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REQUEST FOR RECORDS DISPOSITION AUTHORITY

. JOB NO.
(See Instructions on reverse) N1-58-87-6
TO: GENERAL SERVICES ADMINISTRATION DATE RECEIVED
NATIONAL ARCHIVES AND RECORDS SERVICE, WASHINGTON, DC 20408 5=-27-87

1. FROM (Agency or establishment) NOTIFICATION TO AGENCY

Treasury Department
2. MAJOR SUBDIVISION

In accordance with the provisions of 44 U.S.C. 3303a
the disposal request, including amendments, is approved
except for items that may be marked “disposition not
approved’’ or “withdrawn'' in column 10. If no records
are proposed for disposal, the signature of the Archivist is
not required.

Internal Revenue Service
3. MINOR SUBDIVISION

ort Division
5. TELEPHONE EXT.

Facilities and Informatio nt Sup

4. NAME OF PERSON WITH WHOM TO CONFER

DATE ARCHIVIST OF THE UNITED STATES
%,
</ N

| hereby certify that | 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 pagels) 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 Titie 8 of the GAO Manual for Guidance of Federal Agencies, is
attached.

Marcella Weston 535-9874

6. CERTIFICATE OF AGENCY REPRESENTATIVE

A. GAO concurrence: D is attached; or E’ is unnecessary.

ATE C. SIGNATURE OF AGENCY REPRESENTATIVE D. TITLE
5 i g 7 ’&W— g’ Mmﬂ"' Chief, Records Administratiaon Sectian
v 9.GRSOR | 10. ACTION
,TEM 8. DESCRIPTION OF ITEM SUPERSEDED TAKEN
NO (With Inclusive Dates or Retention Periods) JOoB {NARS USE
: 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 i
8 Language clarified. NCI-585§8m68
15 New item added for "Cooperatlve Effort Inactive Pay Reports". New
. NC1-58-85-
20 New Sub-Item (6) added for Service Center Collection Branch, * 1N%% 85-30
Quality Review Record, Form 8509, Part 2.
38 NC1-58-85-10
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#lO
is added. New
Sub-Item (2) Disposition changed to destroy 6 years after
the end of the processing year. Language clarified. NC1-58-85+10
Item 48

115-108 l / w -00-634-4064
e A AV

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



e Dol i - 6
":‘6 (Vb Inclasi St ey C~'~‘-T:; | 'E';'L“)"_IJL
_ - . SR o R e kit
50 New item added for "Tax Equity and Fiscal Responsibility New |
Act (TEFRA) Tip Income Study" (ANSC only). -
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. NC1-58-81414
Item 58
60 Item description clarified and disposition changed to NC1-58-80-6
"destroy immediately once determination has been made that Item 60
the return is unidentifiable.
61 Language clarified. NC1—58—83410
Item 1
62 Language clarified. NC1-58-82-9
Item 62
66 Provision to retire to Federal Records Center is added. NC1-58-85410
Item 66
67 Sub-Item (3) is deleted.
68 Language clarified. NC1-58-85-10
Item 68
69 Sub-~Item (1) CP Notices added. NC1-58—85-10
Item 69
Sub-Item (9) added for "100 Percent Penalty Assessment Statute NC1-58-85-[10
Expiration Date (ASED)."
74 New item added for "Certification and Election Form (Form New
6458)".
75 Sub-Item (1)(a) Language clérified. £01-58-85-10
Item 75
79 New item added for "Returns Delinquency Notice Review Register'"| New
80 New item added for "Pre-note Problem Register and Non-Pay New
Problem Register".
57 Sub-Item (b)1l Disposition changed to retire to Federal Records NC1-58-85410
beginning January 2, 1 year after the end of the year in which
Item 57
numbered and processed,
Iy P ng or 3 nal 10 te sLt it PANS] DFORN 115 A (REV. 12 R))
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82 }Language clarified. NC1-58-85-10
Item 82,
87 Language clarified. jNN—170—16r
j Item 49
88 Language clarified. NC1-58-7649
#/¥*/$7 MForms 8596 and 8596A, Information Returns for Federal | ltem 9
Contracts, added to narrative.
+ 98 Item reformatted to reflect disposition for microfilmed
NC1-58-85410
records, as well as paper records.
*¢¢7§7 L Item 98
. 02 New Sub-Items 2 thru 10. Sub-Item 3 renumbered Sub-Item 11. —2>NC1-58-80-6
106 Language clarified. Congressidnal
No. 1899
90th Corgress
2nd Sesgion
107 Language clarified. NC1-58-85410
Item 107
108 Deleted.
109 Language clarified. Congressignal
No. 189]
90th Conpgress
2nd Ses#ion
110 Deleted.
111 Language clarified. NC1-58-85110
Item 111
112 New item added for "Backup Withholding Program'. New
113 Language clarified. NC1-58-85+10
’?118 " Item 11$
Sub-Item (3) "Lockbox Lister Tapes" added to narrative. NC1-58-8249, Item 118
122 Sub-Item (1)(a) & (b) added for disposition of Form 5500EZ. NC1-58-80%6
Item 122
Sub-Item (2)(a) & (b) revised to include all other Form 5500
series returns and related documents.
123 Language clarified. NC-174-162
Item 4
125 Sub-Item (4) added to reflect disposition for "Employee
List". NC1-58-80t6 &
foc NC1-58-82+9
LA 114, New Item added for Form 5353. Item 12
115. New Item added for Form 5546.
o *‘Items added
11t 104 H W/"g/’?/f7 Fourcop e, incluging or.g:ral to be submitted STASNDARD FORY NS A (~t v 11 E3)
to the Na Lna' Arch ver anC Reccrds Service. Dogn it Tty GKA
[N Y S N N PR B
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jkItems added

to the National Archives and Records Service,

Proszrnibec by GSA
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) . ) 4 6
K [ : :
R R o B o Tien o lvr
127 | Deleted.
146 | Language clarified. _NC1-58-85-10
Item 146
161 Language clarified. NC1-GRS-8112
Sub-Item (2) Retire to Federal Records Center 1 year Item 1
after internal audit of operations. NC1—58—85-&0
Item 162
163 Language clarified. NC1-58-82-D
Item 163
165 Language clarified. NC1-58-82-D
Item 165
168 Language clarified. NC1-58-85-110
Item 168
173 Sub~Item (1) Paper Records Not Converted to Disk Pack INC1-58-85-10
j*:Narrative clarified. Item 173
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 NN-170-16
end of processing year. Item 93
185 Sub-Item (1) Provision to "Retire to Federal Records Center NN-173-152
1 year after payment tracer is closed" is added. Item 15
Sub-Item (2) Disposition changed to destroy 3 years after
payment tracer is closed.
186 Language clarified. NC1-58-85410
%195 Sub-Item (1) Dispostion changed to destroy 90 days after Item 18§
data has been transcribed to the TREAS.-95 Report. NC1-58-80+6, 'Item 195
199 Sub-Item (1)(a) Disposition changed to destroy 3 years NC1-58-82+9
after end of processing year. Item 199
213 Language clarified.
Sub-Item (1) Disposition changed to destroy 3 years after
end of processing year. NC1-58-8249
Item 213
Sub-Item (3) Deleted.
175 Sub-Item (1) Provision to "Retire to Federal Records Center [NC1-58-80-6
1 year after processing year' is added. Ttem 173
Sub-Item (2) Disposition changed to destroy 3 years after
end of processing year or after internal audit of operationﬁ
and accounts, whichever is later.
135204 Four copies, including original 10 be submitted STANDARD FORM 115-A (REV. 12-£3)
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214 Language clarified.

Sub~Item (1) Disposition changed to destroy 3 years after INC1-58-82-9
end of processing year. Item 214
XN~ SEE ATTACHED ADDENDUM
Sub~-Item (2) Provision to retire to the Federal Records
Center deleted.
232 | Language clarified. NC1-58-82-9
Item 232
Sub-Item (1) Disposition changed to Destroy 3 years after
receipt.
Sub~Item (2) Deleted.
233 Language clarified. NC1-58-82+9
- ) Item 233
Sub~Item (1) Disposition changed to destroy 5 years after
date of receipt. .
239 Sub~-Item (1) (a) Disposition changed to destroy 7 years after [NC~-174-162
end of processing year. Item 8
+ 240 Language clarified. NC~174-163
Sub-~Item (1)(b) Disposition changed to retire to Federal NC1-58-85410
Records Center 2 years after end of processing year. Item 239
%< 246 New item added for SCCF Aged Historical Files New

243 Sub-Item (2)(a) Disposition changed to destroy 7 years after |NC1-58-8046

end of processing year. Item 243
Sub-Item (2)(b) Disposition changed to retire to Federal NC1-58-85410
Records Center 3 years after end of processing year. Item 247

300 Sub-Item (2) Disposition changed to destroy after 12 months |NC1-58-85410
or when no longer needed in current operations, whichever Item 30(
is later.

301' Sub-Item (1)(a) Disposition changed to destroy 12 months NC1-58-77413

. after data has been converted to good tape. Item 2

Sub-Item (2)(a) Disposition changed to destroy 12 months NC1-58-82+49
after date of listing. Item 301

311 0ld item deleted. New item added for "Taxpayer Entity Change| New
Report".

316 Sub-Item (1) Disppsition changed to destroy 3 years after the |NC1-58-85410
month generated unless the Supervisory Auditor at the Item 314
service center requests that they be retained for a longer
period.

307 Sub-Item (1) Disposition changed to DESTROY 5 years after NC1-58-77413
processing year. Item 8

Hk Added 11/18/87
115 204 [ & 3 Revised 11 /m[&zwn. including original 17 be submitted STANDARD FORM 115 A (REV 12.83)
‘*** Prescribed by GSA

Revised 12/!‘/8‘7 Nationat Archives and Records Service.

PPVMR (4] CFER) 0111 4
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" ¥%% 'ADDENDUM TO PAGE 5 of . !

Request for Records Disposition Autharity — Continuation JOB NO. pAG;.:Fog G
9.
7. 8. DESCRIPTION OF ITEM 10.
ITEM NO. (With Inclusive Dates or Retention Periods) SGSSLSOQR ACTION TAKEN
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
115-203 Four coples, Including original, to be submitted to the Nationsl Archives STANDARD FORM 115-A

Gl - 1975 ) - 574=387

Revised July 1974

Prescribed by General Services
Administration

FPMR {41 CFR) 101-11.4

13/3/87_
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: CITATION ONLY]
317 Sub-Item (1) Disposition changed to destroy 3 years after NC1-58-85-10
the month generated unless the Supervisory Auditor at the Item 317
service center requests that they be retained a longer R
period.
318 New Item added for FTD-PEL Insert Delete List. New
319 New Item added for FTD-PEL Insert Default List. New
320 Sub-Item (1) Disposition changed to destroy 3 years after NC1-58-78-4
close. of processing year unless Supervisory Auditor at the Item 320
service center requests that they be retained for a longer
period.
321 Sub-Item (1) Disposition changed to destroy 3 years after NC1—58—78J4
close of processing year unless the Supervisory Auditor Item 321
at the service center requests that they be retained for
a longer period.
322 Language clarified. INC1:58-85-1|0
Item 322
323 Sub-Item (1)(a) Disposition changed to destroy 12 months INC1-58-82-9
after date of listing unless the Supervisory Auditor at the Item 323
service center requests that they be retained for a longer
period.
327 Sub-Item (1)(a) Disposition changed to destroy 90 days after [NC1-58-85-10
microfilming and films verified correct. Item 327
356 Deleted.
357 Sub-Item (1) Disposition changed to destroy after 6 months. [NC1-58-78+4
Item 357
363 Deleted.
364 Deleted.
370 New item added for Centralized Revenue Agent Report File. New
371 New item added for Miscellaneous Civil Penalty Assessment New
File.
372 New item added for Rewards Claim Cases. New
405 Language clarified. NC1-58-85410
Item 407
115-204 Four copies, including original to be submitted STANDARD FORM 115-A (REV. 12-83)

to the Naticnal Archives and Records Service.

