remittances-ments er an ngma ax eturns). 

Used to process payments and other mis-
cellaneous adjustments. (Job No. 
NC1-58-8>10, Item 168) "SI AAS ->r: · - ,I .. • - • - • - J , 
(1) TDA/TDI Transfer (Form 2650) ~ ,,t~~ 'IJ)'l '/rrv ~~ • 

(a) DESTROY after IDRS/ ACS terminal 
research unless associated with hard 

• copy TOA/TOI. 
(2) All Other Postin~, Payment and Adjust­

ment Documents' other than original I ax . 
Retums). 
(a) DESTROY 5 years after end of proc­
essing year. 
(b) RETIRE to Federal Records Center. 
beginning July 1, 18 months after end of· 
processing year. 

169. Advance Payment Records. Used to docu­
ment and classify advance payments. (Job · 
No. II-NNA-2107, Item 75) 
(1) Destroy 2 years after related unit ledg­

er cards are closed. 
170. Remittance Registers (No Longer Accu­

mulating). (Job No. NC1-58-82-9, Item 
170) 

MT 1(15)59.26-9 IR Manual 



ijecord!.Coatrol Sct:tedule 206 

Item Description of records 
No. and disposition authorizations 

(1) Destroy 20 years after end of process­
ing years. 

(2) Retire to Federal Records Center 3 
yea!i_after end of processil)g_year..___ ___ _ 

171. GarrybacliAcljuslment Cases with related ,..s
schedules, supporting papers and work­
sheets. (Job No. II-NNA-2107, Item 85) 
(1) Destroy 10 years aftsr.entl of process-

ing year. · · 
(2) Retire to Federal Records Center 3 

years after end of processing year. 
172. Report of Tentative Carryback Applica­

tions and Offers in Compromise. (Job No. 
NN-170-16, Item 88) 
(1) Destroy 3 years after end of process­

ing year. 
-1-173. Unit Ledger Account Cards, Documents 4\~(L LJ. ,-If",. h,1,11 IL~ 

Registers and Recaps, ~Remittance ,-.Jl I ,.h ~,.....--
Registers and Recaps,.., (Job No. v-r,,'/c r ,I 

1 
u £IfJi.!)

NC~--~8-85-10, Item 173) {!) ft9/JJ!I( ft/£&?AJ>..S Al~! Ct,'NY•ttiJ ..I .'& Account Cards that are closed (Paid in 
~-full, subsequently abated, and small debit 

write-offs). 
/ J.a'I _Destroy 20 years after end of proc­

essing year. 
~ Retire to Federal Records Center 3 

years after end of processing year. 
/ ,~All other account cards after the collec-

_V-/ lion statute expiration date has expired. 
/ (a, Destroy 20 years after end of proc­

essing year in which expired. 
:l. .(I,)" Retire to Federal Records Center 3 

years after end of processing year.
ft.')~ Document Registers and Recaps, and 

Remittance Registers and Recaps. 
/ ~ Destroy 20 years after end of proc­

essing year. 
). ~ Retire to Federal Records Center 3 
dcears after end of processing year. 

174.countmg Reports not covered else­
where Jn this schedule and which are not 
subject to GAO onsite audit. 
(1) Record copy. 

(a) Destroy 1 year after end of reporting 
year. (Job No. NC1-58-85-10, Item 174) 

(2) All other copies. · 
(a) Destroy when no longer needed in 
current operations. (Job No. NN-170-16, 
Item 89) 

~175. Control Card Listings and Tape Data Con­
trol Date Recaps. (Job No. NC1-58-80-6, .,--.., 
It m 175 (1) RETIRE to Federal Records Center 1 

S 0(3..) year after processing YP/f,y 0 
(2) DESTROY 3 years after end of processing year 

176. Transmittal Memo Accounting Control or after internal audit of operations and accounts,
Documents. (Job No. NN-170-16, Item 91) 

whichever is later. 
IA Mal"AJ81 MT 1(15)59.26-9 
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Insert Item 173(2) 

(2) Paper records converted to disk pack (Test being conducted at ,A~­
ATSC). 
cru Account cards that are open and/or closed but lodded 

onto the data base (Paid in full, subsequently abated, 
and small debit write-offs as neeJed), Document 
Registers and Recaps, and Remittance Registers and 
ReCdf)S. 
1. Paper Records 

a. RETIRE to Federal Records Center 18 months 
after conversion to disk. 

b. DESTROY 20 years after conversion to disk. 

2. Disk 
a. Write disk pack to microform 5 years after 

end of Jrocessing year, erase and reuse disk. 

J. Microform 
a. ii.ETIRE to Federal Records Center im1neJiately 

after microfilming and film verification. 
b. DESTROY 20 years after end of proc8ssing 

year. 

CJ/:.) All other account cards after the collection statute 
expiration date has expired. 

1. Pa?er Records 
a. RETIRE to Feder al Records Center 13 1non ths 

after conversion to Jisk. 
b. DESTROY 20 years after conversion to disk. 

2. Disk 
a. Write disk pack to rnicroform 5 years aicer 

end of processin9 year in which expired, 
erase and reuse disk. 

3. (vlicroform 
a. RETIRE to Federal Records Center immediately 

after microfilming and film verification. 

b. DESTROY 20 years after end of processing year 
in which exft/1\ed. 



.. 

., 
In.:3ert Ite,n 173(2) 

( 2) Pa2er recorJs converted to disk pack (rest bein'j conducteJ at rA'°-
ATSC) 
(A.) Account cdrJs that are open and/or clused but lodJeJ 

onto the data base (Paid in full, subsequently abateJ, 
anJ smdll debit write-offs as needed), Document 
Registers and Recaps, and Remittance Registers anJ 
Recaps. 
1. Paper Records 

a. RETIRE to Federal Records Center 18 months 
after conversion to disk. 

b. DESTROY 20 years after conversion to disk. 

2. Disk 
a. Write disk pack to microform 5 years after 

end of processing year, erase and reuse disk. 

3. Microform 
a. RETIRE to Federal Records Center im1nediately 

after microfilming and film verification. 
b. DESTROY 20 years after end of processing 

year. 

All other account cards after the collection statute 
ex~iration date has expired. 

1. Paper RecorJs 
a. RETIRE to Federal Records Center 18 months 

after conversion to disk. 
b. DESTROY 20 years after conversion to disk. 

2. Disk 
a. Write disk pack to microform 5 years after 

enJ of processin~ year in which expired, 
erase and reuse disk. 

3. Microform 
a. RETIRE to Federal Records Center immediately 

after microfilming and film verification. 

b. DESTROY 20 years after end of processing year 
in which ex~ed. 



.. 

Item Description of records 
No. anddisposition authorizations 

(1) Destroy 90 days after verification of 
receipt 

177. Adjustment Control Listings-Weekly Ad· 
justment Control Index, Multiple-Duplicate 
Listing, Weekly Index, Overage Case List, 
Case Assignment List, Daily Supplemental 
Index. and New Case Control Number Se­
quence List (Jab No. NN-H.0-1&, Item 92) 
(1) Destroy upon receipt of new listing or 

index or when no longer needed in cur­
rent operations. 

178. Historic Transcripts related to closed ac-
counts. (Job No. NN-170-16, Item 93) 3 
(1 ) Destroy J:years after end of process-

Ing year. 
179. TOA Registers. Printouts reflecting IMF and 

BMF payments for last four cycles. (Re­
placed every 4th cycle.) (Job No. 
NN-170-16, Item 94) 
(1) Destroy atter receipt of new Register. 

