NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE

Schedule Number: N1-058-94-004

Some items in this schedule are either obsolete or have been superseded by new
NARA approved records schedules. This information is accurate as of: 2/28/2025

ACTIVE ITEMS
These items, unless subsequently superseded, may be used by the agency to

disposition records. It is the responsibility of the user to verify the items are still
active.

All other items not listed below remain active.

SUPERSEDED AND OBSOLETE ITEMS

The remaining items on this schedule may no longer be used to disposition records.
They are superseded, obsolete, filing instructions, non-records, or were lined off and
not approved at the time of scheduling. References to more recent schedules are
provided below as a courtesy. Some items listed here may have been previously
annotated on the schedule itself.

Item 2(2) Agency reported all records were destroyed. No more will be created.

Item 4(1) is superseded by DAA-0058-2021-0005-0001.

Item 4(2) is superseded by DAA-0058-2021-0005-0002.

Item 4(3) is superseded by DAA-0058-2021-0005-0003.

Item 4(4) is obsolete because the agency never created or maintained records under this item.

Item 30 (246) is superseded by DAA-0058-2013-0006-0001.

NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE

As of 2/28/2025 N1-058-94-004
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REQUEST FOR RECORDS DISPOSITION AUTHORITY

(See Instructions on reverse)

TO NATIONAL ARCHIVES and RECORDS ADMINISTRATION (NIR)
WASHINGTON, DC 20408

1 FROM (Agency or establishment) NOTIFICATION TO AGENCY
DEPARTMENT OF THE TREASURY
2 MAJOR SUBDIVISION In accordance with the provisions of 44
INTERNAL REVENUE SERVICE [8f Sli S 3303a tdhe disposition rsquest,
e : including amendments, 15 approved except
Real EstateManagement - 1 for 1items that mav be markeg “disposition

3 MIN&%S%%%}\?/:)SII‘ N_ Facilities Systems not approved” or “withdrawn” in column 10

4 NAME OF PERSON WITH WHOM TO CONFER|5 TELEPHONE DATE
Richard Schutz 535-3936 @—f‘{u‘ﬁé

Fm— —
e — o

UNI zZ STATES
6 AGENCY CERTIFICATION

I hereby certify that I am authorized to act for this agency in matters pertaining to the disposition of its records
and that the records proposed for disposal on the attached page(s) are not now needed for the business
of this agency or wif? not be needed after the retention@eriods sPecified; and that written concurrence from
the General Accounting Office, under the provisions of Title 8 of the GAO Manual for Guidance of Federal
Agencies,

is not required; I:. is attached; or D has been requested.

DATE SIGNATURE OF AGENCY REPRESENTATIVE | TITLE
‘3/30/9 V“&ﬂﬂﬂ”@c@w Records Management Officer

7. OR 10.
ITEM 8. DESCRIPTION OF ITEM AND PROPOSED DISPOSITION SUPERSEDED TAKEN (NARA
NO | JOB CITATION USE ONLY)

RECORDS CONTROL SCHEDULE (RCS) 206 FOR
SERVICE CENTERS

The records covered by this request for
Records Control Schedule 206 for IRS Service
Centers are created and maintained in
Internal Revenue Service Centers 1n carrying
out their functions pertaining to revenue
collection and accounting; processing,
analysis and disposition of tax returns,

tax i1nformation and documents and related
records; mailing of tax forms, transcription
of statistical information, and preparation
of special reports.

115-109 NSN 7540-00-634-4064 STANDARD FORM 115 (REV. 3-91
PREVIOUS EDITION NOT USABLE Prescrnibed by NAR

' 36 CFR 1228
JIN 2| 1895 7y W?‘?Z_‘; , VAT 1
e



Records Control Schedule 206 for Service Centers

ecords, reports,
chine control

(1) Record copies used
Service Center Man
Staff Reports Uni

copies provided to
sors and other working
pies than in (1) above.

==
ITEM DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION
NO.
1. \Wb{k Measurement Records.
(14) (Job~No. NC1-58-76-9, Item 4)

DESTROY 1 year after
data has been recorded
nd balanced.

60 days after
en recorded "

(3) Total Evaluation
Performance System (TEPS)
Quarterly Individual
Performance Summary Report
(IPSR)

DESTROY 2 years after
data has been recorded
and balanced.

NWY ML
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Records Control Schedule 206 for Service Centers
ITEM DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION "
NO.
2. Magnetic Media Management
(19) Records.

(Job Nos. NC1-58-82-9,
19 and NC1-58-85-10,

Item
Item 19)

(1) Semiannual and Annual
Inventory Records and
Reports. Monthly Inventory
Reports, Missing and
Destroyed Media Records
(including Forms 3220 used
with Transaction Code 1 for
addition or deletion of tapes
and disks).

(2) Forms 3220 (except
Transition Code 1)

DESTROY 2 years after
the end of the
processing year.

DESTROY 2 years after
end of processing year.

kly Master Listings,
un-File Listings

(4) Scratch Lists, Tape
Cleaning Listsg, Unpost

ster Listings

DESTROY 1 month
the end of
procesgai

ESTROY 1 month after
ompletion of action.

