
·	 r-
REQUEST FOR RECORDS IW lSITION AUTHORITY 

(See trustriratto a-s en reverse) 

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

1. FROM (Agency or establishment) 

Department of the Treasu 
In accordance with the provisions of 44 2. MAJOR SUBDIVISION U.S.C. 3303a the disposition request,

Internal	 Revenue Service including amendments, is approved except 
fOT items that may be marked "dtspostnon3. MINOR SUBDIVISION not approved" or "'withdrawnM incolumn 10. Office of the Commissioner of Internal Revenue 

4. NAME OF PERSON WITH WHOM TO CONFER 5. TELEPHONE 

Sandra J. Myers or Tony Cincotta 202-535-3936 

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 will not be needed after the retentionreriods srecified; and that written concurrence from 
the General Accounting Office, under the provisions a Title 8 0 the GAO Manual for Guidance of Federal 
Agencies, 

Q is not required; 0 is attached; or 0 has been requested. 
TITLE 

fl'7,r-r~lA..I!E,-/,o~ ATIVE IRS Records Officer 

7. 9. GRS OR 10 ACTION 
ITEM 
NO. 

e. DESCRIPTION OF ITEM AND PROPOSED DISPOSITION SUPERSEDED 
JOB CITATION 

TAKEN (NARA
USE ONLy) 

Records Control Schedule 101 for the Commissioner's New Items 

Office 

The Commissioner serves as the chief executive officer 
of!the Internal Revenue Service (IPS). The Commissione 
is responsible for establishing tax administration poli y 
and developing strate5ic issues and objectives for 
strategic management of the IRS. The Commissioner is 
responsible for overall planning, directing, coordinati g,
and controlling the policies and programs of the IRS. 

The Deputy Commissioner serves as the chief operating
officer of the IRS and is the top career official. He 
or she assists and acts for the Camrr.issioner in 
establishing tax administration 
strategic issues and objectives
management of the IRS. 

policy and 
as a basis 

developing
for strategi 

The records contained in thls schedule are mgintained
by the Commissioner, Deputy Commissioner, as well as 
Special Assistant to the Commissioner, Assistants to 
the Commissioner, Assistant to the Deputy Commissioner, 
Chief of Staff, National Transition Executive, Director 
Office of Public Liaiscn, and the Director of the Small 
Business Affairs Office. 

115-'109 NSN 7540-00-634-4064 STANDARD FORM 115 (REV 3·91)
PREVIOUS EDITION NOT USABLE PreSCribed by NARA 

36 CFR 1228 

MAR I I 1997/J71f1' &-f1A. c.~~I ;UtuRt;:
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TO,	 NATIONAL ARCHrvES and RECORDS ADMlN1STRAnON (NIR)
WASHINGTON, DC 20408 

III accordance wlCt\ the provislOlls of 44 
U.S.C. 330321 the dis~oshlon request.Service	 including amendments, is 'ppro ...ed exc:ept
for Items that may be marked -disposition
1\01 'pproved- or .......,.lhdrawn· in cofumn 10.Incp.rnal Revenue 

S~dra J. Myers or Tony Cincotta 202-535-3936 

6. AGENCY CERTIFICATION 

I hereby certify that I am authorized to act for this agency in matters pertaining to the disposltion of its records 
and that tile records pro~sed for disposal on the attached __ page{s) are not now needed for the business 
of this agency or win not be needed after the retention periods syeCilied; and that written concurrence from 
the General Accounting Office, under the provisions of Title 8 0 the GAO Manual for Guidance of Federal 
Agencies, 

Q is not required; 0 is attached;	 or c=J has been requested. 
DATE.	 TITLESIGNATURE OF 'i9EN~Y REPRE~ENTATIVE 

IRS Records Officer ~~ 

7_ 
ITEM S. DESCRIPTION OF ITEM AND PROPOSED DISPOSITION 
NO. ,_._ ..