Prescrived by GSA
FPNR (41 CFR) 101-11.4



Item
No

Description of records
anddisposiion authorizations

10.

11.

12.

and regulations for management purposes

(Job No. NC1-58-80-6. item 5)

(1) Record copy.
(a) Destroy 3 years after completion or
issuance of report.

(2) Al other copies.
(a) Destroy after 3 years or when no
longer needed in current operations,
whichever is  earlier. (Job No.
NC1-58-85-10)

. 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.
NC1-58-85-10, Item 6)

(1) Destroy 1 year after the end of year.

. Management Survey and Project Reports.

Narrative reports prepared for local imple-
mentation. (Job No. NN-170-16, ltem 6)
(1) Record copy.

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

(a) Destroy when no longer needed in

current operations.

. Narrative and Statistical Reports. Recur-

ring narrative, statistical, progress &l pro- -

duction reportsa{n i ¥nd Run No. GUF 83-40, Deleted Database
this schedule). (Job No. NC1-58-80-6, item ecords

8)

(1)} Record copy.
(a) Destroy after 1 year.

(2) All other copies.
(a) Destroy when no longer needed in
current operations.

. Production and Work Control Transmit-

tals, etc.

(1) Destroy after compietion of each an-
nual program.

Production and Work Control Schedules,

Registers and Reports. (Job No.

NC1-58-85-10, item 10)

(1) Destroy 6 months after completion of
annua! program.

(2) Performance Evaluation Reporting Sys- -
tem (PERS) Listings.
(a) Destroy 6 months after completion
of annual program.

Systems Change Requests and supporting

documents. (Job No. NC1-58-80-6, item

1)

(1) Destroy 1 year after approval or
rejection.

Worksheets used as source documents to

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

item 9)

$
£
MT 1(15)59.26-9 IR Manuat i
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Records Control Schedule 206

Item, Dedcription of records

No.

and disposition authorizafions

13.

14,

15. R

16.

17.

18.

19.

(1) Destroy after related punch cards are
destroyed.
Daily Production and Batch Control Cards
and related forms and documents used in
the preparation of production control re-
ports. (Job No. I-NNA-2729, Item 5)
(1) Destroy 30 days after reports are
printed.
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 than in (1) above.
(a) Destroy 60 days after data has been
recorded and balanced.

fCooperative Effort Inactive Pay Reports.
Incentive pay forms, reports and records (including

O0rvOoSy

Machine Logs and related documents used
to record machine use on each program. (Job
No. NN-170-16, ltem 10)

(1) Destroy t year after date of last entry.
Work Measurement Master Cards. Em-
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-
go)rting period (June 30 and December

1).

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.
11-NNA-2729, ltem 8)

(1) Destroy 60 days after related reports
are printed. -

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 for 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 Notitications.
(a) Destroy 1 year after end of process-
ing year.

Job/Operator Statistics and Analysis, as well as

the Run 092-65 Option Reports) used by the Local Incentive
Pay Committee. (Job No.

L(l) DESTROY 1 year after end of the current quarter.




item Description ot records
No. . anddiqusition authornizations . .
(3) Weeky Master Listings, Weekiy Job-
Run-File Listings. :
(a) Destroy 1 month after the end of the !
processing month.
(4) Scratch Lists, Tape Cleaning Lists, Un-
postabie 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 iInvalid 3927
Listing.
(a) Destr after corrections post.
(3) Selected Cum Records and Detect List
File.
(a) Destroy old one when new one is
printed.
(4) DDES or Keypunch Input Forms 3927
and 3927A.
(a) Destroy after data has posted to the
Detect List and Cum Data File.
(b) Other DDES or Keypunch Quality As-
surance Input Documents can generally -
be disposed of after the data posts. (6) Service Center Collection Branch, Quality

(5) Quality Review Index and DDE Mis- .
match Listing. (Job No. NC1-58-78-4, Review Record, Form 8509, Fart 2.
ltem 20) (a) DESTROY after data has been input to
computerized reports system.

a Destro after review is completed.

21.

iZ

Sheets Computer Printout Sheets contain-

ing data relating to reel numbers and tape

uns.

(1) Destroy after 9 months or when no
fonger needed to resolve computer prob-
lems, whichever is earler.

22. Audit Technical Time Report (Form
4502)., or related documents, containing
case and time listings of audit technical per-
sonnel. (Job No. NC1-58-85-10, ltem 22)
(1) Destroy afier 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 eisewhere in this schedule). (Job No.

NC1-58-85-10, item 23)

{1) Records covering courses held in parts.
(a) Destroy 1 year after completion of
the entire course.

..... o Ay e e p ————  =r—————r




Records Control Schedule 206 ‘

Item
No.

Description of records
and disposition authorizations

35.

36.

37.

38.

39.
40.

exercises, tests of emergency communica-

tions equipment, and copies of reports. (Job

No. NC1-58-85-10, ltem 34)

(1) Destroy when superseded by new plan
and lists, or when declared obsolete.

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)

Saftety Program Files. CorreSpondence and

related documents {(not covered elsewhere

in 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)

Accident Case Files. Case files containing

personal injury, investigative, and motor ve-

hicle accident reports; exhibits, statements
of fact and related corespondence. (Note:

Record copoes of no lost time injury reports

maintained in regional Facilities Manage-

ment Branch; those of lost time injury and
motor vehicle accident reports mdintained
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.

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.
(2) Statutory Notices. Computerized certi-
Jied mailing lists.

‘Ja] Destroy 7 years after end of proc-
essing year.
(Reserved).
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. NC1-56-80-6, item 40}

IR Manual MT 1(15)59.26-9
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Item
No.

Description of records
and disposition authorizations

45.

46.

47.

48.

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

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.

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.

NC1-58-80-6, ltem 46)

(1) Destroy 6 years after end of process-
ing year.

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

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. NC1-58-76-9, ltem 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:
Al must receive post review belore
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. NC1-58-85-10, item 47)

(4) Other ciosed tax related items sent to
files. (Job No. NC1-58-76-9, 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 atter closing date.

(7) Closed tax related items to Prior investi-
gations. (Job No. NC1-58-78-4, 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.
NC1-58-80-6, Item 47)

(a) Destroy 1 year after shipment date.

Employer's Annual Return of Allocated
Tip:
Form—80p%-determination-lotiers6apiosol \

", Form 8027 (ANSC Only). Includes Fcrm 8027,

Form 8027-T, attachments, and determination letters.

(1) RETIRE to Federal Records Center beginning January 2,
1l year after the end of the year in which the returns
were numbered and prccessed.

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

3




Item
No.

Descniption of records
and disposition authorizations

49.

All Taxpayer Case Files.

(1) Destroy 3 years after case is closed, or
when ne longer needed, whichever is ear-
lier. (Job No. NC1-58-85-10. Item 49)

Authornization (TIR), Centralized Authoriza-

tion File (CAF). Authorization tor a third par-

ty to act in behalf of a taxpayer before IRS

or to receive ofr 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 s identi-
fied by the first 2 digits of the SDLN on
the POA or TIA. (Job No. NC1-58-85-10,
Item 54)

RETURNS PROCESSING RECORDS

§5.

Individual Income Tax Returns (Forms

1040A and 1040EZ) with related docu-

ments attached to the retum or considered

a part of the administrative file, regardiess

of whether the documents are physically

with the return or maintained in an attach-
ment file. (Job No. NC1-58-82-9, ttem 55 &

Job No. NC1-58-85-10, item 55)

(1) Retumn filed in original blocks in account

number, onginal document locator num-
ber {(DLN) sequence, or renumbered in
document locator number sequence on
or betore 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) Retums 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 10 Federa! Records Center
beginning January 2 through March 31
following the year in which returns were
numbered and processed.

(3) Retumns filed, 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
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[ Documentation of the Tax Equity and Fiscal Res ibili -

. ~tax | . ANC ponsibilit
Act (TEFRA) Tip Incofe 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, 19-91.

| (2) DESTROY after December 31, 1999,

: Closed 100 Percent Penalty File (Form 2749).
sal‘m (1) DESTROY at the end of June and at the end of
54. Power of Attorney (POA)/Tax In!onnatio\ December those forms over 6 months old.

SEE ATTACHED INSERT FOR ITEMS 52 and 53.
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52.

53.

Notice of Action for Erntry on Payer Master

File (PMF) (Form 8423) and Payer Master File

Entity Change Entry (Form 8487) used in resolving
unpostable cases.

(1) DESTROY 1 year after the end of the processing year.

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 processing
year.,
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ttem Description of records
No. and dispositon authonzations

(b) Retire to Federal Records Center
beginrung January 2 through March 31
foliowing the year 1n which retums were
numbeared and processed.

(4) Retums in penalty files. Returns on
winch a penaity of 50% or more has been
assessed, and cases for which the Cnami- -
nal investgation Division has requested
longer retention. -

(a) Destroy 6 years and 9 months after
the end of the Calendar year in which
case closed. :

(b) RetiretoFederalRecordsCenterJulyt
through September 30 following the year in

"~ which retums were renumbered in the pen-
alty or suppiemental series.

(5) Retums in potential refund litigation
case files. Retums and all related
documents.

(a')mbostroy 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, regardiess of whether the

documents are physically with the retumn or . .
maintained in an attachment file., (Job No. |(Textual series of records transmitted eletronically

:?azfu-;\sg-‘f{le'?r:\%ﬁginal blocks in ac pertain only to PILOT being conducted.)
count number, onginal document locator
number sequence, or renumbered in doc-
urnegte loscator sequence on or before De-
/ rtr16y onor afer January 16, ﬁ(a)Records not transmitted electromically.
years and 8 months after Apr 15 of the
processing year.
Retire to Federal Records Center 2
inning January 2 through March 31

following the year in which retums were =
g£numbered and processed. (b) Records transmitted electronically. (Job No. NCl1-58-85-15,
(27" Retums in penality file. Returns on which Item 1(c))
a penaity of 50% or more has been as-
sess?u';;ﬁandu@;es ::)ars which Criminal In- 1 Data stored on magnetic tape.
ves! on Division requested longer
retenton. (Job No. NC1-58.-82-3, uenez) a DESTROY or.l or after January 16, 6 years and 9 months
(a) Destroy 6 years and 9 months atter after April 15, of the processing year.
glfz&ag' calendar year in which case 2 Textual Forms 8453, U.S. Individual Income Tax Declaration
(b) Retire to Federal Records Center for Electronic Filing; W-2, Wage and Tax Statements; and
;’r'{’e'y 1 "?fou%h hSt-:‘ottljimber 30 1ollg;ving related schedules not conducive to electronic transmission.
year in which retums were numbered i
in the penalty or supplemental series. a RETIRE to the Federal Records Cent.:er beginnlng. .
January 2 through March 31 following the year in which
1R Manua! MT 1(15)58.26-9 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.




Item Descnption of records
No and aisposition authornzations

(3) Retums n potental refund litgation
case files Returns and all related docu-
ments (Job No. NC1-58-80-6. ltem 56)
{a} Destroy 7 years after establishment
of fie

(b) Retire to Federal Records Center 3
years after establishment of file. .
57. Dectaraton of Estimated Individual In-
come Tax or Equivalent Forms. (Job No
NC1-58-78-4. tem 57)
{1) Taxabie Declaration of Estimated In-
come Tax or equivalent torms with
remitiance.
(a) Destroy 4 years after end of proc-
essing year filed.
{b) Dectaratons numbered and proc-
essad January 1 through December 31.
1 Retire 1o Federal Records Center i\{beginning January 2, 1 year after the end of the
PROAIRG-8Hiorand-0i-proocssing-year ear in which numbered and processed.
(2) Non-taxabie Declarations. yea P
(a) Destroy upon receipt.
(3) Taxabie Non-remittance Declarations.
(a) Destroy upon receipt.
58. Corporation and Excess Profit Tax Re-

turns, ncluding all related documents, cor- . .
respondence and exhibi (Job No. |(includes U.S. Small Business Corporation Return of Income,
NC1-58-81-14, tem 58) Forms 1120S).