DESTROY 1 wee
processing week.

ter

NWY ML

DEC | 8 1995



Records Control Schedule 206 for Service Centers

NWML

DESCRIPTION OF RECORDS

related documents,
correspondence and exhibits.
(Job Nos NC1-58-81-14 and
N1-58-87-6, Item 58)

ITEM AUTHORIZED DISPOSITION
No.
3. U. S. Corporation Income Tax
(58) Returns, including all

Returns numbered and
essed January 1 through

(2) Returns numbered\ and
processed July 1 thro

December 31.

(3) Retuyrhs and related
s in potential refund
litigation case files.

RETIRE to the Federal
Records Center

beginning January
through March 3
following the

TIRE to the Federal
Records Center
beginning July 1
through September 30
following the year in
which numbered and
processed.

DESTROY 75 years after
end\of the processing

DESTROY 75 year

end of the processing
year.

OEC | 8 1995



Records

Control Schedule 206 for Service Centers

respect to the Organization
or Reorganization of Foreign
Corporation and Acquisition
of its Stock (Form 959).

ITEM DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION
No'

3. (4) Return by an Officer, RETIRE to the Federal
Cont. | Director, or Shareholder with | Records Center July 1

through September 30
following the year in
which numbered and
processed.

DESTROY 75 years after
end of the processing
year.

any taxahle year for which

the electipon is effective.

(b) Revoked or Termi
and has filed an 1120 DI
during any taxable year fo
which the election is
effective.

RETIRE to the Fe
Records Center
through Septe
following t

TIRE to the Federal
Records Center July 1
through September 30
following the year in
which numbered and
ocessed.

DESBROY 75 years after
end of the processing
year.

RETIRE tohe Federal
Records Centser July 1
through Sept
following the
which numbered and
processed.
DESTROY six years after
the election is
effective.

NWML

DEC | 8 1995



Records

Control Schedule 206 for Service Centers

DESCRIPTION OF RECORDS

ITEM AUTHORIZED DISPOSITION

No. -
3. Returns in penalty files.

Cont. | Retur

on which a penalty
has been essed, and cases
for which the

returns were
ered in the penalty
or supplemental series.

D 0Y 75 years after
the en f the calendar
year in wh penalties
were assessed
closed.

NWML

NEC | 8 1995



Records

Control Schedule 206 for Service Centers

— e

Item 1)

These records include all
Forms 706, 712, and related
schedules, correspondence and
documents such as wills,
affidavits of appraisals,
trust agreements, power of
attorney, briefs, etc., and
any related gift tax return
filed by decedent.

ered by Examination.

ITEM DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION
Nol
4, Estate Tax Returns.
(61) (Job No. NC1-58-83-10,

- RETIRE—to-the Federal
Records Center six
months after the
processing year in
which they were
renumbered, except for
those estate tax

eturns which contain
ﬁgéhs:%E;on skipping
transfe
DESTROY 75 year fter
end of the processi

(2) Generation-Skipping
Transfer Tax Returns and
related documents.

Y<dal .

RETIRE to the Federal
Records Center one year
after the end of the
processing year.

DESTROY 75 years after
end of the processing
year.

NWAML

DEC 1 8 1995
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Records Control Schedule 206 for Service Centers

NWWMI.

ITEM DESCRIPTION OF RECORDS | AUTHORIZED DISPOSITION
NO. |
4. (3 ile Folders - set up to HESTRGY when rel
Cont. | house réturns and related Grns are
| documents prios.to retlr- o the Federal
| examination and remumbhered ords Center.
DLN. These folders shou
| all be screened to ve any
| returns or cor ondence
that should“be processed and
fo ed to Examination.
(4) Returns and related RETIRE to the Federal
Documents in potential refund | Records Center 3 years A wnavel
litigation case files. after establishment of Vol
the file. ol
2 ew-F1
DESTROY 75 years after
establishment of the
file.
5. Taxpayer Application for a RETIRE to the Federal [
(55) Change in Accounting Period Records Center 1 year B e
(Forms 1128 or 8716). after the end of the Vol,
processing year. I o
DESTROY 4 years after
the end of the
processing year.

DEC | 8 1995
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Records Control Schedule 206 for Service Centers

——— = = —
ITEM DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION
NO.

6. Employment Tax Returns
(65) (Job No. NC1-58-78-4, Item
65)
d by employers and RETI o the Federal
covery withholding, social Regords Center
security, railroad retirement eginning January 2, |
and unemployment one year after the end
agreeing with the amo of the year in which
claimed as credit eturns were numbered
documents and respondence. |.\]a:hr'f'tI'I“*p::s.g‘ch:“‘t?fzsed.
DESTROY six ye€ after
end of the processin "
year.
7. Special Taxpayer List.
(76) (Job No. NC1-58-85-10,

Item 76)

(1) of names of all
persons, in ing wagering,
who have applied ecial
tax stamps.

lowing the
processing year.

end of the pr
year.