180. Tax Claims Files (Except Claims Filed by 
· Corporations) and Record of Claims. 

Claims files pertaining to allowances for 
overassessments, notices of disposition, 
and notices of refund with related corre­
spondence and records. (Claims filed by 
corporations are covered in Item 58 of this 
Schedule.) Claims allowed in full, in part, 
and disallowed claims. (Job No. 
NC1-58-7~9. Item 21) 
(1) Destroy after audit by GAO or when 3 

years old, whichever is earlier. 
Concurrence of Regional Inspector shall be 

obtained for any disposal before the three 
years. 

181. (Reserved.) 
182. Technical Section "Closed Sensitive" 

Case Folders. Residual papers remaining 
in the folders such as work papers; tran­
scriptions of tax account or accounts; Form 
3870, Request for Adjustment, and 4173, 
Special Gase Referral; and copies of corre­
spondence. (Job No. NN-170-16, Item 96) 
(1) Destroy 18 months after closed date. 

183. Transcripts ofAccounts requests and relat­
ed documents. (Job No. NC1-58-80-6, Item 
183) 
(1) Destroy 6 months after end of proc­

essing year, or when no longer needed in 
current operations, whichever is earlier. ~d,dc11d.JI&~:,,;184. (Reserved.) 

185. Payment Tracers. · ~(1) RETIRE 1 year af'ter payment tracer is closed. 
(1) 9eetre~ 1 )eer after l'll)Fl'leP!t tteeer is ( ) 

elesee. 2 DESTROY 3 years af'ter payment tracer is closedo 
186. Reports of Currently Not Collectible Taxes ,· 

for Non-Master File TDAs. (Job No. : 
NC1-58-85-10, Item 186) 
(1) Service Center Collection Branch Case 

Files on accounts reported as currently 
not collectible. Form 53 not sent. to the 
district for mandatory follow-up. 

https://d,dc11d.JI


Item. Description of records 
No. and disposition authorizations 

,l. 195. Permanent Work Record-Tentative Car­
ryback Allowance (Form 6902). (Job No. 
NC1-58-8o-6, Item 195) . 
(1) Destroy-$11RiiA iiala Aa& lieeA lreA 

SOR&Osl lo IIUI 411~~ R11p111t 
196. (Reserved.) 
197. Reject Registers used to process rejected 

documents. (Job No. NC1-58-82-9, Item 
197) . • .•• 

(1) Deleted reject registers ·(records that 
have been removed from processing). 
(a) Destroy 1 year after processing. 

(2) Selected reject registers (corrected 
records that have not been removed from 
processing). 
(a) Destroy after 90 days or when veri­
fied that record did not appear on aged 
list, whichever is earlier. 

198. Reject Control Listinf1S to monitor and con­
trol the reject inventory. (Job No. 
NC1-58-85-10, Item 198) 

(1) Inventory listings in DLN sequence, dis­
position, verification listings, and Rejected 
Records list. 
(a) DESTROY 1 year after processing 
date. 

(2) Other inventory listings, age listings. 
(a) Destroy 6 months after processing 
date. 

(3) Manually prepared routing controls. 
(a) Destroy 6 months after closing date. 
(Job No. NG1-58-82-9, Item 198) 

199. Service Center Control File Adjustment 
Records (Job No. NCl-58-82-9, Item 199) 
(1) Processing Copy. 3 

(a) Destroy J"7:ye::::-a~r::::s-a=ih"'e:-::r,-e'"'n:-:d:r-::o,...t-=p~r""o""c----· 
essing year.er l \«car eh · !real a11dit of 
opscat:ccs and aces, ,rte urbicbeuoc is 
-IMll. 

(2) File Copy (retained by preparer outside 
of Accounting Branch). 
(a) Destroy 1 year after preparation. 

MACHINE (PAPER) PRINTOUTS AND 
MICROFILM REGISTERS, INDEXES AND 
DIRECTORIES 

(Prior to conversion to microfilm and transfer 
of returns processing and revenue accounting • 
functions to service centers, district offices were 
charged with the responsibility of maintaining and 
retiring the record (official) copies of machine 
(paper) printouts of registers. indexes and direc­
tories. Effective with the conversion to microfilm 
and transfer of these functions to service cen­
ters, service centers were charged with the re­
sponsibility of maintaining and retiring all record 
copies of registers, indexes, and directories in 
accordance with this Schedule.) 

MT 1(15)59.26-9 IA Manua• 
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IItem Description ot records 

No. andd1sposit1on 'Bulhora:at,ons 

(a) DESTROY dl years latter the year
f:orm 53 was init1aT"ed. ' 
(b) RETIRE to Federal Records Center 1 
year after the Form 53 was initiated. 

(2) Not,hcation to Accounting on Non-Mas­
ter File T0As. 
(a) DESTROY after end of processing 
year. 

187. Offers in Compromjse. CJ~ files including 
data concerning offers in cortlpromise by 
cash, installment, transmittals. and accept­
ance of otters with related correspondence. 
(Note: II a compromise case file contains an 
installment offer, or if an ofter involves a 
collateral agreement, the date of closing the 
case shall be the date the ofter in compro­
mise is accepted or rejected after payment 
in full has been received, or the date on 
which full compliance has been rrede with 
the terms of the collateral agreement, 
whichever is the later date.) 
(1) Destroy 6 years after close of case. 

. (Job N9. NC1-58:-82;-9, ltf:!'!1187)., . ' 
· ·.: •(2) _Retire •lb l;ederal · Rlk:ords' 'Cehter .p . ~ -~ ' •· · ..... . . .. - .·... ... 

years after close of case. (Job No. 
NC1-58--85--10, Item 187) 

188. Barred Deticiencies. Copies of Form 3999 
used to report statute expiration of barred 
deficiences and overassessments and on 
certain no change and survey cases to the 
regional ott,ce. (Job No. NC1-58-85--10, 
Item 188) 
(1) Destroy 1 year, after end of processing 

year. 
189. (Reserved.) 
190. Statement of Account for Participants in ' 

Individual Retirement Accounts of Annui­
ties, Form 5498 (Copy A). (Job No. 
NC1-58-76-9, Item 23) 
(1) DESTROY 2 years after filing year or 

year of receipt, whichever is later. 
191. Closed Problem Inquiry File (Forms 4442 

and 4442C). (Job No. NC1-58-80-6, Item 
191) 
(1) Destroy when no longer needed in cur­

rent operation. 
192. Correspondence Suspense File (Ac­

counts Services). (Job No. NC1-58-80-6, 
Item 192) 
(1) Destroy when no longer needed in cur­

rent operation. 
193. IRS Employee File--(Employee Delin­

quency Check.) (Job No. NCt-58-80-6, 
Item 193) 
(1) Destroy when updated or new pro­

gram filed. 
194. Closed TC 130 Cross-Reference File. (Job 

No. NCl-58-85--10, Item 194) 
(1) Destroy source documents 6 months 

after they are closed. 

. . . -.. . ... 



Records Control Schedule 206 

ltt '.'n D<,~criJ ,t,on or,~ ·c(lrt1~
No andd1spos1/1ona11lhor1z'at,ons 

(a) Destroy 7'!:, years after end ol proc­
essmp year 

(;' I Cop,(" ol Ari,1u;i' D,<C'·,·lc>·,c•. req.mc·d 
tor rl,:.c;Hct1 (Jot.1 Nc1 Cono•l1 ss10:1ai Nu 
189~. 90th Congress 2nd Session) 

(a) Destroy 5 ye;ir~ alter end ol proc­
v~~1•1~J yt•dr 01 "'tht•r: fl(\ i.;ingC': nu{)dt·J tr, 

current op<'rallo~ · 

(3) Quarterly and Interim DrrPctories (Job 
Ne, Co11arpss,w1a' No 189~,. 90tr, Con 
gress, 2nd Session) 

(a) Destroy after receipt of annual or 
quarterly directory covering same taxpay­
ers and ta• periods. 