Records Control Schedule 101 for che Commissioner's 
Office 

The C~ssioner serves as the chief executive officer 
of :the Internal Revenue Service (IRS) _ The Corrrni.ssione 
is 'responsible for establishing tax administration poli
and developing strate5ic issues and objectives for 
strategic management of the IRS. The Ccmni.ssioner is 
responsible for overall planning. directing. coordinati 
and controlling the policies and programs	 of the IRS. 

The Deputy Commissioner serves as the chief operating
officer of the IRS and is the cop career official. He 
or she assists and acts for the Camrr.issioner in 
establishing tax administration policy and developing
strategic issues and objectives as a basis for strategi
management of the IP.$. 

The records contained in this schedule are maintained 
by the Commission~r. Deputy Commissioner, as well as 
Spec~al Assistant to the Commissioner, Assistants to 
the Commissioner, Assistant to the Deputy Commissioner,
Chief of Staff, National Transition Executive, Director 
Office of Public Liaison, and the Director of the Small 
Business Affairs Office. 

r approve the changes madeto this schedule 
Sandy Myers of my staff on January 6, 1997. 

I 

'15·109	 NSN 7$40·00·634-4064 
PREVIOUS EDIT.ION NOT U$A6LE 

" 

9.GRS OR 10. ACTION SUPERSEDED TAKEN (NARA
JOB CITATION USE ONLY) 

Net,.; Items 

y 

g. 

CUS Bl)d -

Ili\~1 
Sn;;;:;;NOAFtOFOAM 115 (REV. 3-91) r .. I PreSCribed by NARA 

VV. /11~'n. CF~36 1228 



Revision 1/6/97 

Records Control Schedule 101 for the Commissioner's 

Item No. Description of Record 

1 Correspondence Tracking 
System (1989 to Present). 
These records include the 
database, backup tapes, 
and paper printouts. 

A Database records 
contain control number, date 
of document, date received, 
assigned date, due date, 
subject, who the 
correspondence is from, and 
date correspondence is 
signed 

B Backup Tapes. 

c. Pnntout of Profile 
Sheets 

Log 

2 Telephone Logs. Records 
include logs to track the 
name, date, time, number 
and message of Incoming 
calls 

3 Trip Files. These records 
include correspondence to 
the Commissioner and the 
Deputy Commissioner 
concerning field visits or 

1 

Office 

Authorized Disposition 

Delete from database 2 
years after date 
correspondence IS Signed. 

Erase when 5 years old or 
when no longer needed, 
whichever is sooner. 

Destroy when the agency 
determines they are no 
longer needed for 
administrative, audit, legal or 
other operational purposes 

Cutoff at the end of the 
calendar year. 
Destroy when 2 years old 

Cutoff at the end of the 
calendar year. 
Destroy when 5 years old 

JAN 8 1991
 



Revrsion 1/6/97 

Records Control Schedule 101 for the Commissioner's 

Item No. Description of Record 

other trips of official 
business; Itineraries; 
pertinent bioqrapluc 
Information; general logistic 
Information, and thank-you 
letters written after 
completion of the trip. 

4 Events Database File. 

A. Database includes 
information used to control 
and track invitations 
received by the 
Commissioner 

B. Input documents include 
incoming correspondence 
requesting participation of 
the Commissioner, 

5 Executive Case Database 
File. Includes information to 
control and track the review 
levels of each conduct or 
ethics case received from 
Inspection or the 
Department of Treasury 
which require the Deputy 
Commissioner's approval. 
Note: Case files are maintained by 
the Chief Management and 
Administration, Office of Executive 
Support and are included in RCS 
301, GRS 1, Item 29. 

2 

Office 

Authorized Disposition 

Delete when the agency 
determines that it IS no 
longer needed for 
administrative, legal, audit, 
or other operational 
purposes. 

Cutoff at the end of the 
calendar year. 
Destroy after verification of 
database Information 

Delete when the agency 
determines it is no longer 
needed for administrative, 
legal, audit or other 
operational purposes. 

JAN 8 1997
 



Revisron 1/6/97 

Records Control Schedule 101 for the Commissioner's 

Item No. Description of Records 

6 Calendars/Schedules (1993 
to Present). These records 
document dally activities of 
all members of the 
Commissioner's office and 
are maintained electronically 
and in hard copy formats 

A Paper copies of 
calendars or schedules of 
the Commissioner or Deputy 
Commissioner. Arranged 
chronologically. 