(2) Unnumbered Documents

DESTROY 1 year after __H
the processing year.

NAWAMIL

DEC | 8 1995



Records
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Control Schedule 206 for Service Centers

ITEM DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION
No'
8. | Social Security Tax
(78) | Correction Records and Logs

or Files Temporary SSN
Assigned. (Job No. NC1-58-85-
10, Item 78)

(1) Correspondence, forms and
documents used to correct
discrepancies in Social
Security tax account,
SSA-7000, Notice of
Self-Employment, & SSA-7010,
Notice of Determination of
FICA wages.

(a) Documents requiring no
action by IRS.

(b) Documents requiring
action by IRS.

DESTROY immediately.

DESTROY one year after
end of the year in
which correction was
made.

(2r~Logs or files on
tempora SN's assigned.
(Job No. NCI1=
Item 78)

(3} Listing of
sequence.
(Job No. NC1
Item 78

/

| DESTROY one year
end of the p

received.

NWWMI.

DEC | 8 1995



Records Control Schedule 206 for Service Centers

DESCRIPTION OF RECORDS

by domestic and foreign firms
to advise the names, amounts,
and types of income paid to
individuals.

ITEM AUTHORIZED DISPOSITION
NO.
9. Information Returns and
(85) related documents submitted

omestic Filed.
(Job No: -58-77-4,
Item 1)

(a) Associat
tax ret s

income

——

Y when related
income turns are
destroyed or re

(b) Residue of Information
Returns and Documents not
associated with related
income tax returns.

(Job No. NC1-58-77-4,
Item 1)

(c) Statement of Gambling
Winnings and Transmittal
(Form W-2G, W-3G, and 1099-R)
(Job No. NC1-58-85-10,

Item 85)

=

D DESTROY selected sample

30 days after data has
been converted to
magnetic tape, the tape
verified and sent to
the Martinsburg
Computing Center (MCC).

a)DESTROY nonselected

documents after sample
has been selected, but
not earlier than June
30th of the current
processing year.

DESTROY three years
after processing year.

( ose W=2's, with the
exception “opy C, which
will continue t returned
to the taxpayer.

(Job No. NC1-58-82-9,
Item 85)

DESTROY at the e
the processj year.

NWMI
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Records Control Schedule 206 for Service Centers

—

DESCRIPTION OF RECORDS

ITEM AUTHORIZED DISPOSITION
No.
9. (e) Information Return for DESTROY 60 days after
Cont. Federal Contracts and data has been

Tragsmittal (Forms 8596 and
8596%A). (Job No. N1-58-83,
Item )

(2) Foreigm Filed.
(Job No. NCIx58-77-4,
Item 1)

(a) Associat
tax returns.

with income

(b) Residue of Information
Returns and Documents not
assoclated with related
income tax returns.

(Job No. NC1-58-82-9,
Item 85)

1 Information Regturns
and Documents selecfed for
review.

ion Returns
not selected

2 Inform
and Document
for review.

converted to magneti
tape, the tape verj
and sent to the
Martinsburg Compdting
Center.

ied

oY retired.

DESTROY one year after
prodessing or

conversion to magnetic
tape.

DESTROY nuary 2,
following Xhe year
received.

nre | 8 a0



Records

Control Schedule 206 for Service Centers

Annyal Return of Foreign
with U.S. Beneficiaries
(Formx 3520 and 3520-A)

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

Item 85

(4) Internytional Boycott

Report, (Fo
(Job No. NC1
Item 85)

(5) Questionable Form W-
Program.

(a) Forms W-4 (Paper
Document)
(Job No. NC1-58-84-1,
85)

(Job No. NC1-
Item 85)

STROY seven years
after date of filing.

RETIRE to Federal
Records Center one year
fter end of processing

Control File
maintained by
service center.

ITEM DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION "
NO. .

9. ) Creation of or Transfer DESTROY seven years
Cont. | to\ Certain Foreign Trusts and | after date of fili

DWW MIL

DEC | 8 1995
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Records Control Schedule 206 for Service Centers
ITEM DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION
NO.
9. \“xxic) Form W-4 Penalty and DESTROY four years
Cont. Protagter Case Files. after the case begcmes
(Job Now pN1-58-88-3, inactive, based“on the
Item 85) "last stat date"
reflect on the W-4
Cont File maintained
by-~€éach service center.
10. Undelivered Information
(87) Returns (Copy B)

employers, p;
nominees the service
center oreign W-2).
(J os. NN-170-16, Item

, and N1-58-87-6, Item 87)

(2) All Forms 1099 issued by
Treasury, if research
indicates no new address and
no DLN is located to
associate with the form.

DESTROY upon receipt.

nFr | 8 1995
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Records Control Schedule 206 for Service Centers
ITEM DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION
NO.

11. \raxpayer Correspondence

(93) Fules.

(1F:Correspondence to and
from\the public requesting
informgtion, blank forms, or
publicadjons; notification
of change\of address; or
letters of\general inquiry
from taxpayexs or their
representativeg which do not
involve substanjive tax
liability questiogs, and
which when answered or
noted, complete the
correspondence and ha
value for a more extend
reference.