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

{2) Returns numbered and processed Jan-
uary 1 through June 30.
(a) Retire to Federal Records Center

January 2 through March 31

toliowing the year in which numbered and
processed.

December 3
(a) Retire to Federal Records Center

beginning July 1 through September 30
following the year in which numbered and

(3) Retums numbered and processed July
1 through

{4) Returns and related documents in po-
tentia! retund litigation case files.

{a) Retire to Federai Records Center 3
years after establishment of file.

(5) Return by an Officer, Director, or
Shareholaer with respect to the Organ:-
zation or Reorganization of Foreign Cor-
poraton and Acquisiton of its Stock.
(Form 959).

{1) Destroy 75 years after end of proc- L7
essing year. .

(6) 867\gcnon to be treated as a DISC (Form

4876}

(1) Filed a 1120 DISC for any taxable
year for which the election is effective.
(a) Destroy 75 years aher end of
processing year.

£/10({87
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Item Descnpton of records
No and disposition authonzatons

(b} Retire t0o Federal Records Center
July 1 through September 30 follow-
ing the year in which numbered and
processed.

(2) Revoked or Termwnatled and has filed
a 1120 DISC dunng any taxable year for
which the election s effective.

(a) Destroy 75 years after end ot

processing year.
(b) Retire to Federa! Records Center
July 1 through Septemper 30 follow-
- #hg the year n wiuch numbered and

processed.
(3) Has not filed a 1120 DISC during any
of the taxabie years that the eiection was
effective.
(a) Destroy 6 years after the election
is effective.
(b) Retire to Federal Records Center
July 1 through September 30 follow-
ing the year in which numbered and

processed.

(7) Retums in penalty files. Returns on
which a penalty has been assessed, and
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 1o Federal Records Center
July 1 through September 30 follow-
ing the year in which retums were
numbered in the penalty or supple-
mental series.

58. Income Tax index Cards (Otficial 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 .
sarvice center)

(1) Index cards for individual, partnership
and fiduciary income tax retums, and oth-
er miscellaneous returns.

(a) Destroy as the referenced tax re-
turns have been destroyed. (Job No.
NC1-58-85-5, ltem 59)

(2) index Cards for Corporation 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 59,

(b) Index Cards for 1918-1948.

1 Destroy as they are no longer
needed by Federal Records Centers
for cross-reterence.

(c) Index Cards for Corporation Income
Tax Retums (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 fUnidentifiable Tax Returns {Signed/Unsigned) which do not contain
yemsyﬂquﬁf{??a§&QQ}em; ;ufficient entity information to identify the taxpayer_and/or
J€| taxpayer can not be determined by the signature and tax return

n not be grocessed. .
immediately once determination has been made that

the return is unidentifiable.

60.

yoar.
61. Estz'tdel Tax Retumds’ Inclodes " related

schedules, corespondence and documents
such as wills, attidavits of appraisals, trust
agreements, power of attormey, briefs, etc., (Forzgs 706 ? 706_A’ 706‘3 ’ 706‘3( l) > 706—3( 2) s 706-CE )
and any related gift tax return filed by dece- T06-NA,: and T12),
dent. (Job No. NC1-58-83-10, ltem 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-

tumn (Form 706-B), Information Return by

Trustee for a Distribution (Form 706-B(1)

and Beneficiary’s Share of a Taxable Dis-

tribution from a Generation Skipping Trust

(Form 706-B(2).

(a) Disposition not approved.
(3) File folders—set-up to house returns

and related documents prior to examina-

tion and renumbered DULN. These folders

should all be screened to remove any re-

turns or correspondence that should be

processed and forwarded to Examination.

Atter 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 708, United States

Gift Tax Return; Glit Tax Donee's
or Trustee's Information Return of Gifls Form T09-A, United States Short Form Gift Tax Return;

Form 882, Statement of Gift Tax Due; and\ .
all related correspondence and documents {Form 712, Life Insurance Statement for a Dec ekdent (Insured);

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 Gitt 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 10 remove any re- -
turns or correspondence that should be

MT 1(15)59.26-9 IR Manval
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htemn Description of records
No. and disposition authorizations

processed and forwarded to Examination. . e o e
After screening, dispose as follows. ce
(a) Destroy when Gift Tax Returns are
filed in the alpha file or retired to the Fed-
eral Records Center per Item 61 above.
63. Gift Tax information Card. Master index of
gift tax retums which show name, district.
account  number, etc. (Job No.
NC1-58-85-10, item 63) .
(1) DESTROY after related case becomes
nactve. Transfer to an FRC is not
suthorized.
. (Reserved).
. Employment Tax Retumns fiiled by employ-
" ers and covening withholding, social secun-
ty. railroad retirement and unemployment
taxes, not agreeing with the amount cfaimed
&s credit, and related documents and corre-
égapondenoe. (Job No. NC1-58-78-4, ltem

g%

(1) Destroy 6 years after end of process-

ng year.

(2) Retire to Federal Records Center be-
ginning January 2, 1 year after the end of
the year in which returns were numbered
and processed.

66. Exempt Organization Returns, including all
related documents, comespondence and
exhibits (includes Forms 990, 990-AR,
990-BL, 990-C, 990-T, 990-PF, 1041-A,
4720 and 5227). (Job No. NC1-58-85-10,
tem 66)

(1) RETIRE to Federal Records Center beginning
January 2, 2 years after the end of the year in
67. Miscellaneous Tax Returns covering ex- which the returns werf oP umbered and processed.
cise tax retums on diesel fuel, gasoline, - | (2) DESTROY 6 years aft¥ Processing year.
bricating oils, telephone, telegraph, trans. n
portation, etc., with related correspondence
and documents.
(1) Miscellaneous Tax Retums with related
correspondence and documents. (Job
No. NC1-58-80-6, 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 the year in which the latest returns
were numbered and processed.

{2) Alpha and index Registers for Forms
4638. (Job No. NC1-58-82-9, ttem 67)
(a) Destroy 6 years after end of proc-

IR Manua! MT 1(15)59.26-9



item Description of records

.No.

and disposition authorizations

68.

69.

ber 30, 1974,
NC1-58-82-8_}

Extes bcords. Cormrespondence and
forms (not associated with related tax re-

turngly allowing or disaflowing taxpayers {0
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, ltem 68)

(1) Destroy 1 year after end of processing

4nor associated with a remittance)

(NOTE: Extension Records associated with remittance

year.
Retu?n Delinquency and Balance Due No-
tices, Taxpayer Delinquent Accounts
(TDAs), Taxpayer Delinquency Investiga-
tions (TDls), Retums Compliance Program
(RCP) Leads, Courtesy Investigations, and
related documents. (Job No.

see Item 168.)

CP Notices“hll, 412, k413, -hih'," 515, 516,

NC1-58-85-10, Item 69 ; g .
(%ﬂewm Delinquency plotices f FoAMS 517, and 518) R
04y 4§02,4-903564 § other . - & - T
related documents.

(a) Closed Forms and Related Docu-
ments over 6 months old. (Job No.
NC1-58-85-10, itern 69)
1 Destroy at the end of each month 6
months after the case is ciosed.
(b) Credit Balance and TC 594/599 Cas-
es Closed and other related documents
over 6 months old as a resuit of research
(See ltem 242).
1 Destroy at the end of each month 6
months after case is closed.

{c) Undelivered Return Delinquency No- .74 A/;ﬁcé s 575

tices (FORMS #90/s 4902, AN D

1 DESTROY upon receipt from the ..

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, TDIs, RCP Leads, Ols,
and retated documents.

(a) DESTROY after 3 years.

(b) RETIRE to the Federa! Records Cen-
ter at the end of each month, or when no
fonger needed, whichever is eariier. A
mintmurh of one (1) cubic foot of records
must be retired.

(5) Instaliment Agreements (Form 433 Se-
ries) and related documents.

~

ap 57¢L).
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No.

Description of records
and disposition authorizations

70.

7.

72.

73.

(a) DESTROY when required terminal
input is completed or when the case 5
closed # form is retained in the install-,
ment Agreement File. :
(6) Report of Trust Fund Tax Violations
(Form 2674).and related-gocuments. i
(a) Destroy at the end of each month 6
-months after the case is closed. .
(7) Application for Extension of Time to Fole
U.S. Estate Tax Return and/or Pay E
tate Tax (Form 4768) and rolate&
documents.
(a) Destroy after research and terminal
input action is completed, ¥ upplucable

(8) Request for Quick and Prompt Assess 3
ment (Form 2859) Index File Copy. o
(a) Dntl;toy ;:e the end of each month 6 (9) 100 Percent _Pena%ty AjseSSment ut&.‘(thltee)
months after the case is closed. ‘ Expiration Date (ASED) Notice 527 (490
oyer's Application f Bifican P
ﬁﬁ',f.'be, (ESIN) ieation for Identfication Sole Proprietorship.
(1) Applications and Related Corre- spon- (a) DESTROY 30 days after receipt in Service Center
dence. (Job No. NC1-58-85-10, tem 70) C . h (SCCB)
(a) Destroy 5 years after the end of year L ollection Branc .
in which processed.

{b) Retire to Federal Records Center at
the end of June and at the end of Decem-
ber those torms 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) Destroy 6 months after print date.
Application for Exemptions and Register.
Applications for exemption from tax respon-
sibilities and regulations applying to restrict-
ed or specially controlied businesses such
as amusements, narcotics, feearms, etc.;
applications for registry as person liable for
admission tax after a chal in ownership;
or equivalent forms with related correspon-
dence and documents. (Job No.
NC1-58-85-10, ltem 71)
(1) Destroy 6 years after filing.
(2) Retire to Federal Records Center 6
months following the processing year.
Certification by Churches and Qualified
Church-Controlied Organizations Electing
Exemption from Employer Social Security -
Taxes (Form 8274). {Job No. N
NC1-58-85-10, tem 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.
Certificate Waiving Exemption from Taxes
Under FICA and related correspondence.
(This Form (SS-15) was obsoleted 1-1-84,
no longer accumulating.)
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74.
75.

76.

77.

(1) Destroy 7 years atter the end of year in
which proce {Job No.
NC1-58-85-10, item 73)

(2) Retire Fodefal Records Center
immediately.

[ Certification and Election Form (Form 6458).

This form is filed by producers and operators to
claim exemption from Windfall Profit Tax (WPT).
(1) RETIRE to Federal Records Center 3 month

4Resensd)e
Problem Resolution Records. Correspon-

dence and Statistical ‘Records created and
maintained primarily from contacts with tax-
payers who have problems to be resolved.
(1) Problem Resolution Correspondence
(Forrr7t ?543) (Job No. NC1-58-85-10, '
ltem

after receipt of form.

| (2) DESTROY 8 years after receipt of form.

(a) Destroy 1 year atter the ease—io @— end of the year the case is closed.

(2) Problem Resolution Statistical Records
orm 68016 or similar format such as
ROMIS Report 1C (Quarterly)).

{a) DESTROY 2 years after the year the
report is prepared.

(3)6 Q'rg)blem Resolution Time Report (Form
1

(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) PRP System Change Requests.

(a) DESTROY 1 year atter the end of the
year during which the final action is taken.

(6) PRP 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
(IEROMIS) {Except Quarterly Report

(a) Reports 1C (weekly and monthly),
1S, 2A,2F, and 3

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

Special Taxpayer List. List of names of all

persons, hcludm? wagering, who have ap-

plied for tax stamps. (Job No.

NC1-58-85—10 tem 76).

(1) Destroy 30 years after end of process-
ing year.

(2) Retire to Federal Records Center Jan-
uary 2, following the processing year.