213. Exempt Oraanizat,ons ALPHA Registers 
and Cross-Refe,1ences (National and 01s­
trict-M1Gr.Qlci<n2).4a,dc~,) and &IN Reg 'l'',!,-.'~f'I(Jli 
isters (~re:l1l1Ji) Conla1rnng all ehtmes 011 r'I dxchl/li.
thP E9fM. I.e. oroarnzation name, aaaress, 'BMf1£•9Ion. d1sl11ct codt>. and ott1c>r 1dent1tying 
S)·rnl>ol~, (producc,d b)' pr11ladelph1a se~vict 

. CeJller) · · · • - • 

(1 J Annual Register M!!~te, (Job No 
NC1- 58 IUI 8, Item 213) 
(a) Destroy _.._y_e_a_r_s_a_f_te_r_e_n_d_o_l_p_r_o_c_---~ 

essing year. pi,c,.~c~1tlie 
(21 Supplemental Registers a,1er (Job 

No ~m 00 1'. hei.1 Hi?J 

(al Destroy after rece1p1 of annual 
reg1stei-------------{/J11t1-,(.)F1{ ilf). 

ie! 9i,plieete 6ep1e, fcleb 

faJ Peelrey llflle" reeeif!I Ire"' ti.e liele. 
214. Exempt Organizat,on/BMF 4e-61mi, 

Register. Each cycle an entity or tax period 
is active all postings to that [!nod will ap­ mt"lfn;L y / '1'ETii.1A15 pear on thew41i!J;. t:07BMF JI 1Rti Reg­
ister. The AlallRli H$@1tr tor tnat cytle iS /,1:rv~.,.1.5 
merged with the .alNIM;- reg1sTer lor lhe 
neict ~. Ihus. these ~ are accumu­ /YltJ."li/1 / /J1~.vilts 
lated for a senes until a f·na! accumulation is erma:J•_ cm r. It,... :.,, l>2s ! Ea:·h la•fii:'•" --c,:i:c,:·.,,,, 2,1 r1l ,.,on tr,e reg,~w• Is listed l>y ta~ plmod. w1trw, 
MFT code. w1th1n EIN. Entities which con-
tain an EO section will also display the EO 
entity Status/Code- and Date. Subsection 
Code. File Folder Number, Foundation 
Cc,d, Ciass,f,.::a:,c,n Code~ a-i:'. Grou;:i Ex­
E'"'l(>t,or, NumbPr (Jot Ne N;:'.1-58-B?-8. 
l1t 'i, ;;1~) 

(•) Destroy 1'i ,c W!, a'i, ·, · : u1 r,'~•, .:•!,, .J 
1ng yt;ar. 

ff:') Retire to Federal Reeerels Gefller ~ 
ygar, aUvr , oQ ,,t s;u,,coE" c ~ \'Eiar 

MT 1(15)59.26--9 
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R~cords Control Schedule 206 

Item Description of records 
No. andd1spos1t1on authorizations 

(1 ) Processed. 
(a) Destroy 3 years after end of proc­
essing year. 

(2) Unprocess~rogram Terminated. 
(a) Destroy when no longer needed for 
research or reference purposes. 

(3) MicrOlilm Directories. 
(a) Retum Preparer Alpha, 
(b) Retum Preparer TIN: • 
(c) Return Preparer Manufactured TIN. 
(e) Destroy when no longer needed for 

ru: §j;~et"'•""" ,.._... SEE INSERT FOR ITEMS 222, 223, 224, and 225 

226. Control Record List and Summary 
(EPMF). (Job No. NC1-58-85-10, Item 226) 
(1) Destroy 18 months after end of proc­

essing year or 1 year after internal audit of 
operalions accounts, whichever is earlier. 

227. Block Completions List (EPMF). (Job No. 
NC1-58-85-10, Item 227) 
(1) Destroy 1 year after end of processing 

year. 
228. Suspense Re/ease List and Summary 

(EPMF). (Job No. NC1-58-85-10, Item 228) 
(1) Destroy 18 months after end of proc­

essing year or 1 year after internal audit of 
operations accounts. whichever 1s earlier. 

229. Potential Non-Federal Filer Records 
(Forms 4869). Records are generated and 
used ,n the state/federal matching of feder­
al unemployment tax records. (Job No. 
NC1-58-82-9, Item 229) 
(1) Destroy after tran~ and error 

correction processing. 
230. Systems Audit Trail Report (CDC 3500 

Computer Listing). (Job No. NC1-58-82-9, 
Item 230) 
(1) Destroy 1 year after date of report. 

231. Account Verification File Listing (Honey­
well 2050A). (Job No. NC1-5&--82-9, Item 
231) 
(1) Destroy after receipt of following 

months' listing. 
232. eN.r.F ..~ .. ta~·AI I i&t;Ag maintained Listing of Aged ZTIF Accounts 

by Entity trol entrtJeS that have reached 
age criteria tor removal and have not ~ ( Run No ERA60)
established on a Master Filef (Jobo. • • 
NC1-58-82-9, Item 232) 
(1) BMr,.-EPMF-E~• 7, EO-BMF, NMF, and EPMF-AD list. 

(a) Destroy 10 fi ■ after receipt. " 
fa~ l!Q 9MF, tJMF, and EPMF .... -· - 3 years 

,a) l)e1•11•v 1 >'••· 11111, FIHIIII. { 
233. Annual lntonnat,r?etumR&f WjndfaU Forms 6248/6248-T, Transmittal and Summary of 

Profit Tax Return .JOO No. 1-58-62-9, • • )Item 233) Windfall Profit Tax Information • 
(1) Destroy f years after dale of receipt. 

5 
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INSERT FOR ITEMS 222, 223, 224, AND 225 

222. U.S. Real Estate Mortgage Investment Conduit Income 
Tax Return (Form 1066) (ANSC only). 
(1) RETIRE to the Federal Records Center 1 year 

9 months after the end of the processing year. 
(2) DESTROY 6 years after the end of the processing 

year. 

223. U.S. Withholding Tax Return for Dispositions by Foreign 
Persons of U. S. Real Property Interests (Form 8288) and 
Statement of Withholding on Dispositions by Foreign 
Persons of U.S. Real Property Interests (Form 8288-A) 
(PSC only). 
(1) RETIRE to the Federal Records Center 2 years 

after the end of the processing year. 
(2) DESTROY 7 years after the end of the processing year. 

224. Return of Excise Tax on Undistributed Income of Real 
Estate Investment Companies (Form 8612). (These are 
penalty excise taxes.) 
(1) RETIRE to the Federal Records Center 2 years after 

the end of the processing year. 
(2) DESTROY 7 years after the end of the processing year. 