(Job No. NC1-58-80-6, Ite
93)

cle of
no

(2) Loose schedules; Form
1310, Statements of A£laimant
to Refund Due Decedsed
Taxpayer; copies/of death
certificate, eté., not
associated wi applicable
return.
(Job No. -170-16, Item 51)

(3) Corfespondence
maintagined in suspense file
ﬁ;ﬁ/ézsociated with returns
or/other documents.
4#Job No. NN-170-16, Item 93)

DESTROY when no lon
needed in current
operations, or whéen
administrative
are met.

\BEQSROY one year after
duendate for filing tax

DESTROY 30 days
file is closed.

(4) Request for copies of
tax returns.

(a) Request for Copy of
Tax Form or Individual
Income Tax Account
Information (Form 4506) or
correspondence received in
lieu of Form 4506, Prepaid
Fixed Fee. (Effective
October 1, 1983). Forms

NV ML

nre 1 8 (988



Records

. * g

Control Schedule 206 for Service Centers

NW ML

request a photocopy of a tax
return or transcript of
return information
accompanied with a
remittance. These records
are the Service Centers'
Accountable Officer's
official copy of receipts
for payments received from
the taxpayer. (Job No. NC1-
58-86-1, Item 93)

1 Paper records
without remittance.

2 Paper records with
remittance (converted to
magnetic tape and tape
verified or converted to
microfilm or microfiche).

3 Paper records with
remittance (not converted to
magnetic tape, microfilm, or
microfiche).

4 Magnetic tape,
microfilm, or micorfiche.

ITEM DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION
No.
11. submitted by a taxpayer or
Cont. taxpayer's representative to

DESTROY 45 days after
the request is closed.

DESTROY 45 days after
the request is closed.

RETIRE to the Federal
Records Center one year
after the processing
year.

DESTROY 6 years, 3
months after the
processing year.

RETIRE to the Federal
Records Center one year
after the processing
year.

DESTROY 6 years, 3
months after the
processing year.

An ol
vol.
Q80

Cv. Ft.

spondence
requesting copie
types of tax returns

DESTROY § after
équest is closed.

hﬁhﬁhﬁﬁﬁhﬁhhﬁhﬁh‘“‘“ﬁmﬁﬁ

NEC | 8 1995



Records Control Schedule 206 for Service Centers

ITEM DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION
NO.
11 Request by or for DESTROY when re
Cont. third parti must be estroyed.
forwarded for as Lation
with the related return
when there is a reas o
believe that alidity of
the re may be
ioned at a later date.
12. le Selection Sheets_and DESTROY a
(111) ification Records ion of annual
issued in the program upon
Compliance Meas notification by
ch Division,
NC1-58-85-10, Nationa ice.
Item 111)
13.
(112)
Item 112)
(1) BWH Manual Transactl DESTROY when next
Balancing Report, BWH eport is received or
Report, and BWH Er List whe o longer needed
Summary. in curr operations.
(2) =NCC Report DESTROY one yea ter
000-86) the fiscal year ends:
(3) Notice of Action for DESTROY when three
Entry on BWH File (Form years old.
8408), and related
documents.
14. Document Control Slips used | DESTROY upon completion
(113) to control and route of the annual program.
statistical documents in
service centers and which
are not returned with the
documents or returns
processed.Job No. NC1-58-
85-10, Item 113)

NWAIL

DEC | 8 1395



Records Control Schedule 206 for Service Centers
ITEM DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION
NO.

15. Document Register -- Block

(118) and Selection. Used to

establish and maintain
control of documents (block
listings) for returns and
related documents.

(1) Document Register

(Form 813).

(Job No. NC1-58-82-9,

Item 118) Identifies
documents with remittance
and those without remittance
for assessment.

(a) Master File:

B e

—BEGYREY—orr-redetzedd

2. Duplicate copy.

RETIRE to the Federal
Records Center three
years after the end of
the processing year.

DESTROY six years after
end of the processing
year.

(b) Non-Master File
1. Original copy.

2. DupXcate copy.

DESTROY when rela

s after end of the
rocessing year.

STROY 30 years after
en f the processing

year.

NW ML

|0
cubic P4,

NEC | 8 1995



Records Control Schedule 206 for Service Centers

Idexptifies documents and
remikstances processed
throu the Remittance
Processyng System.

(Job No.
Item 118)

(3) Encoder Tapes and Lo
and Lockbox Lister Tap
(Job No. N1-58-87-6,
Item 118)

) Duplicate copy used
ansmit SS-4 Forms.

ITEM DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION
No.
15. 2) Document/Remittance
Cont. Register (Form RPS 813).

RETIRE /to the Federal
Records Center one year
aft the end of the

prgcessing year.

ESTROY six years after
the end of the

processing year.

DESTROY six years after
d of the processing

year.

DESTROY when
returns are des

DESTROY when relategd
SS-4 Forms are
destroyed.