Waiver Certificate to Collect Social Securi-

ty Covera?e Exemption ffom Sel-Em-

ployment Tax for Ministers, Members of

MT 1(15)59.26-9 IR Manual
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78.

79.
80.

81.

82.

83.

85.

Religious Orders and Chrigtian  Science

Pnctmonon Public Officers, State or Politi- '
yees, otc. (Job No..

cal Subdivision Emplo!
NC1-58-85-10, tem 77)
(1) DESTROY 75 years afier date of

Sodal Socumy Tax Correction Records
Assgneg. O Fies Tempomy SSN
Assig!

() Corrowondonce.fonmmddomonts
used 0 correct discrepancies in Social
Security tax account (Job No.
NC1-58-85~10, item 78)

(a) Destroy 1 year after end of year in
which correction was made.

(2) Logs or Files on Tumora SSNs As-
signed. (Job No. NC1-58—05—10 tem 78)

(a) Destroy 1 year after end of process- .

ng year.

(3) Listing of Spouses in SSN sequence.
(a) Destroy old listing when new listing
n;eoaved (Job No. NC1-58-82-9, ltem

Pl

<
Employer Appomtmem of Agent (Form

2678) Is used when an employer appoints

t to pay his employee’s wages. (Job
No C1-58—85—10 tem 81)

(1) Account with agent acting for only one

employer.

(a) Destroy 3 years after termination.
(2) Account with agent acting tor more than

one employer.

(a) Destroy 3 years after all accounts

have been terminated.

ax Hetu

Mehiolea. Retum of tax due on use of high-
way motor vehicle. (Job No. NC1-58-85-10,
Hem B2)
(1) Destroy 4 years after the end of the

processing year.
(2) Retire to Federal Records Center 6
months after the end of the processing

year.
Election by Small Business Corporations.
Filed by qualitying small business corpora-
tions who make ion not to be subject to
taxes as prescribed in IRC 1372. (Job No.
NC1-58-82-8, 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).
Information Returns and related docu-
ments submitted by domestic and foreign

IR Manua! MT 1(15)59.26-9

SEE ATTACHED INSERT

Heavy Vehicle Use
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- INSERT - ITEMS 79 anify.

79.

8o.

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.

Pre~Note Froblem 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.
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item Du'crbﬁonofrocords

No.

and digsposition authorizations

¥

o1

firms 0 advise the names, amounts and
types of income paid t0 individuals.
(1)"Dom)esbcﬁbd (Job No. NCI-68—77-4
em 1
(a) Associated with income tax returns.
1 Dnumovﬂmln.uappropmte
ted income tax returns are

) R esidue of lnlormnbon Retums and

not associated with related

income tax retuns. (Job No.
NC1-58-77-4, ltem 1)

1 Destroy selected sample 60 days .

after data huﬁt::en come::dntg
magnetic tape, tape verified a
20 Nationa! Computer Center

. [4
2 my nonselected documents
after sample has been selected, but

noouﬁorhanMeMolwnem
processing y:
(c) Statement of Gambl and

Transmittal (Form W-2 w-a and
AOQQR) (Job No. NC1-58-85—10 item
5)

1 Destroy 3 years after processing

year.
(d) Loose W-2's, with the exception of
Copy C, which will continue to be re-
tumed to the taxpayer. (Job No.
NC1-58-82-9, Item 85)

1 Destroy at the end of the process-

ing yea
(2) Foreign Fnled (Job No. NC1-58-77-4,
item 1)
(a) Associated with income tax returns.
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 retums. (Job  No.
NC1-58-82-9, item 85)
1 Information Returns and Documents
selected for review.
a Destroy 1 year after processing
or conversion 1o magnetic tape.
2 information Retumns and Documents
not selected 1or 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,
itern 85)

(a) Destroy 7 years after date of ﬁling.

(4) International Eoycott Report, (Form
5713). (Job No. NC1-58-80-6, tem 85)
(a) Destroy 7 years atter end of proc-
essing year.
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No. and disposition authorizations

(®) Retire to Federal Records Center 1
year after the date of inclusion in the
scheduled triannual listing January 2, July
1 and October 1 of each year.
(5) Questionable Form W-4 Program.
(a) Forms W-4 (Paper Document). (Job
No. NC1-58-84-1, item 85)
1 DESTROY 4 yeys lfler processing
2 ETIRE to Federal Reeords Center
1 year after end of ing year
() Forms W-4 Case s. (Job No.
NC1-58-85-7, ftem 85) '

1 DESTROY 2 years after case be-
comes inactive based on the “last
slatus date”, as reflected on the
W-4 Control File that is maintained °

. by each service center. ¢ ,

86. Public inspection Files (Hardcopy and Ap-
erture Cards) for Returns of Organizations
or Fiduciaries Exempt from Income Tax
maintgined apart from the “return’ portion
of these forms. (Job No. NC1-58-85-10,
item 86)

() Destroy 3 years after cnd of process-

ing year
87. Undelivered Information Returns (Copy B)
transmitted by employers, “ﬁeﬁsﬁ'&""( Foreign W-2),
nominees to the service center 0.
NN-170-16, ltem 49)
Q1 )whbutroy January 2 following the year in
ich

88. Inlonnat:on Returns received from employ- . _
ees and recipients# (Job No- T8 7625 ( Foreign W-2).

tem 9)

(1) Information Returns associated with in-
come tax retums.
(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 retums.
(a) Destroy January 2 following the year
in which prepared.

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

(zmetlre to Federal Records Center 1
year after end of processing year.

90. Magnetic Tape Correspondence 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



Records Control Schedule 206 ‘ . . < -

item Description of records
No. and disposition authorizations

ijgve that the validity of the r.
may bé - at 0.

Request for Copy of Tax Form or Indiy#

{ Income Tax Account information (For
45 repaid Fixed Fee (Effectie Oct.
1, 1988). (NG1-58-84-1; iterg 93)

Forms sublnjtted by a taxpayer or taxpay-
er’s represertative to reqyést a photoco- - f_
py of a tax re! or trahscript of return w ;
information acco with a remit-f a
tance. These recordS will be the Service
Center's AccoupfableN\QOfficer’s official
copy of receipfs for payments received
from the taypayer.

(a) DESFJROY 6 years 3 hs after
the pepdd covered by the accou

(b) TIRE to Federal Records ter
afér GAO audit or 3 months after case L

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 _

im used to perfect the master file. (Job ’WWM

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 alter 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) Destroy 30 days after data has been / L VP ) . oy
s:onvened tg magngtic tape and tape bal- A Mé ﬂf?’ﬁ(’ . .[_’”L?“’ f"/ @t Woor LddL ,_A/ Y 15T
anced and verified. U g
98. U.S. Annual Summary and Transmittal of

J{1) Paper Records (not microfilmed)

U.S. Information Return (Form 1096). (Job | :
No. NC1-56-85-10, }:g;n(gg;m )- (Jol ! - (a) DESTRCY 3 years after end of processing year.
- =1(2) Microfilm : -

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

-

(3) Paper Records (microfilmed)
(a) DESTROY immediately after microfilming and film

L verification.

“laafer
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item Description of records

No.

and disposition authorizations

103.

104.

105.

106.

107.

(3') Aoeomts Maintenance Claom Pendmg )

(06-W) Transcripts, Forms 4179A, with
an umreversed TC 470 and Closing
Codes 00, 90, 93, or 94.
(a) Destroy when no longer needed in
current
Blocks Out of Balance Listings. (Job No.
NC1-58-85-10, ltem 103}
(1) Blocks Out of Balance Listings and

Source Documents Reflecting Corrective -

Action Taken.
{a) Destroy 60 days after data has been

converted 1o magnetic tape and tape has

been balanced and verified.

(2) Biocks Out of Balance Card Check List. -

{(a) Destroy 60 days after end of proc-
essi
Cycle'glock Proof Listing Register. Regis-
ter is prnted each cycle reflecting each
document “input” in that cycle separated as
to IMF and BMF in DLN sequence. Used

daily to furnish information to the district of- -

fices, other services centers and taxpayers.
(Job No. NC1-58-85-10, item 104)

(1) Destroy 1 year after end of processing

year.

Notice Registers. List by DUN, 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.

Transcrpt Edit Sheets‘used in extracting

data from retumns for statistical processing

programs. (Job No. Congressional No.

1895, 90th Congress, 2nd Session)

(1) Destroy after completion of each an-
nua am upon notification by Statis-

or computer generated Error/Fdit Registers

of Income

n, National Oflice.
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

program upon notification by Statistics’Di-
N al Office

of Income

‘(Reserved)

8/as(87



INSERT .FOR ITEM 102 . .

102

Unpostables and Frror Pegisters and l.istings

(2) Unpostable Run Control Reports (includes

(3)

(4)

(5)

(6)

(7)

Run Nos. 21-49, Fnd of the Day Run Control;
51-49, Extract Run Control; 11-40 (1986 and
prior), Run Control Report (now 11-49):; and
11-49 (1987 and subsequent), Fun Control
Report (formerly 11-40)).
(a) DESTROY after 90 days, or when no
longer needed in current operations,
whichever 1s the longer period.

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 1s the longer period.

Unpostable Weekly Cumulative Reports

(a) DESTROY after one week, or when new
Cumulative Report 1s run or when no
longer needed in current operations,
whichever 1s the longer period.

Unpostable Cumulative Closed Regilster,

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 1is the
longer period.

Unpostable Dally and Weekly Reports and
Listings.
(a) DESTROY reports after 6 months, or
when no longer needed in current opera-
tions, whichever 1s the Tonger period.

Unpostable Summary Reports and Lilstings.
(a) DESTROY after 2 years, or when no
longer needed 1in current operations,
whichever 1s the longer period.

g s187



INSERT FOR IT%IOZ - CONT'D

. .‘ "

(8) Unpostable New Receipt Report, Feport
Summary, and Accounting Control Reporft
(includes Run No. 11-41 (1986 and
prior), New Unpostable Report (now 11l-
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 6 months, or when no

longer needed in operations, whichever
is the longer perilod.

(10) Unpostable Quarterly Run Listing (Form
720)

(a) DESTROY after 1 year, or when no

longer needed in operations, whichever
is the longer period.

Y2578



Description of records

itern
and disposition authorizations

No.

109. Sample Selection Sheets. (Job No. Con-

gr:ssoonal No. 1895, 90th Congress, 2nd
SI0N)

(1) Destroy 1 year atter oomplet:on of an-

nual prggm uniess notmgg( gthenmg by of Income
Statist vaision, Nat»onal Co.

111 Sample Select:on Sheers and Data identi-
fication Records issued in the Taxpayer
Compliance Measurement Program. (Job
No. NC1-58-85-10, ltem 111)

(1) Destroy atter completion of annual
program upon notification by Statsti
vision, Nauonal Office.

of Incone

Backup Withholding (BWH) Program.
(1) BWH Manual Transacticn Balancing Report,
BWH Notice Report, and BWH Error List Summary.

1124B
13. Document Control Slips used to control
and- route statistical documents in service'
centers and which are not returned with the
documents or returns processed. (Job No.
NC1-58-85-10, Item 113)
(1) Destroy upon notification by Statisticsg
Dwision, Nationa! Office.

114, (Poserved) @€

115.

116. (Reserved)

117. Employee Plans Entity Changes. (Job No.
NC1-58-85-10, ltem 117) )
(1) DESTROY 5 years after end of proc-

essing year.

(2) RETIRE to Federal Records Center be-
ginning July 1, 18 months after end of
processing year.

Document Register—Biock and Selec-

tion. Used to establish and maimtain control

of documents (block kistings) for returns and
related documents.

(1) Document Register (Form 813). identi-
fies documents with remittance and those
without remittance for assessment. (Job
No. NC1-58-82-9, ltem 118)

(a) Master File
1 Onginal Copy
a Destroy when related returns are
destroyed.
2 Duplicate Copy
a Destroy 2 years afier end of
processing year.