225. Return of Excise Tax on Undistributed Income of Regulated 
Investment Companies (Form 8613). (These are penalty 
excise taxes.) 
(1) RETIRE to the Federal Records Center 2 years after 

the end of the processing year. 
(2) DESTROY 7 years after the end of the processing year. 
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Records Control Schedule 206 ... 
Item Oescniplion ofrecords 
No. -,tddrspoait,ona,fhotimtions 

237. llnida'lfifm Remiaance File Analysis. 
Daily in.elllOry, cumulalille tor ttw month. of 
ectMly on URF. hems .. listed ~ diltrict 
and ..,. the previous balance, new ~ 
era. and cumulallve lolals. Alls invenlOfy
• c:hecud end ..,__,, listing becomes 
obaollll 
(1) Acr:ounls,g Branch, l;JNdelllified Func-

lian copy. . 
. (a) DIiiy AnalySil. (Job No. 

NC-174-162, 11am 6) 
1 Dntroy attar end of month balanc-

ing operations. 
(b) Monlhly Analysis. (Job Nol. 
NC1~. llem 237 and 
NC1-5&-35-10, llanl 237) 

1 DNtroy 18 monlhs after end of 
proc ■ Hl'IQ year or 1 year after inta'­
nal audit of operations and ac­
c:ounm. whic:ha.w:. ..... 

238. Unldeaaificd Ra,....;ces. (Job No. 
NC-174-162, hem 7) 
(1) Added in last 1s-45 days. Register r• , 

flectl all lleml added to lhe file and no · 
action has been taken. This register, 
which served as a lollow-up tool, was not 
procb:edafW.,...ry 1, 1974. 
Ca> DntroJ .,_eo days. 

(2) Aged 10 Monlhs. Monlhly printout used 
... laSI ~ lo apply money from 
URF before bea'II aged to Excess 
Collc:tions. 
(a) Dntroy after eo days. 

239. Unidenlitied Remitrance File Dropped 
LJAng. A permanent record of the URF 
proGl08d a llems .. aged from the URF 
... dosing action The Dropped Listing is 
uaed ID purge the opal.,,.._., (paper) 
~ file of unidelllil&d ,emlaances. 
(1) ~ Branctl, Unidentified F~ 

:'~ 1r-years--after-end--of-proc-.--1 
eaing year. ~ No. NC-174-162, Item 
8) 
(b) lletlr9 to Fedlnll Records Center ..i'"- ;2, yIU,fS 
......... end of processing year. ~ 

"'•• r • •...No. N9I ii 16 ••• Item 239) 
C2) Amlldng Branctl, Journal Function 

Cl!Pr- (Job No. NC-174-162, nem 8) 

(a) Dn~after 80 days."'t 240·;~ · ~~-~~~ iUnidentified Remittance Case Files. Filed · · ~ alphabetically or in date, employee number order. 
NIM~IM~~-- ; Case files may contain corresp~ndence, photocopies 
(I) Dulle, y ,..! .,._ end ot ~ · of_ checks, or miscellaneous documents. 

1ng,... .·,. 

........ r.tT 1(15)59.26-8 

I l /1f{'7 
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0 

ltpm Description of records 
No and d1spos1t1on authonzations 

(2) Retire to Federal Records Center 1 
year atter,ie~e!I ~h91eit "" URF Otopped end of processing year.
bmt1111g). 

241. Excess Collection Posting Documents 
Computer Paragraph 550 (Form 4830) 
(1) Used as an open excess collection doc­

ument (Job No NC-174-162, Item 10) 
(al Destroy after money is applied 

(2) Used as a ciosea e"xcess co11e-ct1on doc­
ument (Job No NC 1-58-85-1 O. Item 
241) 
(a) Destroy 3 years after end of proc­
essing year 

242. /ORS Collection Unreversed Transaction 
Code 5941599 Transcnors and assoc,area 
notices. (Job No NC1-58--60----6, Item 242) 
(1) Destroy after 6 months. or after all re-

search 1s completed. wh1che11er 1s earlier 
243 Remittance Register (Daily). A daily print­

out, by area office. of the payments re­
ceived and input onhne through the IDRS 
terminals_ The original 1s mailed to the area 
ottrce. with one copy maintained 1n the Ac­
counting Branch tor researching payment 
tracers and one copy maintained by the Ac­
counting Branch Leoger Function for nota­
t10ns and ad1ustments 
(1) Accounting Branen copy (Job No 

NC-174-162. Item 12) 
(al Destroy 1 year after end of process­
ing year 

(2) Accounting Branch Ledger Function 
copy. 7yeAAS 
(a) Destroy -Et years alter end of proc­
essing year. (Ji-b ~ie ~JCl SO 80--0. Item 
243) 
(b) Retire to Federal Records Center ~ ------­
fllleMA9,af1er end of processing year (Job 
No. IIIC1 li8 81i 18, Item 243) 

244. Document Register l1st1ng by district 
showing El or SSN of Taxpayer. name con­
trol. tax penod and amount (Job No 
NC1-58-76--9, Item 244) 
(1) All coptes 

(a) Destroy 1 year alter end of process­
ing year. 

245. Special Activity Report. A periodic report 
which shows any acttOn taken by an IDRS 
user to the account of any IRS employee or 
his/her spouse. (Job No NCl-58--85-10, 
Item 245) 
(1) Destroy 1 year alter end of processing 

year. Service Center Control File (SCCF) Aged Historical 
246 ~e9e-~-----------, Files. Documentation of Closed SCCF aged cases247 /ORS Serv,ce Center Control Case Inven­ \ 

tory and Service Center Control Inventory related to Form 6752 (Return Non-Refile Flag).
Recap. Lrst,ngs are by age and category of (1) · DESTROY 5 years after end of processing year.the total cards controlled on IDRS which are 
sbH open and assigned to each Section, list­
ed by Unrt 



/t('m Df'SCnpt,c>n of rPCOrd.< 
Ne snd d,spos,t,on suthonzat,0ns 

27P ln~t.i!1m<»11 Aarppmf'nt Arrount, Los'. 
(/A,.,L) (.lot, No. NC1-~f\~:- 1CI. lh•r:. Z ;-,,. 
(1l Destroy at1pr (, mon1•1:. 

f[D[RAL TAX D[POSIT (TTD)SECTION 

lh,s g,vf'S U1P d1!.pos1t1on to, f-edPral la, D, 
pos,t (fT Dl fornis or equ,valent documents usP~ 
b~ ta)11av1·,s to d{',lO~.,t Fedpr a• Ta,{'~. with a 
commercial banJ.., Depos,tary for Federal 1 axes. 
or w,th a Federal Reserve Bank (FAE:!1 
300 FTD Error Rf'Q1sters and Delete Lists (Jot, 

No NC1-~fl- 77-13. Item 1) 
(1) lncludf':, 

(al no E:rror Rearsters Prepared arid 
used at the service center to per1ec: 
transactoon records prior to forwar&,ng to 
Mastl'r Fri,· 
(t,) F 1 [; Error DPlf1!e Lis!5 A 11~.'. 0' ltf'"'''. 
tt1a'. canno1 be corrected from the Erro· 
·Rfii:11ster and ml.1$1. 1:)8 9eleted for t;ie_ i3i · 
counttng ·functron to correct ·and re,npu:· · 

(2) Destroy after 12 months ~r wh.en 
(2) ~~r-'.~-;.~;;r-:;:::ty'~r:!:-et~:~~ret~,-~~lonaer nee no longer needed in currentwhichever-~ earhe1 

NC'f~S--18. lte111 Seo) operations, whichever is later. 
301 FTD Block Out of Balance (BOOB) List,n9 

and Summary. A record of blocks that lai 
to pass other validity check~ 
(1) Ust,ng (Job No NC1 5B 77 19. lte~·, 

2) ,.------,---:------,,--- 2 
(a) Destroy T months after data has / 
been converted to good tape. 