Volume 9 c f 
Annual Accumulation 2 5 c f 

B. Paper copies of 
calendars belonging to all 
other members of the 
Commissioner's staff. 

C Electronic versions 
calendars. 

of all 

7. Reading 
present). 

Files (1993 to 

A. Copies of 
correspondence signed by 
the Commissioner or Deputy 
Commissioner that contain 
taxpayer information. 
Arranged chronologically. 
Volume 1 c f 
Annual Accumulation < 1 c f 

3 

Office 

Authorized Disposition 

Permanent. 
Cutoff at the end of the 
calendar year. 
Retire to the WNRC when 5 
years old 
Transfer to NARA in 5-year 
blocks when 10 years old. 

Cutoff at the end of the 
calendar year 
Destroy when the agency 
determines they are no 
longer needed for 
administrative, audit, legal or 
other operational purposes. 

Delete after verification of 
printed copy 

Permanent. 
Cutoff at the end of the 
calendar year 
Retire to the WNRC when 5 
years old with access 
restricted by Internal 
Revenue Code section 
6103. 

JAN 8 1997
 



Revision 1/6/97 

Records Control Schedule 101 for the Commissioner's 

Item No.	 Description of Records 

B Copies of 
correspondence signed by 
the Commissioner and the 
Deputy Commissioner that 
do not contain taxpayer 
information. Arranged 

chronoloqicellv, 

Volume 6 c f 

Annual Accumulation. 2 c f 

C Reading Files 
maintained by all other 
members of the 
Commissioner's staff 

D. Extra copies of 
correspondence maintained 
for reference purposes. 

8	 Subject Files (1993 to 
Present). These files 
consist of all records relating 
to a specific issue that 
requires the attention of the 
Commissioner or Deputy 
Commissioner Records 
Include. correspondence 
With other Federal agencies, 
state and local governments, 
private companies, 
organizations, Institutions, 
internal memoranda, staff 
and contractor studies, 
reports, and related records. 

4 

Office 

Authorized Disposition 

Permanent.
 
Cutoff at the end of the
 
calendar year.
 
Retire to the Washington
 
National Records Center
 
when 5 years old .
 
Transfer to NARA In 5-year
 
blocks when 10 years old.
 

Cutoff at the end of the
 
calendar year
 
Destroy when 2 years old
 

Destroy when the agency
 
determines they are no
 
longer needed for
 
administrative, audit, legal or
 
other operational purposes.
 

JAN 8 1997
 



Revrsion 1/6/97 

Records Control Schedule 101 for the Commissioner's 

Description of Records 
Item No. 

A Subject Files maintained 
by the Commissioner or 
Deputy Commissioner 
(1993 to Present). 

1 Files maintained 
on program or policy Issues 
that contain taxpayer 
information. Arranged 
alphabetical/y. 
Volume 2 c f 
Annual Accumulation < 1 c f 

2. Files on program 
and policy issues that do 
not contain taxpayer 
information. Arranged 
alphabetical/y. 
Volume 8 c f 
Annual Accumulation 2 c f 

3 Files containing 
records on routine 
administrative issues 

B Subject files maintained 
by the Staff of the 
Commissioner or Deputy 
Commissioner and the 
Office of Public Liaison 
(1993 to Present). 

1 Files containing 
records on program and 
policy issues that contain 
taxpayer information. 
Arranged alphabetical/y. 
Volume 12 c f 
Annual Accumulation 3 c f 

5 

Office 

Authorized Disposition 

Permanent. 
Cutoff at the end of the 
calendar year. 
Retire to the WNRC when 2 
years old With access 
restricted by Internal 
Revenue Code section 
6103. 

Permanent. 
Cutoff at the end of the 
calendar year 
Retire to the WNRC when 2 
years old 
Transfer to NARA in 5-year 
blocks when 10 years old 

Cutoff at the end of the 
calendar year 
Destroy when 2 years old 

Permanent. 
Cutoff at the end of the 
calendar year. 
Retire to the WNRC when 2 
years old with access 
restricted by Internal 
Revenue Code section 
6103. 