118.

MT 1(15)59.26-9 R Manual

XY

(a) DESTROY when next report is received or when no
longer required in current operations.
BWH-NCC Report (NO-5000-86).
(a) DESTROY 1 year after the fiscal year ends.
Notice of Action for entry on BWH File (Form 8408),
and related documents.
(a) TESTROY at the end of June and at the end of
December when over 6 months old.

(2)
(3)

L

Examination Non-Examined Closings (Form 5351) used
to close all non-examined returns except claims.
(1) DESTROY 1 year following terminal input.

Examination Return Charge-Out (Form 5546) used when
there is a missing return (Dispusal Code 28, 29,

or 33).
(1) DESTROY 1 year following terminal input.

12/2)87
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ltem Descniption of records

No.

and disposition authorizations

)k

(b) Non-Master File
1 Original Copy
a Destroy when related returns are
destroyed.
2 Duplicate Copy
a Destroy 30 years after end of
processing year. .
b Retire to Federal Records Center
2 years after end of processing year.
(2) Document/Remittance Register (Form
RPS 813). ldentifies documents and re-
mittances processed through the Remit-
tance Processing System. (Job No.
NC1-58-82-9, ltem 118)
(a) Original Copy
1 Destroy when related returns are
destroyed.
(b) Dupiicate Copy
1 Destroy 6 years after 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)

r)( (3) Encoder Tapes and Log

119.
120.

121.
122.

(a) Destroy 6 years after end of proc-
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
S$S-4 Forms.
1 Destroy when related SS-4 Forms
are destroyed.

(Reserved.)

Declaration of Receipts of Political Contri-

butions. (Job No. NN-173-152, Item 12)

(1) Destroy on Aprii 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.

(Reserved.)

Annual Employer’s Fieturn for Employee’s

Pension or Profit-Sharing Plans, including

all related schedules, documems, corre-

spondence and exhibits, filed by the em.

ployer who maintains a plan or plans for his

employees or for himseli. The EPMF proc-
essing year is July 1 to June 30.

IR Manual MT 1(15)59.26-9

snde Zochibop Kialr Tagees

Rl) Form 5500EZ (Annual Return of One-Participant
Pension Benefit Plan).
(a) RETIRE to Federal Records Center 6 months after
end of processing year.
(b) DESTROY 6 years after end of processing year.
(2) All Other Form 5500 series returns and related documents.
(a) RETIRE to Federal Records Center 1 year after
end of processing year.
(b) DESTROY 6 years after end of processing year.

lo/23ls
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item
# No.

Description of records
and disposition authorizations

NOT

123.

124.

125.

(3) EPMF  Microfiche (Working Copy).
1977, filed 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)
sequence. {Job No. NC1-58-82-9, Item
122)

(a) Destroy 3 years after retirement to
Federal Records Center.

(b) Retire to Federai Records Center
July, 1983.

E: . _ Al 1977 and 1978 Returns and
Master Copies of Microfiche were
retired to the Dayton Federal
Records Center after being proc-
essed by the IRS Data Center.

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 instaliment cas-

es. vhen

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.

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
DDE. (Job No. NC1-58-85-10, Item 124)

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 Pertection 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)

L

r/léﬂ%ﬁ(b dresd f/ezy'/z/hw&%wud CA«,;}{ZA«//M,

2
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Records Control Schiedule 206 .

Item Description of records
No. and disposition authorizations

(a) Destroy as classified documents
when program completed.

(3) Notice Data for CP-2000 (Form 5812)

{Job No. NC1-58-82-9, item 125)

(a) Destroy when correct Underreporter

Notices are generated.

it ai ecords of the Information

Retumns Pngrarn Discrepancy and Un-

derreporter Related Documehts:

(1) Transcript Limiting Card and Specific
Transcript Card. {Job No.
NC1-58-85-10, Item 126)

(a) Destroy 30 days after successfui 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.
NC1-58-76-9, Item 14)

(a) Destroy non-selected transcripts 60
da after final actlon

(4)

126.

12792

ter only). (JohB

[ Jestre

Employee Ians Plan Case Control Inpur

Record. Form  4646A. (Job No.

NC1-58-76-9, ltem 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 C). Issued by

the Service Center for interest payment in

excess of $10.00. (Job No. NC1-58-80-6,

itern 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, Darly 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
NC1-58-85-10, item 131)

128.

Employee List':s.“ )
{(a) DESTROY as classified documents 1 year after
completion of program.

4§
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No. anddisposition authonzations

products, wine, beer, cigars and cigarettes

(Job No. NC1-58-85-10, item 144}

(1) Destroy 3 years after end ot process-

F‘ing year.)

145. (Reserved. o = <

146. Certificates of Deposits and Fiekets. €—— DPB/T viv: HERS
(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, ltem 146)

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

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 (after 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 unresoived NMF undeliv-
ered refund checks). {(Job No
NC1-58-80-6, item 151)

(a) Retain.

(3) Returns Files Copy with related docu-
mer;!s, (Job No. NC1-58-85-10, Iltem
151
(a) Destroy 3 years after processing
year.

152. Refund Inquiry Control Correspondence
Files reiating to refunds, stop payments and
remailing of checks (maintained in alpha se-
quence in one-month blocks). (Job No.
NC1-58-85-10, ltem 152)

(1) Destroy 3 years after case is closed.

183. 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 Description of records
No. and disposition authonzations

{2) Where audit is not required by Regional
Inspector's Otfice.
(a) Destroy 2 years after end of proc-
essing year.
161. Accounting Journals and Abstracts
(1) Destroy 6 years and 3 months after
riod covered by the account. (Job No.
C1-GRS-81-12, Item 1)
(2) Retire 10 Federal Records Ce"‘ef‘;‘;‘:\l year after internal audit of operations.
nlemnal-audit—el-operatione—eor—i—year,

NG+~58--85-40-term~462)

162. Tax Transter Vouchers and Excess Col-
lection Posting Document. Vouchers and
Posting Documents prepared to effect the
transfer of an assessment. This item also
relates to credit transfer vouchers used to
transter credit entries on tax accounts be-
tween District Directors.
(1} Open or unapplied excess collection
. -dgg:mqus;-(.lob No. NCi-58-82-9:ltem- . - .. . ) ] . . L

] . . A T .o P . Ce ".. .

(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-

essi-g year.

{b) Retire to Federal Records Center 1

year atter end of processing year.
(3) Tax Transter Vouchers and Excess Col-

lection Posting Documents retired to

FRCs wprior to 10/82. (Job No.

NC1-58-80-6, ltem 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. Vouchersyare-Schedules of Paymentse—{ , Certificate of Settlement (GAO-39).

(1) Destroy 6 years, 3 months atter the pe-
nod of the account (Job No.
NC1-58-82-9, ltem 163)

(2) All Paid Copies: (Job No.
NC1-58-85-10, ltem 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)

including Form 8616, Input Reconciliation Sheet and
Form 8167, Supplemental Input Reconciliation Sheet
Relating to Non-Assessment Documents,

-
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tem Description of records

No.

and disposition authorizations

164,

165.

166.

167.
168.

169.

170.

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

Assessment Certifications and Lists. (Job

No. NC1-58-82-9, item 164)

(1) Destroy 30 years after.gnd of process-
ing year. . ° -

(2) Retire to Federal Records Center 3
years after internal audit of operations.
Revenue General Ledgers. Copies of gen-
eral and subsidiary ledgers which summa-

‘rize the financial status of tax accounts with _~ (refers to case histories)
supporting documentsfand reporis. '

(1) Destroy 6 years, 3 months after the
period of the account. (Job No.
NC1-58-82-9, Item 165)

(2) Retire to Federal Records Center 2
years after internal audit of operations.
(Job No. NC1-58-85-10, item 165)

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.
NC1-58-85-10, item 166)

(a) Destroy 1 year after end of reporting
year.

{Reserved.)

Posting, Payment and Adjustment Docu- - . .
menth[ includes documents associated with remittances-

Used to process payments and other mis-
c%lzlaneac:)_tés adjustments.  (Job  No.
NC1-58-85-10, ltem 168) .
(1) TDA/TDI Transfer (Form 2650) s—— «<adcl J8% T DRS/AC S LOmenel poasareds.
(a) DESTROY after IDRS/ACS terminal
research unless associated with hard
. copy TDA/TDI.
(2) Al Other Posting, Payment and Adjust-
ment Documentsﬁofﬁer than original Tax
Returns).
{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.
Advance Payment Records. Used to docu-
ment and classify advance payments. (Job -
No. I-NNA-2107, item 75) -
(1) Destroy 2 years after related unit ledg- :
er cards are closed. R
Remittance Registers (No Longer Accu-
mul)ating). (Job No. NC1-58-82-9, Item
170 .

MT 1(15)59.26-9 ' IR Manua:
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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
yeapatter end of processingyear._____

171. Carryback Adjustment Cases with related ,\
schedules, supporting papers and work-
sheets. (Job No. 1I-NNA-2107, Item 85)
(1) Destroy 10 years aﬂer. end of process-

ingyear. -
(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*\1 73. Unit Ledger Account Cards, Documents )
Registers and dRec,gps;‘ —_ Remmance é ﬂ W
Registers an ecap
NGC1-58-85-10, Item 173) s Tob o (1) PAFER RECorDs WoT COVVERTED T0 DISK Ak
Lﬂ) ﬁ Account Cards that are closed (Paid in
full, subsequentiy abated, and small debit
write-offs).
/ 4§27 Destroy 20 years after end of proc-
essing year.

Retire to Federal Records Center 3
years after end of processing year.
L_) All other account cards after the collec-
tion statute expiration date has expired.
/ (& Destroy 20 years atter end of proc-
essing year in which expired.
2 o7 Retire to Federal Records Center 3
years after end of processing year.
4 W Document Registers and Recaps, and
“ ) Remittance Registers and Recaps.
/ a3 Destroy 20 years after end of proc-
essing year.
A for Retire todFederal Records Center 3 .
ears after end of processing year. = - ’ §
174, counting Heports nol covered else- (124 ) 5 f 5 //1/~§ 5/{, / I @/M /7 -57 G_Z)
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, ltem 174)
(2) All other copies.
(a) Destroy when no longer needed in
current operations. (Job No. NN-170-16,
{tem 89)
-}1 75. Control Card Listings and Tape Data Con-
trol Date Recaps. (Job No. NC1-58-80-6,
Item 175)

P
41) RETIRE to Federal Records Center 1
Y T T Y £ s year after processing y£#.
A 0 b8 . H .
/ad 4"’"—'—"‘-" JAE&:‘J (2) DESTROY 3 years after end of processing year

176. Transmittal Memo Accounr:ng Control i ti nd accounts

Documents. (Job No. NN-170-18, ltem 91) or after 1r-1ternal audit of operations a s

whichever is later.

IR Manual 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 rde

ATSC).

(&) Account cards that are open and/or closed but loaded
onto the data base (Paid in full, subsequently abated,
and small debit write-offs as needed), Docuitent
Registers and Recaps, and Remittance Registers and
Recaps.

1. Paper Records
a. RETIRE to PFederal Records Center 13 months
after conversion to disk.
. DESTROY 20 years after conversion to disk.,

a. Write disk pack to microform 5 years after
end of processing year, erase and reuse disk.

3. Hicroform
a. RETIRE to Federal Records Center immediately
after microfilming and film verification,
b. DESTROY 20 years after end of processing
year.

(ﬁﬁ All other account cards after the collection statute
expiration date has expired.

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

3. #dicroform
a. RETIRE to Federal Records Center immnediately
after microfilming and film verification.

b. DISTROY 20 years after end of processing year
in which explgfied.

9(2a4g7
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Insert Itea 173(2)

(2) Paper records converted to disk pack (Test beinyg conducted at rde

ATSC)

(@) Account cards that are open and/or closed but loaded
onto the data base (Paid in full, subseguently abated,
and small debit write-offs as needed), Docuitent
Reyisters and Recaps, and Remittance Registers and
Recaps.