NWML
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wil b e



Records Control Schedule 206 for Service Centers

ITEM DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION
No.

16. Certificates of Deposits and

(146) | Debit Vouchers.

(1) Dep
(Job No. NC1-

kets (marked

DESTROY ears
er close of list
years

(2) Deposit Tickets (others).
(Job No. NC1-78-4,
Item 146)

RETIRE to the Federal
Records Center three
years after the end of
the list year or GAO
audit.

DESTROY six years and
three months after
period covered by the
account.

NIV ML



Records

Control Schedule 206 for Service Centers

ITEM DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION
NO.
17. \Natices of Refund Checks or
(151) | Bonds, Returned.
Notic;:\ghdxigrms supporting
closed, undelavered refund
check or bond c
equivalent forms uzed as a
follow-up to locate
taxpayers.
(1) Closed cases (afte ESTROY after the
taxpayer is located oTr check | catendar year in which
redeposited) the t ayer was
(Job No. NC1- located d case
Item 18) close:feﬁg\iq\which
undelivered chagk was
cancelled and 2§éﬁfteed
back to the taxpayé}*§\\
account,
(2) Open cases (all notices DESTROY 20 years
reflecting unresolved Pre-ADP | following the end of
undelivered refund checks and | the tax period
all unresolved NMF involved.
undelivered refund checks).
(Job No. NC1-58-80-6,
Item 151)
(3) Retu iles Copy with DESTROY th ars
related documents? Processing year.
(Job No. NC1-58-85-10
Item 151) \
18. Refund Stop Payment or DESTROY three years
(153) | Reissuance of Replacement after case is closed.
Check or Bond records
relating to refunds, stop
payments, errors in name or
designation of payee,
remailing of checks or bonds,
etc.
(Job No. NC1-58-85-10,
Item 153)

INWW ML



Records

. - *

Control Schedule 206 for Service Centers

ITEM DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION
NO.
19. Returned Taxpayers'
(157) | Uncollectible Checks,; Debit
Vouchers and Related
Correspondence, and
Dishonored Check File (DCF)
Documentation.
(Job No. NC1-58-85-10,
Item 157)
(1) Copies introduced through | RETIRE to the Federal
the processing system to post | Records Center after
debit transactions to the GAO audit or three full
master file. years after the close
of the list year,
whichever is later.
DESTROY six years and
three months after
the period covered by
the account.
copies, DESTROY ar after
including works of the
rocessing year in
dger account 1s
closed.
20. Trial Balance Registers.
(160) | (Job No. NN-170-16,
Item 86)
is required. LDESTRUY‘EQS#;;;;;#;;:;:#
completion of audit by
Reg ctor's
Office.
(2) Where audit is not DESTROY four years
required by Regional after the end of the
Inspector's Office. processing year.

RIS

NWAIL

‘}th|
Vel,

-
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Control Schedule 206 for Service Centers

DESCRIPTION OF RECORDS

(Forms 514-B, 2424,
3456, 3552, 3731, and
r other than transfer
identified

File {Account
hers and Posting
ared to effect

Remittanc
4620}). Vo
Documents pr
the transfer of an
assessment. T§}§ item also
relates to credit\transfer
vouchers used to t
credit entries on ta
accounts between Dist
Directors.

(1) Open or unapplied exc
collection documents.
(Job No. NC1-58-82-9,
Item 162)

(2) Closed gxcess collection
documents

(Job No./NC1-58-82-9,

ITEM AUTHORIZED DISPOSITION
No.

21. Jax Transfer Vouchers and

(162) | Excess Collection Posting

RETIRE to the Federal
Records Center five
ears after the end of
the processing year.

DESTRQY 30 years after
the end of the
process year.

RETIRE to e Federal
Records Cent one year
after the end “f the
processing year)

DESTROY five years
after the end of the
processing year.

(3) Tax Transfer Vouchers
(Forms 514-B) and Excess
Collection Posting Documents.
(Job No. NC1-58-80-6,

Item 162)

DESTROY eight years
after the end of the
processing year.

[T P
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Records Control Schedule 206 for Service Centers

—_——

(i

relating to the collection
and processing of
remittances.

(Job No. NC1-58-85-10, Item
166)

ITEM DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION
NO.
21. (4) Credit Transfer Voucher RETIRE to the Federal
Cont. (Form 2158). Records Center one year
Credit Transfer Vouchers used | after internal audit of
to transfer NMF Form 1042 accounts.
transactions to other service
centers. DESTROY six years after
(Job No. NC1-58-85-10, internal audit of
Item 162) accounts.
22. Revenue Reports and
(166) | Accounting Control Records

file or record

W
al Accounting

fice or when three
W
earlier.

(2) Accounting work copies.

RETIRE to the Federal
Records Center one
yeark after the end of
the reporting year.

P
DESTROY three years Y
after the end of
reporting year.

LY

NWY ML
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Records Control Schedule 206 for Service Centers

are associated with

remittances.
(Job No. N1-58-87-6, Item
168)

These records are used to
process payments and other
miscellaneous adjustments.