(2) Summary. (Job No. N61 §8 82 9. Item 
301) ,----------/1,
(a) Destroy ,i months after date ol 
hsting 

302 FTD Block Out of Balance (BOOB) Delete 
Lisi. A hst of blocks that cannot be correct­
ed from the BOOB Register and must be 
deleted. corrected and re,nput. (Job No 
NCl-58-76--4. Item 302) 
(1) Destroy 30 days afler data has beer. 

convened to qood tap( 
303. FTD Control R·ecord List and Summa~ 

Replaces the Control Card List and Tape 
Data Control Sheet of the BMF Ope·­
ations (Job No. NC1-5~~10. Item 303) 
(1) ltS'. 

(a) Destroy 1 year afte, end of proces:c 
ing year or 6 months afte' m1ena1aud t o' 
operat,on~ and accounls whrcn£:vf' •~ 
earltc · 

(2) Summar, 
(a) Destroy 1 year alter end of pro,e~< 
,ng vear unless the Supervisory Aud.tor a'. 
the service center as,,s for them to be re 
ta,ned for a longer period 

M1 1(15)59.2£~~ 
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Item Descnpllon of rE>CClrd~ 

N1.) ' sncjd,5p0..,,t,Cln a; ·n1c,ri:at,c.,~ 

307. Block Complc>t,on List A monthly report of 
SCCF modulP!- wh,ch meC't all the crrtp11a 
for a clos!'d module' to be removed from the 
currpnt sec, anct pia,Pd cm tt,P h1stc1•1( 
SCCI (Jot, Ny ~~013 n 1ci, IIC'rn t-) ·---------.5 
(1) Oe&troy 7 yows alt{''. end of proce~..,. 

mg year 
~(lp, (',()n1111f"c,;,/ fl;mk A,1.1•c•.•. F,le A k-~ o! ;;II 

dcpn..,1taroe~. tran~r111t11nq r l L1 form<, t0 tt1al 
servi;:-p cente, (J0r--Nc, NC1-of\-77-13, 
Item 9) 
(1) Destroy whPn an updated listing ha~. 

been received and verified to be 
accurate 

309 Histcmc SCCF Analvs,s Report and Spe­
crar Transcript~ A m0nthIy rC'por1 wt11ch 
provides management 1nlormat1on regard 
inq t1mehness of processing FTD's. (Job No 
NCl-58-77-13, Item 10) , 
(1) Report 

(a\ Destroy 1 yea• atte'. it 1s produced 
(2) l ra-1s,rir'.~ 

. (al Destroy afte• review is .completed 
31 O-Month EndUnccinf,rmeti Ciassifiec, Report.• ..· ... . . 

and Summary A listing and summary of 
modulPs that have bee..., classified but for 
which no FRB verification record has been 
received 
(1) List (Job No NCi-56-77-13, Item 11) 

(al Destroy 30 dav~ alter date of hsfr1g 
(2) Summary (Job No NC1-58--85-10, 

Item 310) 
(a) Destroy 1 year alter end of process­
ing year unless the Supervisory Auditor at 
the service center asks for them to be re-
tained for a Ion er riod. 

311. TAXPAYER ENTITY CHANGE REPORT. A 
Ii listing generated as a result of the 
1 generated 
Ta ns for transa::l10 , taxpayer indicating a change to the 
reco to the Philadelph, name or Employer Identification 
Service mary)O be used a 
a tape rel Number (EIN) • 
(1) List (Job 5-10, Item 311 {l)L1S1

(a) Destroy end of proc-
essing yea• or 1 Y. nal audit 1 (c:.) lf::.>~~:r:,:~ ;:.u:-.t~.1:? 2.~·:,E~-- t!:~:. ::_,:,! . .-:!1
operations, wn e 

~L 

(2) Summary Job N 77-1 , ger:ten..teG unlesE" tlie s-...pervisc.,r:1· Aci..1i tor at 
Item 12) li s-:.. 01.: ret,air.E::'.l
(a roy 3 yea•s after en 
e ·ar un1css the Supe ~ 
t C 

-
312 no TEP Go0d 1ar>e Reiease List Sum­

fTld'} A dc1 ., ,,q,i,; 10c -.:,tying ea:r, 1L r~ 
and the related couni a•,d arnount to, tr an$ 
actions placed on the transaction tare to be 
sent to the Na1,onar Compc1ter Genie'. The 
Revenue Receipts Summary 1s used as a 
tape release 



Records Control Schedule 206 

llf•'"" Descnplton ot ~acords 
No anddlspos111on suthoriztit1om, 

( 1 ) Lisi (Jot; No NC 1-58~5-10. IIE>rn 31 2) 

(a) Destroy 18 months afler end of pror­
pss•nq yl'il' or 1 Vl'i!' iiftp· 1ntprnRI aud,t ('l1 

orp,a.t10n!,_ wh1;·hpvp· IS 0/l'lll'' 
(2i Scl'T1rna,1- (Jor• N('l NC1-56 77-13 

lie,.,,-, 13/ 
(R'• Destroy :< yP;;•~ Rf1f" ond of r·w­
es~,q~ yuar unit•~' 1nc ~J~HHVJ!--O~ y Au,J• 
tor at th,· SPTVll tc -Cf>ntpr 8S~~ for thPm 10 
b< retained for a lonapr pc>r1od 

313 FTO TEF'Mrsmatcll L 1st A lrs: printed for al: 
discrepancies and nonmatches betwc>en ei­
ther release records. delek record~. or 
manual deletion cards and the Qood tapr 
FTD blo;:I.. (.lob No NC1-5E4l~10, ltern 
313) 
(1) Destroy 6 months at1e• end of proc­

essing year or 1 year afler inlernql audit of 
operations and accounts. wh1~hever 1s 
earl1e• 

314. F7USCCFGf'ne:;;:, ;i[)ctctcList Al,strc1:.; 
of all blocks d,,leted from me oood ta;,; 
1r~S<!Ct1on tape bet;avse.of d1scr~p_ancles 
between control records and the ·sea=. 
(Job No NC1-5f:.-85-10. Item 314) 
(1) Destroy 18 months alter end of proc­

essing year or 1 year after internal audit o! 
operations and accounts. whichever 1s 
earlier 

315. SCCF Special Transcript List A transcript 
of selected SCCF modules used for anatv­
s,s purposes (Job No NCl-58-85-10. 
Item 315) 
(1) Destroy 30 days after date of listing or 

when no longer needed in current opera­
tions. whichever 1s earlier. 