1. Paper Records
a. RETIRE to Federal Records Center 18 months
after conversion to disk.
b. DESTROY 20 years after conversion to 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 immnediately
after microfilming and film verification.
b. DESTROY 20 years after end of processing
year.

All other account cards after the collection statute
expiration date has expired.

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 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 exgjﬂed.
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Item Description of records
No. and disposition 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-170-16, ltem 92)

(1) Destroy upon receipt of new listing or
index or when no longer needed in cur-
rent operations. i

178. Historic Transcripts related to closed ac-
counts. (Job No. NN-170-16, item 93) 3
(1) Destroy }fyears aner end of process-

ing year. .

179. TDA 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 ltem 58 of this

Schedule.) Claims allowed in full, in part,

and disallowed claims. (Job No.

NC1-58-76-9, item 21)

(1) Destroy after audit by GAO or when 3 -
years old, whichever is earlier.

Concurrence of Regionai 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 Case Referral; and copies of corre-
spondence. (Job No. NN-170-16, Item 96)
(1) Destroy 18 months after closed date.

183. Transcripts of Accounts requests and relat-
ed documents. (Job No. NC1-58-80-6, item
183)

(1) Destroy 6 months after end ofdproc-
essing year, or when no longer needed in .
current operations, whichever is earlier. /5 ,ﬂ/

184. (Reserved.) @W!ﬂ'/ 24 W_é___/

B e racers, et . (1) RETIRE 1 year after payment tracer is closed.

(2) DESTROY 3 years afte_r payment tracer is closed.

eclosed—
186. Reports of Currently Not Collectible Taxes

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

Files on accounts reported as currently

not collectible. Form 53 not sent to the

district for mandatory follow-up.
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ltem °  Description of records

No.

and disposition authorizations

X195,

196.
197.

198.

199.

Permanent Work Record—Tentative Car-
ryback Allowance (Form 6902). (Job No.

NC1-58-80-6, Item 195) . [
(1) Destroythdn—data—harboon—tran l?ﬂ
(Reserved.)

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.

Reject Control Listings 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. NC1-58-82-9, Item 198)

Service Center Control File Adjustment

Records (Job No. NC1-58-82-9, item 199)

(1) Processing Copy.

(a) Destroy 2"years after end Of proc-
€s5ing year, Ghlyoameiociniomal.audit.of
) .

{olon

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

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

(Prior to conversion to microfim 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 10 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 IR Manua'
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Itemn

No.

Descnption of records
and disposition'authornzations

187.

188.

189.
190.

191.

192

193.

1984,

a) DESTROY 4§ yw‘s'-nor the year \mewdu/

orm 53 was initiated.

i

(b) RETIRE to Federa! Records Center 1 .

year atter the Form 53 was intiated.

(2) Notification to Accounting on Non-Mas- -

ter File TDAs.

(a) DESTROY after end of processing

year.
Ofters in Compromise. Cage files including
data concerning offers in corhpromise by
cash, installment, transmittais. and accept-
ance of offers with related correspondence.
{Note: If 8 compromise case file contains an
instaliment otfer, or if an offer involves a
coliateral agreement, the date of closing the
case shall be the date the offer in compro-
mise is accepted or rejected after payment
in full has been received, or the date on
which full compliance has been made with
the terms of the collateral agreement,
whichever is the later date.)
(1) Destro% 6 years aftter close of case.

(Job No. NC1-58-82-9, ltem 187)

*(2) Retire .o Fedéral- Récords’ ‘Cehter .2 .4

years after close of case. (Job No.
NC1-58-85-10, tem 187)
Barred Deficiencies. Copies of Form 3999
used to report statute expiration of barred
deficiences and overassessments and on
certain no change and survey cases 10 the
regiona! othice. (Job No. NC1-58-85-10,
Item 188)
(1) Destroy 1year, after end of processing
year.
(Reserved.)
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 ol receipt, whichever is later.

Ciosed Problem Inquiry File (Forms 4442 '

:gc; 4442C). (Job No. NC1-58-80-6, Item

1

(1) Destroy when no longer needed in cur-
rent operation.

Correspondence Suspense File (Ac-

counts Services). (Job No. NC1-58-80-6,

Item 192)

(1) Destroy when no longer needed in cur-
rent operation.

IRS Employee File—(Employee Delin-

quency Check.) (Job No. NC1-58-80-6,

ltem 193)
(1) Destroy when updated or new pro-
gram filed.

Closed TC 130 Cross-Relerence File. (Job -

No. NC1-58-85-10, ltem 194)
(1) Destroy source documents 6 months
after they are closed.

. .



Records Control Schedule 206

lten Descrption ofrecords
No and disposition authorizations

(a) Destroy 75 years atter end of proc-
essing year.

() Copier of Annua! Drectonies required
tor research (Job No Congressional No
1895, 90th Congress. 2nd Sess:on)

(a) Destroy 5 years after end of proc-
€559 yeil of whern ne ionQe: needed m
current operations e .

(3) Quarterly and interim Drectories {(Job
Nc¢. Congressional No 1895, 80th Con
gress, 2nd Session)

(a) Destroy after receipt of annua! or
quarterly directory covering same taxpay-
ers and tax periods,

213. Exempt Orgamizations ALPHA Registers

and Cross-Retfefences (National and Dis- ,
t!iCl——MG(OUM) and RIN Heg 2R EFIEHE
isters _Comaming PICRCEICHE
the &OMF 1.6 organization name, adaress, \AmE

reqion, distnct code, and other identitying

symbols (produced by Philadelptua Service .
.Center) * - - . . .. . - . "
’ MmLReFrc HE
(1) Annual Reasster—Master  (Job No. Ref
NC1-58=038=8; {tem 213) 2
(a) Destroy # years after end of proc- -
essing year. Y A
(2) Supplemental Hegnslers—mrm'cAOFw €
NO NN—4+70—+6—homti?)

(a} Destroy after receipt of annua! ,
registef,e ON 1ERGFILHE).

{Or-Bupticate——Gopres——{Job——Ne.
~DCI-58-28-4r-ltorm-213)

214. Exempt Organization/BMF ~Aedberte RE Tinws
Register. Each cycle an entity or tax period

is active all postings to that period will ap- AL
Pearonthemﬁr%ﬁﬁ'm?g-—“ madﬂfl)’/ KETvrA
TETVANS

1ster. The &
merged with the regisier for the

next €l TRUS ThESe oo 216 BCCUM- MOSTH [ MevTHS
lated tor a senes until a fina! accumulation is Z

mzd: on & dedlweah basc Fackh tewpaveg — 7, . :

on the req:ster 1s histed by tlax period. within CREF~ 22T w

MFT code, within EIN. Entites which con-

tain an EO section will also display the EO

entity Status/Code and Date, Subsection

Code, Fie Folder Numbe:. Foundation

Code Ciassticatien Codes and Group Ex-

emption Number (Jobt. Nc NC1-56-€2-6,

1te 710 214)

(1} Destroy
Ing year.

<2 Retire—to—Federgl—Recorde—Genter—é
Ao e PEOC O iG-S

IR Manua' MT 1(15)59.26-9
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ords Control Schedule 206

.
: - i .

Item
No.

Description of records
and disposition authorizations

222.
223.
224.
225,
226.

227.

228.

232.

(1) Processed.

(a) Destroy 3 years after end of proc-

@essing year.
(2) Unprocessed—Program Terminated.
(a) Destroy when no longer needed for
research or reference purposes.
(3) Microfilm Directories.
(a) Return Preparer Alpha,
(b) Retun Preparer TIN, -
(c) Return Preparer Manufactured TIN.
(e) Destroy when no longer needed for
research or reterence purposes.

SEE INSERT FOR ITEMS 222, 223, 224, and 225

Control Record List and Summary

(EPMF). (Job No. NC1-58-85-10, ltem 226)

(1) Destroy 18 months after end of proc-
essn%ar or 1 year after internal audit of
operations accounts, whichever is earlier.

Block Completions List (EPMF). (Job No.

NC1-58-85-10, Item 227)

(1) Destroy 1 year after end of processing
year.

Suspense Release 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 is earlier.

. Potential Non-Federal Filer Records

(Forms 4869). Records are generated and

used Iin the state/federal matching of feder-

al unemployment tax records. (Job No.

NC1-58-82-9, ltem 229)

(1) Destroy after transcnption and error
correction processing.

. Systems Audit Trail Report (COC 3500
Computer Listing). (Job No. NC1-58-82-9,

ftem 230)
(1) Destroy 1 year after date of report.

. Account Verification File Listing (Honey-

weil 2050A). (Job No. NC1-58-82-9, Item
231)
(1) Destroy after receipt of foliowing

months’ ksting.
%‘W‘ -~ isling maintained
by Entity trol entiies that have reached

Listing of Aged ZTIF Accounts

age criteria for removal and have not
egl.;bllshw on a Master Fﬂw—(m No. ERA60).

NC1-58-82-9, item 232)

(1) BMF,sad EPMF-EMgict—

{, EO-BMF, NMF, and EPMF-AD list.

(2) Destroy :5-Jhenihe after receipt. \3
years

(B-EO-BME-NMF—and-EPMFAD: — . - -

1) Dettroy,yem after date of receipt.

(a)=Dostsoy-1-yoes-0liorresoipt.
. Annual information_Return of Wi Forms 6248/62L8-T, Transmittal and Summary of
ﬁ;?nngg)x Retumn - NC1-58-62-8, Windfall Profit Tax Information).

5

1Rfa/87
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INSERT FOR ITEMS 222, 223, 224, AND 225

222.

223.

224,

225.

U.S. Real Estate Mortgage Investment Condult 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.

U.S. Withholding Tax Return for Dispositions by Foreign
Persons of U. S. Real Property Interests (Form 8288) and
Statement of Withholding on Dlispositions 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.

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.

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

tem Description of records

No.

237.

# 240.

Unidentified Remittance File Analysis.
Deily i , cumuiative for the month, of

on URF. tems are ksted by distnct
and the previous baiance, new bal-

is checked and adijusted, becomes
(1) Accounting Branch, Unidentified Func-
Analysis. {Job No

No.
(2) Accounting Branch, Joumna!l Funcbon
copy. (Job No. NC-174-162, ltem 8)

(a) Destroy after 60 days. )

) 4
(1) Destroy ¥ years shar end of process-
ing yesr.

N Mol AT 1(15)59.26-0

Unidentified Remittance Case Files.

alphabetically or in date, employee number order,
Case files may contain correspondence, photocopies

Filed

of. checks, or miscellaneous documents.

.",

S7
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Item

No

Descnption of records
and disposition authorizations

241.

242,

243

244,

245,

(2) Retire to Federal Records Center 1
year after,

Excess Collection Posting Documents

Computer Paragraph 550 (Form 4830)

(1) Used as an open excess coliection doc-
ument {Job No NC-174-162, ltem 10}
(a) Destroy atter money s appled

(2) Used as a ciosed €xcess coliection doc-
ument (Job No NC1-58-85-10, Item
241)

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

IDRS Collection Unreversed Transaction

Code 594/599 Transcripts and associated

notices. (Job No. NC1-58-80-6, ltem 242)

(1) Destroy after 6 months. or after all re-
search is compieted. whichever 1s earlier

Remittance Register (Daily). A daity print-
out, by area office. of the payments re-
cewved and input onhine through the IDRS
terminals. The oniginal 1s mailed 1o the area
office, with one copy maintained in the Ac-
counting Branch tor researching payment
tracers and one copy maintained by the Ac-
counting Branch Leager Function for nota-
tons and adjustments

(1) Accounting Branch copy (Job No
NC-174-162, Item 12)

(a) Destroy 1year atter end of process-
ing year

(2) Accounting Branch Ledger Function

end of processing vyear.

copy. -
(a) Destroy & years after end of proc-
essing year. (Job-he—NGH-56~86=6, Item

(b} Retire 10 Federal Records Center &
moenthe atter end of processing year. (Job
No. NGI-68-86—18, Item 243)
Document Register. listing by distnct
showing Et or SSN of Taxpayer, name con-
trol, tax penod and amount (Job No
NC1-58-76-9, Item 244)
{1) All copies
(a) Destroy 1 year after end of process-
ing year.
Special Activity Report. A periodic report
which shows any action taken by an IDRS
user 1o the account ot any IRS employee or
his/her spouse. (Job No. NCi1-58-85-10,
Item 245)
(1) Destroy 1 year after end of processing
year.