ITEM DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION
No.

23. Posting, Payment and

(168) | Adjustment Documents, which

(1) TD fer (Form

2650) used for IEE?LEE§:2323‘=
téifizfiHEEESEEE

DESTROY S/ACS
inal research

un ciated with
hard copy TDA :

(2) Forms 4349, Computation
of Estate Tax Due with Return
and Annual Installment, and
4351, Interest Computation -
Estate Tax Deficiency on
Installment Basis.

RETIRE to the Federal
Records Center 18
months after end of
processing year.

DESTROY 7 years after
the end of the
processing cycle.

other posting,
pPayment & djustment
documents (ot han
original tax returns

(3)

RETIRE to the Fed

processing year.

NWAIL
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Records Control Schedule 206 for Service Centers

—

ITEM DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION
No.

24. Unit Ledger Account Cards,

(173) | Documents, Registers and

Recaps, Remittance Registers

and Recaps, Lockbox
Remittance Registers and

Electronic Funds Transfers.
(Job No. N1-58-87-6,
Item 173)

(1) Paper records not
converted to disk pack.

) Account Cards that
d (Paid in full,
abated, and

1 te-offs).

are c
subsequen
small debit

(b) All other acco
cards after the col
statute expirati
expired.

date has

RETIRE to the Federa
Records Center th

IRE to the Federal
s Center three

DESTROY 20 vyears
the end of the
processing year.

(c) Document Registers
and Recaps, Remittance
Registers and Recaps and
Electronic Funds Transfers.

RETIRE to the Federal
Records Center three
years after the end of
the processing year.

DESTROY 20 years after
the end of the
processing year.

NWAIL



Records Control Schedule 206 for Service Centers

— ==

) Account cards that
are opan or closed but loaded
onto the\database (Paid in
full, subzsequently abated,

and small
needed) .

and Recaps, a

bit write-offs as
Dosument Registers
Remittance

Registers and Rycaps.
l. Paper Records.
2. Disk.
3. Migfoform

ITEM DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION
NO.

24. ) Paper records converted

Cont. | tondisk pack.

DESTROY 20 years after
conversion to disk.

ssing year, erase
use disk.

RETIRE ty the Federal
Records Center

immediately\ after
microfilmingN\and film
verification.

DESTROY 20 years wfter
conversion to disk®

NWAIL
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NWAIL

expiration date has

ITEM DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION
NO.

24. (b) All other account
Cont. after the collection

processing yea
which expired, er
and reuse disk.

3. Microform.

RETIRE to the Federal
Records Center
immediately after
microfilming and film
verification.

DESTROY 20 years after
the end of processing
year in which expired.

e
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Records Control Schedule 206 for Service Centers

ITEM DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION
NO.
25. Accounting Reports not
(174) | covered elsewhere in this
schedule and which are not
subject to GAO onsite audit.
(1) Record copy. RETIRE to the Federal
(Job No. NC1-58-85-10, Item Records Center two
174) years after the end of
the reporting year.
DESTROY three years
after the end of
reporting year.
(2) Duplicate copies. DESTROY one year after
(Job No. NN-170-16, the end of the
Item 89) reporting year or when
no longer needed in
current operations,
whichever is sooner.
26. Historic Transcripts related | DESTROY five years
(178) | to closed accounts. after the end of the
(Job No. N1-58-87-6, Item processing year.
178)
27. Transcripts of Accounts DESTROY five years
(183) | requests and related after the end of the
documents. processing year, or
(Job No. NC1-58-80-6, when no longer needed
Item 183) in current operations,
whichever is sooner.
28. Payment Tracers. RETIRE to the Federal
(185) (Job No. N1-58-87-6, Records Center two
Item 185) years after payment
tracer is closed.
DESTROY six years and
three months after
payment tracer is
closed.

NV AMIL
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Records Control Schedule 206 for Service Centers

Item 246, Job No. NC1-58-85-
10, Item 227, and Job No. N1-
58-87-6, Item 307)

These records include Block

Completion Lists for EPMF,

. IMF, BMF, NMF, and IRAF; and
| documentation of closed aged
| Service Center Control File

| (SCCF) historics related to

Form 6752 (Return Non-Refile
Flag).

(1) Listing

(2) Microfiche

=
ITEM DESCRIPTION OF RECORDS | AUTHORIZED DISPOSITION
No.
29. Special Activity Report.
(245) | (Job No. NC1-58-85-10,
Item 245)
A periodic report which shows | DESTROY two years after
any action taken by an IDRS the end of the
user to the account of any processing year.
IRS employee or his or her
spouse.
30. Block Completion Lists
(246) EPMF). (Job No. N1-58-87-1,

DESTROY 30 days after
receipt of microfiche.

DESTROY seven years
after end of processing
year.

NWWMI.
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ITEM
No.