316. FRB Day Classified Report. A computer 
flenerated report that reflects the match­
mg of FRB verification records for a specif­
ic day with the commercial bank transmrt­
tals input. The report lists the tax classif,. 
cation of those items matched and classi­
fied, each item where ad1ustments to the 
block are required. the ver,f1cat1on cards 
input where there 1s no matching comme,­
c1a! bank transmittal on the SCCF and thf­
amounr on the SCCF not yet classrf1ed 
(Job No. N6f 5B Be 19, Item 316) 
(1) Destroy ~ alter the month ge'ler- 3 Y(,fj; ~ 

ated unless the Supervisory Auditor at thf' 
service center requests that they be rE--
ta1ned for a longe, period 

317. Sut•sequPntfy Class1f1ed for FRB Da, Re­
port A repor1 ref1e:-t1'lg sutJsPauent ciac~ ',. 
ca~:o~, o! tt1c,~f 1t€•11s rt.:;:-1~1r1t·:i a~, un:!c.~ s 

tied or, the FR6 Da I C1ass1f,ed Repori ___ 3 ", r'" ~ ,.'_•> 
(1) Destroy ~-a"ffeTTFie monfh gene,- . n 

ate::i unless the Supervisory Auditor a! tr,t: 
service centw requests that thP,· be re--
tamed tor a longer period (jot, No 
P401 S8 85 18. Item 317) 

p-~--c;ccs;__::ir~:- ~ 
I 

(Lt}=-~-~·_-:_~,.~,~- ~2 r:.vL-:.: . .=.· a.ftE:'.?"' t.:.t 
montl'> r~YJE'r2te,1 unles·~ the 
SU:f,ervisory auuitor at the service 
center requests that they be re­
tairieci for & loncer period. 

https://bet;avse.of
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FTD-PEL Default List. A report that cqntains 
Federal Tax Deposits that:Aither tax type, or 
both were left blank by~ taxpayer. 
(1) List 

f11B fR1 t 1 r c '1' (a) DESTROY 30 days after the month generated.
fflt !' l'f •ijg I 

f-edc,ra' Res<>rve Bank Dav Classif,ed Rf-
port baf;i•irmc Pro,.,, (Form 5fl:J.l 1 A Ill"· 

lot>d ll•, (lid a!1;i~h!'d to trIP lf'pOrt S'10""'~ 1: 
w,,, a bii>;;ri:·1•d rf'po:t (Jot, N, 
NC:1- ~R- 7b-4 Item 3;'01 ____ 
(1) Ot~~troy~~•:t·· cfr-;~, -C"f proc t•~c...,r1~~ Yf'~·. - 3 ycar.s 

unlt·!o!o ~uPt'"111sor\· Auc1,w, a\ tr,1 !-erv,c, 
CPnl(•r reauf'st~ that ttll'\ bE r(•ta,ned to, 
a lonoer pl'roor, 

Sul1M•qu1•n: D,w C1as9f1cd Rc;:,ml B;;: 
ancina Proof (Form 5805) A torm used 1f 
tticro 1!, any class1f1ed amount st10wr, on thl­
repor1 or 11 Hwre Is any chan9, to unclass• 
11ec1 tot?.I!, (,lot, No NC:1-!'>b- 7E~. lt!'rr. 
321) 3 years(1) Destroy~tter closf' ol proress,ng yea· 

unlC'SS th!:' Supervisory Auci·ta• a; thc­
serv,rf' centE>r request!'> tha'. tnn be, rE-­
ta1np(1 tor a lorim" pc·n::ici It coupons. 

M,:·r0t,:r•, ()'. Fi[, ~ ,Jot t,: 
r✓ :,1 !,h -Fi:,~ 1(; lterr. 32~, 
(1) ResN'JrCh t,.,1,c-ro!l1ma.·.....:.______,_-:----;"-".. ( n0t. mandatory) 

(al Destroy 3 years after closf:' of proc-

(2) fiC>cL1rd M,crof,m~ (Jo!:' No 
NC1-S8-8?-9. Item 322) 
(a) Destroy 7 years alter close o~ proc­
€!:>!-.1nu vt-a· 

(bl R·etire t0 Federal Reco•c:- Cenle' 9D 
02.vs afte· crcat,on ana ve,,t,:a:,::,.-: 

32:; FRB Venf,cat,on Card LISI and Cards Fif­
ce,ved trom the FRB's. Cards and List~ 
showmo md1111dual advices ot credit which 
total to.therr related deposit ticket 
(1) L1s1,ng. (Job No NC1-58-82-9. Item 

323\ -----------12 
(a) Destroy/ months alter date of hsl-
mo unless tr,e Supervisory Aud t,~r at thE 
serv,ce cen1er reauests tr.at Hwy ti( re-
tamed tor a longer period 

(2! Cards (Job No NC1-56-77-13 lte:i-. 
241 
(a I Destroy allcr data has t,p;:•r, ccw,­
VC'Ciec to maanct,: tape: ana FFi:'o 6&tc•, 
O;,v close: • 

:;2~ FTO Controi Reorsters A numbe· ol rr.a'lu 
ally prcpc,•t'C co·n1ro! n°9•ste•s U"c·~ to ,s:, 
Ia1t tr,,• 11,,,,ou~ seom£nt~. ot th, FTD Sv:-· 
tem fo· trlf· s:2tE-rnc,t of cla~ ~ t,, ::1 COL,: 
11~• 1~ tor Rl·vtnut He~e:pts Ht:;_·: ~119 2 .. ;: 
1o· tl£1.ld·1:::1nc l'"'1format,:1r-, tc1in~.Jrf tnL ,n:ec· 
ri!\ c•· tr1f- ~~... ~1e,.....; (Jot Ne, N::,,-:)f-.-E<·-S 
llt.:T, 2>:1 
(1) Destroy 1 yea• afte· tr,£ mc,,ct, 



RecordS' Control Schedule 206 

Item , De!-cr1pt1on af•records • 
No and d1spos1t,on suthor~zat,ons 

325 Daily W11e Transmitted daily to Treasury re 
flttchnQ classiht>d data balanced to data re­
por1t•d· b1 thl' FRB U!-•n~ data from thP Gia~ 
s1l1<-d Rcpe>rt~. confirmed and adJLJStmcn1 
Forms 215 anc 5504 (Jot, Ne, 
NC1-5fi~~-10, Item 3?5) 
( 1) DE"stroy 1 yew 1111P' th< morl'·, p•P 

part,d 01 whpn no longP' nppdpd in cu•­
ren1 opnrahons. wh1chev'e1 Is earlte•. 

326 no Ad1ustment Action Request (Form 
55:'6) A request USPd to not1t}' thr- FRB 
when an adJustment ,s being made to the 
commercial banks original advice of credit 
(1) Regula• Ad1ustments (Job No 

NC1-58~2-9, Item 326) 

(a) Destroy 2 years alter date of listing 
(2) Other Adiustments (Jpb No. 

NC1-58-77-13, Item 27) 
(al Destroy 3 yea•s alter date of co11ftr­
mat,:,r, from the FR!:l for d1shon;o•Pd 
cht•cr.s, credit reversals and crHJ,t 
.add,t10n~ _. 

327 _· Federal 1ax Deposit (FTD) Forms or equiv­
alent docume11ts used by taxpayers to d£·· 
posit Federal Taxes with a commercial 
bani,,. Depositary tor Federal Taxes. or w:th 
a Federal Reserve Bani,, (Job No 
NCl-5~5-10, Item 327) 
(1) FTD Forms or equivalent documerits 

(hare copy) 
(a) Destroy 4- days alter m1crol1irning 
and films venhed correct 

328. Federal Tax Depasit Registers (FTD). 
(Name Control, EIN Register, Amount Reg­
ister) Ltsllng of FTO payments received by 
the Service rn the National Computer Cen­
ter are hsted m three separate sequences to 
provtdP research sources for tracing and 
identitying FTO payments. (Job No. 
NCl-58-78-4, Item 328) 
(1) Name Control and EIN Registers 

(a) Cumulative Registers (Record Copy) 
1 Destroy 2 yea•~ alter end o! proc­

essi~g year. 
(b) Weekly and Monthly Registers. 

1 Destroy upon receipt of cumulative 
quantity register. 

(2) Amo..int Registe; 
(al Cu'T1u1ative Registers (Record Cop}) 

1 Destroy 5 years alter end ol proc­
e$!,,,,;; Y"c1;. 

(b) Weekly aria Monthly Registers 
1 Destroy upon receIp! of cumulat,ve 

quantity register. 