7 yZ/M.‘i

————— 3 et

Service Center Control File (SCCF) Aged Historical

246. @Reserved}

247.

IDARS Service Center Control Case Inven-
tory and Service Center Control Inventory
Recap. Listings are by age and category of
the total cards controtied on IDRS which are
still open and assigned to each Section, list-
ed by Unit.

Files. Documentation of Closed SCCF aged cases
relqted to Form 6752 (Return Non-Refile Flag).
(1) DESTROY 5 years after end of processing year.

t/aolg
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item Descnption of record:

Noe anddisposition authorizations

279 Instaliment  Agreement  Accounts  Lis!
(IAAL) (Job No. NC1-58-85 10 Hen. 27w
(1) Destroy after 6 month:

FEDERAL TAXDEPOSIT (FTD)SECTION

This gives the disposition tor Federal Tax De
posit (FTD) torms or equivalent documents used
by taxpavers 1o deposit Federa! Taxes with 2
commercial bank, Deposittary for Federal Taxes.
or with a Federal Reserve Bank (FRE)

300 FTD Eror Reqisters and Delete Lists. (Job

No NC1-58-77-13, Hem 1)

(1) Inciudes
(a) F1D Error Rearsters Prepared ano
used at the service center 1o pertec:
transacton records pnor to torward:ng tc
Master File
(b} F 10 Error Delete Lists A ist of neme
tha! cannot be corrected from the Error
‘Rewister and must, he geleted for the ag-

counting-functon to correct ‘8hd remnput-

(2) Destroy after 12 months of wh

longer  nee i >t —Bperanons :
Wheenever s eahe - é— no longer needed in current
NEESH-85-10 e300

= ; ]

301 FTD Bilock Out of Balance (BOOB) Listing
and Summary. A record of blocks that fa:
to pass other validity checks
(1) Listing (Job NO NE4=58~77=43. te™

2)

(a) Destroy & months after data has
been converted to good tape.

operations, whichever is later.

12

(2) Summary. (Job No. NG+=58-82-0, Item
301)

(a) Destroy ‘ months after date of
fisting.

302. FTD Block Out of Balance (BOOB) Delete
List. A list of blocks that cannot be correct-
ed from the BOOB Register and must be
deleted. corrected and reinput. (Job No
NC1-58-78-4, item 302)

(1) Destroy 30 days after data has beer.
convered to good tape

303. FTD Control Record List and Summary.
Replaces the Control Card List and Tape
Data Control Sheet of the BMF Ope--
ations (Job No. NC1-58-85-10, hem 303)
(1) tis:

(a) Destroy 1 year after end of process
ing year or 6 months after internal audt of
operations and accounts whichever 1s
earhe”
(2) Summary

{a) Destroy 1 year atter end of process
ing vear uniess the Supervisory Auditor &:
the service center ashs for them 1o be re-
tained for a longer penod

MT 1(15)50 26-¢ 1F Manoe
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Item Description of records
No BNAAiISpOsOn 8; thorizations
307. Block Completion List A monthiy report of

308

309

310.-

311

312

SCCF moduies which meet all the critena
for a closed module to be removed from the
current SCOF and piaced on the histonc
SCOE  (Job Ny Ne =3, Htem &)

(1) Destvoy} yea's afte! end ol process:
ing year

Commercal Rank Addres«< File A hst of all

depositanes. transmitting F10 torms to that

service center  (Job -No NC1-68-77-13,

tem 9)

(1)} Destroy when an updated hsting has
been receved and verihed to be
accurate

Historic SCCF Analysis Report and Spe-

cial Transcripts A monthly report which

provides management information regarg-
ing timehness of processing FTD's. (Job No

NC1-58-77-13, ttem 10) .

(1) Report
(a} Destroy 1 year after it is produced

{2} Transcnpts
(a} Destroy afte’ review is,completed

Month End Unconfirrmed CIassmedReporT,

and Summary A listing and summary of

modules that have been classified but for

which no FRE venfication record has been

recewved

(1) List (Job No NC1-568-77-13, Item 11)
(a) Destroy 30 davs after date of hsting

(2) Summary (Job No NC1i1-58-85-10,
iterm 310)
{a) Destroy 1 year atte: end of process-
ing year uniess the Supervisory Auditor at
the service center asks for them to be re-
tained for a longer period.

s of those FTD's applicable to Forn

1042 eturns, which is generated v the

Tape Processor runs tor tramsactiog

records to b transterred to the Philadelphi

Service Centén The Summary 0 be used a$

a tape release

(1) List (Job No. 1-58485-10, ltem 311
{2) Destroy 3 yeals after end of proc
essing yea' of 1 ygar ahe’ internal audi

ever 1s egrher.

(2) Summary {Job No. N 58-77~1
item 12)
(a) Desfroy 3 years after end prog
essing year uniess the SupervisoryéNudi
tor 4t the service center asks for theth\ic

FTD TEP Good Tape Reiease List Sum-
mary A daw wstng genutying each TLN
and the related couni and amount 1or trans
actions placed on the transachon tape to be
sent to the Nauona! Compute: Center. The
Revenue Recepts Summary 1s used as a
tape release

TAXPAYER ENTITY CHANGE REPORT. A
listing generated as a result of the
taxpayer indicating a change to the
name or Employer Identification
Number (EIN).

(N LisT

&) DESTRTY D4 omontas atier the non
eneratea unless the Supervisory Auditor at
he service center reguecsts 1list be ret

r & _onger period.

) d’ m —

O
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hem Rescnptionotrecords
No and aisposition authorizations

(1) List (Job No NC1-58-85-10. tem 312)
(a) Destroy 18 months atter end of proc-
essing year or 1 yea' atter internal audd o
operations. whicheve: s earher

(27 Summary  (Jott No NC1-56-77-13

fterm 13)
(a' Destroy 3 years after end of proc.
essing yea' unless the Supervisory Au:
tor at the service genter ashs for them 1o
be retaned for a longer perniod

313 FTD TEPMismatch List A hst printed o’ alt

discrepancies and nonmaiches between e

ther release records. delete records, of

manua! deletion caros and the good tape

FTD bloch (Job No NC1-58-85-10, ltem

313)

(1) Destroy 6 months atter end of proc-
essing year or 1 year after interng! aud:t of
operations and accounts. whichever 1s
earher

314 FT0 SCCF Generated Delete List Alisting

of all blocks deleted trom the good tape

lrapsacton tape be¢ayse,of discrepancies .

between control records and the SCCF.

(Job No NC1-58-85-10. Item 314)

(1) Destroy 18 months after end of proc.
essing year or 1 year after internal audt of
operations and accounts, whichever Is
earher

315. SCCF Special Transcript List A transcript

ot selected SCCF modules used for analy-

si1s purposes. (Job No. NC1-58-85-10.

Item 315)

(1) Destroy 30 days atter date of listing or
when no longer needed in current opera-
tions, whichever is earlier.

316. FRB Day Classitied Report. A computer

generated report that refiects the maich-

ing of FRB verification records for a specif-
ic day with the commercial bank transmit-
tals input. The report hsts the tax classifi-
cation of those iterns matched and classi-
lied, each item where adjustments to the
biock are required. the veritication cards
input where there is no matching comme:-
cial! bank transmittal on the SCCF and the
amount on the SCCF not yet classified

(Job No. N64+-568~85~10, Item 316) ez

(1) Destroy s-Bas afier The monih gener- 3 y’l?ﬁz\ 5
ated unless the Supervisory Audior at the
service center requests that they be re-
tained for a longer penod

317. Sutrsequently Cilassified tor FRB Day Re-

port. A report retlecting subseguent class -

catorn o those tems repurted as uniless

e i th = Da if ! -
hed on the FRE Da, Classitied Report — 3 YERLS

(1) Destroy v4ar affer the monih gener-
ated uniess the Supenvisory Auditor at the
service center requests that they be re-
tained for a longer period. (Job Nc
NG540 Iterm 317)

DrDIRCY L0 nonins after toic

. . '+ montd Feneretéd unlest the .-
supervisory auaitor at the service
center requests thet they be re-

tained for a longer period.


https://bet;avse.of

v

- - FTD-PEL Default List. A report that contains
I . ’ - Federal Tax Deposits tha ither tax type, or’ o
e Descrptionofrecoras both were left blank by t taxpayer.
< . Andosposiionauttonsatom™ .
= . (1) List
; (a) DESTROY 30 days after the month generated.

KR} 4 pr-
320 Fedcra' Reserve Bank Dav Classitied Re
port Batancne Proot (Form 58040 A ver.
fied record attached to the teport showing i
wiss a bawnced  report (Job  IN¢
NC1-58-76-4 lterm 3200 — e 3 \ .
(1) Destroy™'u Close ©f ProCesens vea 2 years
untess Supervisory Audiior at the senvice
center requests that they be retammed for
a longer penoa
Subseqguent Day Cilassthed Report Ba!
ancing Proof (Form 5805) A form used if
there s any classiied amount shown on the
report or if there 1s any change 10 unclass:
fie totale  (dob No NU1-5b-78-4. lem

‘A
&

321)
(1) Destroy“atier close of processing yea: 3 years
unless the Supervisory Auditor g the
service center requests tha! they bo re-
coupons.

taincd tor a longer penog o
S0 Microtim of Pl oeeee (U000 N2
NCT Ln 8510 e 322,
{1) Resemrch Microhim g—— — —, (l’lOt . mandatory') . e . . e _ .. .
(a) Destroy 3 years aher ciose of proc- : ’
essing year
{2) Record Microfiim: {Job No
NC1-58-82-9 item 322)
(2) Destroy 7 years after close o! proc-
essing vear
{b) Retire 10 Federal Recores Center 80
aavs atter crealidon angd venihizaton
323 FRB Veritication Card List anc Cards Re-
cewved trom the FRB's. Cards and Lists
showing sndividual advices of credit which
total to therr related deposit ticke!
(1) Listing. (Job No. NC1-58-82-9, Item
323 12
(a) Destroy (momhs afier cate of st
Ing uniess the Supervisory Augd:1or at the
service cemer requests tnat they be re-
tained tor a longer period
(2) Cards (Job No NC1-58-77-13. ltem.
24
{a) Destroy after data has beon con-
veriea 10 magnetic tape anc FRE Baith
Dav closec
24 FTD Controi Reaisters A numbe- of manu-
alty prepares contro! reQisters usel 10 180
1ate tne vanous segments of the FTD Sve
tem tor the steternent of class hoa coli!
tons 1or Revenue Receipts Haoiing anic
tor Batanong 1vtormatnn 1o ns e tne int
my 0 the svetem (ot Noe NO-56-80-
e 32040
(1) Destroy 1 year ahe tnhe montn

prenarec

G-
¢

ST (15)56 . 26- & i Mara
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ltem «Description afrecords, *
No. and disposition authornizations
325 Daiy Wire Transmitted daiy to Treasury re

326

327.

328.

tlecting classified data balanced 1o data re-

ported by the FRB using data from the Clas

siied Reports. confumed and adjustment

Forms 215 anc 5504 (Jotr No

NC1-58-85-10, Item 325}

(1) Destroy 1 year after the morth pre
pared of when no tong needed in cu!-
rent operations, whichever 1s earher.