DESCRIPTION OF RECORDS

AUTHORIZED DISPOSITION

31.
(254)

IDRS Audit Trail -- History
Record of Command Codes
(Magnetic Tape) and Extracts.
(Job No. NC1-58-85-10, Item
254)

An audit trail produced daily
by the IDRS Security System

| Weekly and monthly cum files

are produced. The daily and
weekly audit trail files may
be disposed of in accordance
with existing procedures once
the monthly cum file is
produced and retained. It
contains records of all
command codes input to IDRS
and includes pertinent
reference information, e.g.
TIN, MFT, Tax Period Date,
Time, Terminal ID and
Employee Number.

DESTROY six years after
the end of the
processing year.

32.
(261)

Employee Profile Security
File/Unit Command Code
Profile Report.

(Job No. NC1-58-80-6,
Item 261)

A record of IDRS employee
security profiles compared to
their unit's profile. Those
profiles in excess of the
units profile are
highlighted. Used to monitor
IDRS capabilities. Must be
produced at least monthly.

DESTROY one year after
the date of the
listing.

NW ML
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Control Schedule 206 for Service Centers

6, Item 271)

A permanent record that
associates the IDRS user
employee's name and SSN with
the employee number for the
purpose of maintaining an
audit trail. The record will
include the date that the
employee number was assigned
and the date that assignment
was terminated.

(1) Hold each page current
until all the employee number
assignment(s) have been
terminated.

——
ITEM DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION
NO.
33. Master Record of Employee
(271) | Numbers. (Job No. NC1-58-80-

DESTROY six years after
the latest number
assignment (s)
termination.

-
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Item 306)

(1) Missing FRB Transmittals.
A daily listing printed after
seven days lag from SC
received date indicating the
SC record had posted to SCCF
but the FRB record has not.

(2) Missing Depositary
Transmittals. A daily
listing printed after seven
days lag from the FRB Day
Batch date indicating the FRB
verification record has
established a SCCF module but
the related SC record has not
yet posted.

(3) FRB/Depositary
Transmittal Amounts
Difference. A listing
indicating that both a SC
record and an FRB record have
posted to SCCF but
transmittal amounts are not
equal.

ITEM DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION
NO.

34. FTD System Transmittals

(306) | (Job No. NC1-58-85-10,

DESTROY all
transmittals three
months after date of
listing or when no
longer needed in
current operations,
whichever is earlier.

NWMIL
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Records Control Schedule 206 for Service Centers

35
(312)

Receipts Summary is used as

a tape release.

(1) List. (Job No. HNC1-
85-10, Item 312)

DESTROY 18 months after
l.end of processong year
qu 1 year after

rnal audit of

ions, whichever

in

for them to be retai
for a longer period.

DEC 1 8]

LAY
oo,
'-"'I



o

Records Control Schedule 206 for Service Centers

(316)

(Job No. N1-58-87-6, Items
316, 317, 320 and 321)

(1) FRB Day Classified
Report: A computer generated
report that reflects the
matching of FRB verification
records for a specific day
with the commercial bank
transmit tals input. The
report lists the tax
classification of those items
matched and classified, each
item where adjstments to the
block are required, the
verification cards input
where there is no matching
commercial bank transmittal
on the SCCF, and the amount
the SCCF not et classified.

(2) Subsequently Classified
for FRB Day Report: A report
reflecting subsequent
classification of those items
reported as unclassified on
the FRB Day Classified
Report.

(3) Federal Reserve Bank Day
Classified Report Balancing
Proof (Form 5804): A
verified record attached to
the report showing it was a
balanced report.

(4) Subsequent Day Classified
Report Balancing Proof (Form
5805): A form used if there
is any classified amount
shown on the report of if
there is any change to
unclassified totals.

———— . — ——
ITEM DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION
No.

36. FRB Classified Reports.

DESTROY all reports
three years after the
close of the processing
year unless the
Supervisory Auditor at
the service center
requests that they be
retained for a longer
period.

NI ML
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ITEM DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION
NO.
37. FRB Verification List
(323) | Received from the FRB's.
(Job No. N1-58-87-6,
Item 323)
List showing individual DESTROY 12 months after
advices of credit which total | date of listing unless
to their related deposit the Supervisory Auditor
ticket. at the service center
requests that they be
retained for a longer
period.
38. Statute Cards.
(355) | (Job No. NC1-58-85-10,
Item 355)
Forms 895 or equivalent DESTROY after one year
(including automated systems) | or when no longer
showing statute period cases | needed in current
in Examination. operations, whichever
is earlier.
39. AIMS Duplicate Record Report
(363) | (ADRR)
DESTROY after 60 days,
A weekly computer printed or when no longer
listing identifying taxpayer | needed in current
accounts currently under AIMS | operations, whichever
control, that have been is the longer period,
received again from the unless the Supervisory
Master File. Auditor asks for them
to be retained for a
longer period.
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Revision to Records Control Schedule 206 for Service Centers