IR Manu;,' MT 1(15)59.2(-9 

fc 



R~corda Control Schedule 206 

Descript,on of records 
llnd d1spps11toh 'suthoriz.il,ons 

(a) Destroy 3 months aher dala Is re 
fleeted on lhe Monthly Repor1 lo, lhe 
period 

338 DORMS Output Documents (Jot, No 
NC1-5B-62-9. Item 338) 
( 1) Monthly Rerior1s including Input Error 
Resolut,o,, Reo,sters not elspwh{"•e 
ccwe•ed · 

(a) Destroy 1 year eher end.of repor11ng 
year · 

(2) Ouar1erly and Semi-annual reporls 
(a) Destroy upon receipt of annual re­
port covering lhe same period. 

(3) Annual Reports 
(a) Destroy 2 years after end of reporl 
year 

(4) Special Reports or repor1s other than 
!hose covered abov£> t 

(a) Destroy when no longer needed. but 
no lat£>< ltian 2 yea•s aft{'" end of rcpon 
year. whichever occurs first 

339 DORMS Data Files (Job No 
· NCl-SB-82-9. Item 339) 
(1) Record copies of all DORMS Illes. ma­
chine readable or hard copy 

(a) Destroy 5 years alter end of year to 
which data pertains 

(2) All other cop,es 
(a) Destroy when no longer needed 

(NOTE Records covering documentat,01"1 
and processing are covered b, 
RCS 301. GRS 20. "Machine 
Readable Records". llol'As 843 
tMre~gh 849 are re!er,ed ter ftt 
\tt1e 898tl10ftS te tl'le DORMS 
A•e~~oisi: 

340. Exammat,on Update (Form 5348) Used to 
mpul data ,n the Audit Information Manage­
ment System (AIMS} 
(1) DESTROY 120 days after input to 
AMFRZR as determined from the input 
date. (Job No. NCl-56-85-20, llem 340) 

341. MIA/KIA Cases (AUSC only). Case files 
contain photocopies of income tax returns, 
transcripts of accounts and history sheets 
showing all achon and communications 
made AUSC processes all MIA/KIA cases 
for the enhre nation. Files contain ,nforma­
tIon as to dates when determination was 
made that status changed from MIA to KIA 
and other mlormat,on that may be needed 
to work future case~ (Job No 
NC1-5~~~10. Item 341) 
(1) DESTROY 25 years alter end of proc­
essing year 
(2) RETIRE to Federal Records Centpr 
when no longer needed in current 
operations. 

l i er:.s 342 tr.r,'.Yu.i;:, 3--+ 9 
are reserveu for f~~Jre 
use.) 



Ot>!-c-r,,t,,,.~ of record~ 
and d ~<'t,~ :,(v; aurn'tH1:ar,nn!1

, 

AUDIT INFORMATION MANAGE ME NT 
SYSTlMS(AIMSt,tBaplaces A11d1t's 5'9slern 
te, ce,.t,elhA~ Ruhml5 IA IA08Rlery aA-' 
Pr ■ ■ ■ 111 • (;'9Fi'R? 

lt,, Auc,•1 tr·', ~ ,o: :,·· M,mao"''11>n! Sy~tc., 
(A:~~, 1~ n1,~1~-1~.:.: · t...: +,..., l'~i~·t-, ~f·~._,·,c( ct·n1t-r • ......,.. 

(_ .~.· .. , '"''{•·r l.· ~· ~--•,a~- n;•""'1t ~.c,N ()' F ;\ 
t(.;'- pf'·1oc 50~1·:t.. cc•.Jt'. activ1!) cc•o•·~. f>t\ O! 
retll'n~, m Exarc,,~ 2• ~- a'ld Ap,wa!', Ttu folio"• 
I'");: ,ec-orO!:, arc- crE-a~t)O and ma1ntc11 ...1{•d tor th,~ 

3:,0 Del,vo-v a.~.-, ·c /nvPntory Reporls Corr . 
put£,, gem· ait·: reµort~ usc•c1 to ordPr ta, 
re:u,n!' lo· E~2,•'l?.t1on Pr0qram (Jot, N0 
NC:1-51'-t'-1: 11,rr: '.➔ :,0) -
(1) Destroy 1 ~ea; after process,ng yea• or 

aftf'r lnte·na Audit approval, whichever 1s 
eariic" 

351 Compute, Fin.~<"' Cards for Forms 70~. 
2.?9::i ,Vh~ ~f:'~ Ca•d~ for all casf'~ awa·i 
1na c1c,;-.~.. 11 .. 2~,.:--· Attt:;· CB.~t ~ arf c.lct~-~ *,t ~; 

ca-,d~ a·c ,~;- .: to Qf nc:aH label~ acid 
CharOP·OUt oocuments (Job No 
NC1_:58-7f:---4 Item 351) • 
( l) Destroy a•:e· 6 months 

352 Se/ectc::i Cast? Card File. Cards held for 
research pJrr~~es showing thl district to 
wn1cri Ca$£ v.as transfered (Jot, No 
NC1-56- 7f.~ t'.r-m 352) 
(l) Destroy af:e: 6 months. 

353 Mulliple F,ie: Card File. Mult,ple file· crcs,­
reference tiic O" open cases 1n Exam1'la­
t1on. (JoL Ne NC:1-58-78-4, Item 353) 
( 1) Destroy when case 1s closed 

354 Audit Unpostable Cards. Computer cards 
showing wn1ch case is unpostable and the 
unpostat>IE CO:lE (Job No. NC1-58~5--1O. 
Item 354) 
(1) Destroy 1 year atter end of process·'lg 

year in w11,:~ closed, or when no longer 
needed tor internal audit. whichever 1s 
earlier 

355 Statute Cards Gards showing statute peri-
od cases 1r. Examination (Job No 
NCl-56-€$-10. Item 355) 
(l) Destro after 2 years 

356 
ac 
bl 
(1 

_ 1. ee ht'!r 
35:-' Ducr.t-!t:·:'~c:--c ~.,st,norandCardF,1e L'S'· 

1ng5 and Ca·~- s! al' case:, arr,;:;alPd to p·,c 
U S la, Cc.;'1 (Job No NCl-58-78-4, 
lttr-r, 3:i71 

MT 1(15)592&-9 
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IIP,r. (H,scripr,0n of re,;-•orC1.< 
No andd1spos,I1onauthonze:10ns 

(1) Destroy af1or ~r-_--------C, /'7•~ 
1
ttl:;,, 

358 Grfl, H19hwer Rnd Airway Use T8) Lr.;lmp 
A l15t,nu rec-P,vPrl witt, hn;i1" ca•d~ for 
Forms 709. 2?\10 and 463f\ ca~c·!> (Jot, Ne, 
NC:1-51'- 76-4. IIPm 35f\) 

(11 Destroy aftpr {, mcinl'~s 
3'.,9 Corr,,,. ,i M.i, L,q:n.; L1st•·1,; ~lc:>w:•,:· ai· 

casps that ha11C had cer111w~ lctt,"s Sl ..: 
(Job No NC1-58--S5-·10, llf>ffi 359) 

(1 J Destroy after 3 years 
360 Old Age LrslIn9 (/DRS) A hsl ot CBM'S as 

signed to employees and the datP ass,grierl 
(Job No NC1-~7S-4, Item 360) 
(1) Destroy alter 1 wepi,,, 

361. BMF Lrsrmg Computer hstmg showing the 
BMF- selected for district and the datP 
shipped for the weei-. (Jqb No 
NC1-58-fl!,-10. Item 361) 
(1) Destroy aftp· 1 yp;i• 

362 Aud•! Ad,uslment ReJr!'tflr A hstmg ot Au­
dit AQJUStmenb (Job No.•NC1:-58- ?b-4. 
Item 362) 
(1) Destroy after 30 days, or when no 

longer needed in cunent operations. 
whichever 1s the longer pem,d. unless the 
Supervisory Auditor asks lo• them to br 
reta,ned for a Ion er riod 

364. 