FTD Adustment Action Request (Form

5526) A request used to notity the FRB

when an adjustment 15 beng made to the

commercial banks ongma! advice of credi.

(1) Regula:  Adjustments (Job  No
NC1-58-82-9, tem 326)

(a) Destroy 2 years after date of hsting

(2) Other Adjustments (Jpb No.
NC1-58-77-13, Itern 27)
(3) Destroy 3 years after date of confu-
matiot from the FRB tor dishonored
checks, crednt reversals and credit
Aadditons : .- . .
Federal Tax Deposit (FTD) Forms or equiv-
alent documents used by taxpayers to de-
postt Federa! Taxes with a commercial
banhk, Deposnary tor Federa! Taxes, or with
a Federal Reserve Bank (Job No
NC1-58-85-10, item 327)

(1) FTD Forms or equmwvalent documents
(harc copy)

(a) Destroy a6 days after microfiming
and fiims verified correct.
Federal Tax Deposit Registers (FTD).
(Name Control, EIN Register, Amount Reg-
ister) Listing of FTD payments received by
the Service in the National Computer Cen-
ter are hsted in three separate sequences 1o
provide research sources for tracing and
identitying  FTD payments. (Job No.
NC1-58-78-4, item 328)
(1) Name Control and EIN Registers
(a) Cumulative Registers (Record Copy)
1 Destroy 2 years atter end of proc-
essing year.
(b) Weekly and Monthly Registers.
1 Destroy upon receipt of cumulative
qQuantity register.
(2) Amount Register
(a) Cumuiative Registers (Record Copy)
1 Destroy 5 years atter end of proc-
€550 year.
(b) Weekly ano Monthiy Registers
1 Destroy upon receipt of cumulative
qQuantly register.

IR Manua! MT 1(15)59.26-9
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®

Item Description of records )
N and dispositioh authornizations

(a) Destroy 3 months atter data 1s re-
flected on the Monthly Report for the
pernod
338 DORMS Output Documents (Job No
NC1-58-82-8. ltem 338}
(1) Monthly Reports nciuding Input Error
Resoluton Reagisters  not elsewhere
covered
(a) Destroy 1 year efter end.of reporting
year ’
(2) Quanterly and Semi-annua!l repors
(a) Destroy upon recept of annua! re-
port covenng the same penod.
(3) Annual Reports.
(a) Destroy 2 years after end of report
year.
(4) Special Reports or reports other than
those covered above ¢
(a)} Destroy when no longer needed. but
no later than 2 years after enc of repon
year, whichever occurs first
339 DORMS  Data Files. {Job No
"NC1-568-82-9. ltem 339)
(1) Record copies of all DORMS fites, ma-
chine readable or hard copy
(a) Destroy 5 years after eng of year to
which data pertains
(2) Alt other copies
(a) Destroy when no ionger needed
(NOTE Records covering documentation
and processing are coverec by
RCS 301, GRS 20. "Machine
Readable Records”. Hese—345
Hhoug-340-are-reserves—Hor{o-

re—adaiions—to—the—BORMS

e
340. Examination Update (Form 5348). Used to
input data in the Audrt Information Manage-
ment System (AIMS)
(1) DESTROY 120 days after input to
AMFRZR as determined from the input
date. (Job No. NC1-58-85-20, item 340)
341. MIA/KIA Cases (AUSC only). Case files
contain photocopies of income tax returns,
transcripis of accounts and history sheets
showing all action and communications
made. AUSC processes all MIA/KIA cases
for the entre naton. Files contain informa-
tion as to dates when determination was
made that status changed from MIA 10 KIA
and other information that may be needed
to work  future  cases (Job  No
NC1-58-85-10. Item 341)
(1) DESTROY 25 years after end of proc-
essing year
(2) RETIRE to Federa! Records Center
when no longer needed in current
operations.

(HOTZ: Items 342 tnrougs 349
are reserveu for future
use.)



ftem Descriptionolrecords
Ao« anddspos honautaonzatonsd

AUDITINFORNMATION MANAGEMENT
SYSTEMS (AIMS WRaplacasAudits-Systemn
for-GontrotngRotunsininuontowand

The Auos Ir~‘y“:~_'.;v'- Manaagenent Systcn
(AINS s marita €N SEVITC CONtety e
W«—G—‘«—w—-‘—“&—&kw The fig
Crte  nerr o seth g et SEN o BN
ey penioe SOu e CO0, actnaly cooes, et of
returng in Exarn-at o~ and Appeald. The toliow-
ng recorgs are crealed and mantaned tor thie
S50
350 Dehvery ard ¢ Inventory Reports Com:-

puter gem—'azr: reports used to order tax

returns tor Exz~ynation Program (Job No

NC1-56-81-10 Htem 350)

(1) Destroy 1yea:r after processing yea’ or
after Inte'na’ Audit approval, whicheve: ts
earhe:

351 Computer Finaer Cards for Forms 708,

2290 and <635 Cards for all cases awa'!

INg Ciassiilah> . AMer Cates 8re Class v

cards a'c my.t o generatie labels and

charge-out  gocuments (Job No |

NC1-58-764 ltem 351)

(1) Destroy a“e’ 6 months

352 Selectea Case Card File. Cards hetd for
research purposes showing the district to
which case was transterred  (Jobr No
NC1-56-76-< item 352)

(1) Destroy &'ie: 6 months.

353 Muitiple Fue: Card File. Muttiple fiter cross:
reference hic or open cases in Examina-
tron. (Jot: No NC1-58-78-4, ltem 353)

(1) Destroy when case is closed

354 Audit Unpostabie Cards. Computer cards
showing wnich case is unpostabie and the
unpostable code (Job No. NC1-58-85-10,
item 354)

(1) Destroy 1 year after enc of processng
year in whicr closed, or when no longet
needed tor internal audit, whichever 1s
earher

355 Statute Cards Cards showing statute per
od cases i Examinaton (Job No
NC1-56-85-10. ltem 355)

(1) Destroy ater 2 yeavc

356

~7actuon was tak
needed for interna

357 Docketer lase Lhistings and Card File List-
ot al' cases appealed o the
US Tar Cout (Job No NC1-58-76-4,
term 357,

MT 1(15)56 26-¢ IK Mansa

Nk ESEAVED )
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Itery; Desscription of reords \
No and aisposiion authonzaiions

(1) Destroy ator 66Mays

358 Gift, Highway and Airway Use Tax Listing
A hstng recewved with finde' cards for
Forms 708. 2290 and 4638 cascs {(Job No
NC1-568-784, e 358)

(1) Destroy after 6 months

35¢ Certiica Mar Listing Listng showeng gt
cases that have had certified letters sent
(Job No N(C1-58-85-10. lem 359)

(1) Destroy after 3 years

360 Old Age Listing (IDRS) A kst of cases as
signed to employees and the date assigned
(Job No NC1-58-78—4, ltem 360)

(1) Destroy atter 1 weeh

361. BMF Listing Computer hsting showing the
BMF  selected for district and the date
shipped for the week (Jgb No
NC1-58-85H-10, item 361)

(1) Destroy atte” 1 yea’

362 Audit Adiustment Registe:. A hsting of Au-
dit Agjustments (Job No. NC1-58- 76—4
tem 362)

(1) Destroy after 30 days, or when no
longer needed n cumrent operations,
whichever is the longe: penod. unless the
Supervisory Auditor asks for them to be
retatned for a longer period

ing she
the week.
{1) Destroy aher
longer needed
whicheve

(1) Destroy aher 2
longer nes !
whichevg
Su‘

365. AIMS Re)ecf Backup Fiegleler Computer
Iisting showing cases rejected on AIMS.
(Job No. NC1-58-78—4, lte: 365)

(1) Destroy after 60 davs. or when no
longer needed n current operauons,
whichever i1s the longer peniod, unless the
Supervisory Auditor asks for them to be
retaned 1or 8 longe’ penod

366 AIMS Error Register. Computer listing
showing tne cases with errors (Job No

NC1-58-78-4, ltem 366)

IR Manua' MT 1{15)59.26-9

G A rTHS
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JDescnplion of records
and gispositron authonzations

Ile'n‘r
No

(1) Destroy atter 60 days. or when no
longer needed in current operatons
whicheveris the longer penod. uniess the
Supervisory Autitor asks for them (o be
retaricd for g longer penod

(Re ey

Transcaptot Accoun?! Transonptis used v

assessment verhcation (Jou No

NC1-56-85 10, tem 368) " -

(1) Destroy 1 year atier end of processing
yea', 0" when no 1onger needed in cutrent
operations, whichever s earher

Histonc File (Service Center) AIMS. This

file contains complete records of closed

cases since AIMS impiementatinn in tha!
service center. {(Job No NCi-58-8{-1C.

ltem 369)

(1) Destroy 3 years afler end of process-

ing yea
(NC)'[ (R

367
364

369

0 e

AUTOMATEDCOLLECTIONSYSTEM (ACS)

The Automated Collection System (ACS) i1s
martaned at the cal: sites and produces pape-
output at the service centers This file contains a
case load fie of open Taxpayer Delinquen: Ac-
court (TDAs) and Taxpayer Dehnguency Invest:
gaton (TDis) that have nol been dwectly as-
sianed to the field

400. ACS Dragnostic List Computer Listing of

unprocessible data records  (Job No

NC1-58-85-10, ltem 400)

(1) DESTROY after 6 months, or when no
longer needed in currem operations,
whichever is the longer penod unless Su-
pervisory personnel at the service center
ask for them to be retained for a longer
penod. (Job No. NC1-58-85-10, item
401)

Service Center Error List. Computer Listing

showing TDA, TDI, and Levy Data Records

that were unreadable by the ACS compute'.

(Job No. NC1-58-85-10, item 401)

(1) DESTROY atter 6 months. or when no
longer needed m current operatons.
whichever is the longer period, unless Su-
pervisory personnel at the service center
asks for them to be retamned tor a longe!
penod

Service Center DTR Error Report. Comput-

er Listing showing DTR records that we'e

unreadable by the ACS computer. (Job No

NC1-56-85-10, fter 402;

(1) DESTROY afte 6 months, or wher: no
longer needed N current operations
whichever s the longer penod, uniess Su-
pervisory personne! at the service center
ask for them to be retained for a longer

perniod

401.

402.

SLE ATTACHED 1R7LKD Fok ITLE

wrs
L

=i



M €
) - . . B '
.

INSERT ITEMS 370, 371 and 372

370. Centralized 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
returns.
(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, Miscellaneous Civil Penalty Assessment File - Coples of
Form 8278 (Computation and 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, Application and Public Voucher for Refund for Original Information, /
372. Rewards Claim Cases. pgith 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 reward, if
any is based. (NOTE: Where separate claims are filed in connection with
related taxpeyers, the retenﬁ”perlod commences when final action is taken
on the last related claim.)

(1) DESTRCY 3 years after close of case.




4

Records Conttol Schedule 206 ‘

ltem. - Description of records
No. and disposition authorizations

403. ACS Dylakor Management Reports. Com-
puter generated reports of inventory, roup
ﬁe ormance, terminal usage, etc. (J

C1—58-85—10 Item 403)

(1) DESTROY atter 30 days or when no
longer needed in current operations un-
less Supervisory personnel at the service
center ask for. therg to bo setained for &
tong-er period.

404. Telephone Look-u, cg List. Computer ener
ated listing of Al accounts that g
have a telephone number at the time oi
case insurance. (Job No. (NC1-58-85-10,
tem 404)

(1) DESTROY after 30 days, or after input
of telephone data to ACS, whichever is
the longer

405. ACS Aged Case Llst: . Computer generat-

ed listing of TDA and TDI cases more than
130-# 0id in ACS Bervice center Invento- et #M

ry genarated at the call site and transmitted

the service center. (Job No.
NC1-—58-85—10 item 405) .
(1) DESTROY when new listing is
received. '

.,\H '