TRy
Item Nr. Description Actions Vol./
Cu.Ft
1 Work Measurement Records Renumbered. New sub-para 3.
2 Magnetic Media Management Records New sub-para (1) and (2).
3 U.S. Corporation Income Tax Returns Title changed per our Chief Very Low
Counsel's Office. Renumbered.
Destruction disposition added to
item (4)
Sub-para (5)(c) unchanged.
4 Estate Tax Returns Sub-para (2) - Title revised and -1 cu.ft
forms reference deleted. per year
Retirement provisions added.
Sub-para (4) - disposition is 2 cu.ft
system-wide.
5 Taxpayer Applicatiom for a Change in New Item 55. 11 cu.ft
Accounting Period
6 Emp loyment Tax Returns Reference to forms numbers deleted.
7 Special Taxpayer List New sub-para (2).
8 Social Security Tax Correction Records and Form SSA 7010 added. New sub-paras
Logs or Files Temporary SSN Assigned (a) and (b) and disposition added.
9 Information Returns Sub-para (b) disposition for
selected sample reduced from 60
days to 30 days. Disposition for
nonse lected documents remains.
Sub-para (c), items (1),(2), and
(3) deleted - requires further
research by Taxpayer Service.
10 Undelivered Information Returns (Copy B) Renumbered. New sub-para (2).
11 Taxpayer Correspondence Files Sub-para (4)(a), items 1,2,3 and 4 280
reworded. cu.ft
Service-
wide
12 Sample Selection Sheets and Data Responsible office is now Research
Identification Records Division.
13 Backup Withholding (BWH) Program Sub-para (3) edited and disposition
changed from 6 years to 3 years.
14 Document Control Slips Job number added.
15 Document Register Sub-para (1)(a), items 1 and 2 16 cu.ft
numbered.
16 Certificate of Deposits and Debit Vouchers Sub-para (2) adds retirement to the 30 cu.ft
FRC and increases destruction from
3 years to 6 years.
17 Notices of Refund Checks or Bonds Returned Sub-para (2) - disposition changed
from RETAIN.
18 Refund Stop Payment or Reissuance of Destruction increased from 1 year
Replacement Check or Bond to 3 years.
19 Returned Taxpayers' Uncollected Checks, DCF added to title. Retirement to 150
Debit Vouchers, and Dishonored Check File FRC added. Destruction changed and cu.ft
(DCF) Documentation reworded from 3 years to 6 years, 3
months.




NIV ML

Revision to Records Control Schedule 206 for Service Centers

e e
Titte Nr. Description Actions Yolf “
Cu.Ft
20 Trial Balance Registers Sub-para (2) - retirement provision 15 cu.ft l
added. Destruction increased from 2
years to 4 years.
21 Tax Transfer Vouchers and Excess Sub-para (3) and (4) - extraneous
Collection Posting Documents language removed - word processing
glitch.
22 Revenue Reports and Accounting Control Job Number corrected. Sub-para (2) 16 cu.ft —_
Records edited. Destruction increased from
1 year to 3 years.
23 Posting, Payment and Adjustment Documents | New sub-para (2). 7 cu.ft
24 Unit Ledger Account Cards, documents, Electronic Funds Transfers added to
Registers and Recaps, Remittance title and sub-para (1) (c). Sub-
Registers and Recaps, Lockbox Remittance para (2)(a)3 - WRITE and ERASE
Registers, and Electronic Funds Transfers | deleted (word processing glitch).
Sub-para (2)(b)3 - destruction
disposition remains.
25 Accounting Reports Sub-para (1) - edited. 10 cu.ft
Sub-para (2) changed to "Duplicate"
copies. Retirement provision
deleted. Destruction changed from 3
years to 1 year and edited.
26 Historic Transcripts related to closed Destruction disposition increased to
accounts 5 years from 3 years.
27 Transcripts of Accounts Destruction disposition increased to
5 years from 6 months.
28 Payment Tracers Destruction disposition increased to | 283
6 years from 3 years. cu.ft
29 Special Activity Report Destruction disposition increased
from 1 year to 2 years.
30 Block Completion Lists (BCL) Completely revised to include items
227 and 307, which will be deleted.
31 IDRS Audit trail - History Record of “Extracts" added to the title.
Command Codes (Magnetic Tape) and Destruction disposition increased
Extracts from 3 years to 6 years.
32 Employee Profile Security File/Unit

Command Code Profile Report

Destruction disposition increased
from 6 months to 1 year.

Master Record of employee Numbers

Destruction disposition edited.

FTD System Transmittals

Job number corrected.
para (c) deleted.

Former sub-
Items renumbered.

|35

FTD TEP Good Tape Release List Summary

No change. Deleted from this

submission.

36

FRB Classified Reports

Job Number added. "Day" deleted
from title. Items 317, 320 and 321
included and will be deleted from
schedule. Destruction remains the
same.
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FRB's

deleted. Text edited. No change
in disposition.

==
item Nr, Description Actions vol./
Cu.Ft
37 FRB Verification List Received from the Tit le changed. Sub-para (2)

38 Statute Cards Text edited. Destruction
disposition decreased from 2 years
to 1 year.

39 AIMS Duplicate Record Report (ADRR) New item. Destruction disposition

decreased from 90 days to 60 days.
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