365. A/MS Re1ect Backup Register. Computer 
listing showing cases reiected on AIMS. 
(Job No. NC1-58-7S-4. Item 365) 
(1) Destroy after 60 days,, or when no 

longer needed in cunent opera1,ons, 
whichever 1s the longe• p<>r1od, unless the 
Superv,s0ry Aud,tor as~.~ for them to be 
reta,ried for a longe· pec,::,j 

366 AIMS Error Register Computer hsling 
showing tne cases with errors (Job No 
NCl-58-78-4, Item 366J 

IR Manua' MT 1(15)59.26--9 
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◊-
Item ,_Or.,,npt,on of rei-orc1!-- • 
No' 8ndd1!>pO!>tl1ona11th(irt7llli()f)~ 

( 1) Destroy at1e, 60 day!> or when n0 
lonop• needl'd m curre>nl oppra\oi:,•,.~ 
v.·tl;( hf 1vpr IS lttt~ lonqp, pf1 r10d. unlP~-~ t•H 
Sup,,.v,~,''Y Aur:litor ·a!>k;, fey ttwm tc, t,t 
rt>l,11'1( ;! for a lo'l~lf'' pe·1,Jd 

3C7 (H,•.,(••H·, l 
1ra·,~·-:·,,;,tnfAclcnrr1t lra·1~~~,,r,~~ u~f ~~ fy 
as~('!,~~nH.•'1! ve 1 d1cat,~1'1 . (Joli N..-:.· 
NCl-51'-8'.,- 10. ftpm 3t->fl) 
(1) Destroy 1 yea· at1e, end of process,,..,; 

yP,iC. o• whf-n no longpr needt'd rn currp'l: 
oiwrat,ons. whrchf've, rs earl1c>r 

369 H,stm,c File (5erv,ce Center) AIMS. Th,5 
Irle> contH•ns completp records of closr·d 
ca;,t'! s1'1Cl· AlrJS 1mp1c>mPn1at,::,•1 m tn;;' 
servrn• center, (Job No NC1-58--8~-1C. 
Item 369) 
(1) Destroy 3 year5 alter end ot process 

ing yeci·
(NO'f! it!',, OS 

AUTOMATED COLLECTION SYSTEM (ACS) 
The Automated Collection System (ACS) rs 

ma,rna,'led al the cal: sites and produces pa;:,£>· 
outpu1 at the serv,ce centers Thi!' file conla•'lf a 
cast loac f11e 01 op,:,, Taxpayer Del!nque~,; Ac­
count (TDAs\ al'ld 1axpayer Delinquency In.es:,. 
gat,on (TD1~J tha! have not bee:-1 directly as­
s,aned to the field 
400 ACS D1a9nost1c Lisi Computer l1st1ng ot 

unprocess1ble data records (Job No 
NCl-58-85-10, Item 400) 
(1) DESTROY after 6 months, or when no 

longer needed in current operations, 
wtuchever is the longer perrod unless su­
pervisory personnel at the service center 
ask for them to be retained for a longer 
penod. (Job No. NCl-56-85-10, Item 
401) 

401. Service Center Error List. Computer L1st1ng 
showing TOA, TOI. and Levy Data Records 
that were unreadable by the ACS compute•. 
(Job No. NC1-5H5-10, Item 401) 
(1) DESTROY after 6 months. or when no 

longer needed m curren1 operat,ons. 
whichever Is the longer penod, unless Su­
pervisory personnel at the service center 
asks for them to be retained for a longer 
period 

402 Service Center DTR Error Report. Comput­
er Listing showing OTA records that we'<: 
unreadable by the ACS computer. (Job I'll,, 
NC1-5f.-6:, 10, ltc,T 402; 
(1) DESTROY all(" 6 months. or wher, no 

loni;wr needed in current operation, 
wh,ct,ever rs the longer perrod. unless Su 
perv1sory personnel at the serv,ce cen1e, 
ask for them to be retained for a longer 
period 

, . ' 'l '·t_LL 
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INSERT ITEMS 370, 371 and 372 

370. Centralize·d Revenue Agent Report File (RAR) - (Non-TEFRA) - Copies 
·of field examination reports on cases involving income, excise, and 
employment taxes for flow-through entities, maintained in the Examination 
Branch for use of investor districts to make adjustments to investor 

(1) Prior Field Examination Report. 
(a) DESTROY prior field examination report when a copy of a later 

RAR pertaining to the same tax year is filed for a taxpayer. 
(2) Partnership or S Corporation RAR. 

(a) DESTROY when RAR for all investors within the same 
Partnership/S Corporation is closed for the same tax year. 

371 0 Miscellaneou~ Civ~l Penalty Assessment ~ile - Copies of 
Form 8278 (Computation arid Assessment of Miscellaneous 
Penalties). These files include all documents and/or 
workpapers which relate to the assertion of civil 
penalties under the following Code sections: IRC 6652, 
IRC 6676, IRC 6678, IRC 6679, IRC 6682, IRC 6694, 
IRC 6695, IRC 6700, IRC 6702, IRC 6705, IRC 6707, and 
IRC 6708. 

(1) RETIRE to the Federal Records Center 6 months 
after receipt of the file from the District after 
Examination/closure. 

(2) DESTROY 6 years and 9 months after the end of the 
calendar year after Examination closure. 
Form 211 A lication and Public Voucher for Refund for Original Information 

372. Rewards Cla,im Cases. i th related indexes documenting requests for rewards 
for supplying information to the Government relative tc alleged tax 
violations. They include correspondence, special reports, memorandum of 
opinion closing the case, notice of action taken relative to the claim, 
and evidence of collection or deposit of tax upon which the re~ard, if 
any is based. (NOTE: ~here.separate claims are filed in connection with 
related taxpayers, the retentl°1,eriod commences when final action is taken 
on the last related clairo.) 

(1) DESTROY 3 years after close of case. 
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llem . Descnpt,on of records 
No. end disposition authorizations 

403. ACS Dylal<or Management Reports. Com­
puter generated reports of inventory, group 
performance, terminal usage, etc. (Job No. 
NC1-58-85-10, Item 403) 
(1) DESTROY after 30 days or when no 

longer needed in current operations un­
less Supervisory personnel at the service 
center ask for thero to ~1etained tor a 
long-er period. • · • 

404. Telephone Look-up List. Computer gener­
ated listing of ACS accounts that do riot 
have a telephone number at the time of 
case insurance. (Job No. (NC1-58-85-10, 
hem 404) 
(1) DESTROY after 30 days, or after input 

of telephone data to ACS, whichever is 
the longer period. 

405. ACS Aged Case Listing. Compu,er gtnerat­
ed listini of TOA and TOI cases more than 
180 ...; old 1n ACS service center invento­
ry generated at the call site and transmitted 
to the service center. (Job No. 
NC1-58-85-10, Item 405) 
(1) DESTROY when new listing is , 

received. 