JAN 8 1997
 



9 

Revrston 1/6/97 

Records Control Schedule 101 for the Commissioner's 

Item No. Description of Records 

2. Files that do not 
contain taxpayer 
information. Arranged 
alphabetical/y. 
Volume 15 c f 
Annual Accumulation 4 c f 

3 Files containing 
records on routine 
administrative issues or 
housekeeping activities 
related to the 
Commissioner's complex. 

Speech Files (1993 to 
present). Copies of 
speeches delivered by the 
Commissioner and the 
Deputy Commissioner on 
tax administration Issues, 
the overall planning and 
direction of the IRS, and 
specific policies and 
programs 

Office 

Authorized Disposition 

Permanent. 
Cutoff at the end of the 
calendar year. 
Retire to the Washington 
National Records Center 
when 2 years old. 
Transfer to NARA in 5-year 
blocks when 10 years old 

Cutoff at the end of the 
calendar year. 
Destroy when 2 years old. 

6
 

JAN 8 1997
 



10 

Revisron 1/6/97 

Records Control Schedule 101 for the Commissioner's 

Description of Record 

A. Record copy of all
 
speeches delivered by the
 
Commissioner or the Deputy
 
Commissioner. Arranged
 
chronoloqicellv,
 
Volume 3 c f
 
Annual Accumulation 1 c f
 

B Working copies, drafts,
 
background Information
 
created and maintained by
 
the Commissioner's speech
 
writer
 

Congressional Testimony 
(1993 to present). 
Copies of testimony
 
provided to Congress on tax
 
administration, budget, and
 
policy Issues with related
 
background material. Note:
 
the official record copy is
 
maintained by the Office of
 
Legislative Affairs.
 

Office 

Authorized Disposition 

Permanent. 
Cutoff at the end of the 
calendar year 
Retire to the Washington 
National Records Center 
when 5 years old 
Transfer to NARA in 5-year 
blocks when 10 years old 

Cutoff at the end of the 
calendar year. 
Destroy when no longer 
needed for administrative, 
audit, legal or other 
operational purpose 

Cut off at the end of the 
calendar year. 
Destroy when the agency 
determines it is no longer 
needed for administrative, 
legal, audit, or other 
operational purpose. 

7
 

JAN 8 1997
 



11 

Revrsron 1/6/97 

Records Control Schedule 101 for the Commissioner's 

Item No. Description of Record 

Executive Conferences 
and Meetings (1990 to 
present). These 
conferences or meetings 
involve discussions of senior 
executives on program, 
policy, planning, and tax 
administration issues, ie, 
Executive Committee, 
annual business meetings, 
and all other senior 
executive meetings or 
conferences. 

A Agendas, Issue or 
briefing papers, handouts, 
final reports, minutes, or 
equivalent documentation. 
Arranged chronologically. 

Volume 16 c f 
Annual Accumulation 4 c f 

B Logistical documentation 
generated in preparation for 
each conference, i e., 
correspondence with hotels 
and participants, notification 
packages, printing requests, 
etc. 

Office 

Authorized Disposition 

Permanent.
 
Cutoff at the end of the
 
calendar year.
 
Retire to the WNRC when 5
 
years old.
 
Transfer to NARA in 5-year
 
blocks when 10 years old.
 

Cutoff at the end of the
 
calendar year.
 
Destroy when 2 years old.
 

8
 

JAN 8 1997
 



12 

Revisron 1/6/97 

Records Control 

Item No. 

Schedule 101 for the Commissioner's Office 

Description of Record Authorized Disposition 

Meetings with External
 
Organizations. These
 
records are a result of
 
meetings, both annual and
 
periodic, attended by the
 
Commissioner, Deputy
 
Commissioner, IRS
 
executives, staff members,
 
and representatives of the
 
Office of Public Liaison, with
 
the Commissioner's
 
Advisory Group, external
 
liaison/practitioner groups,
 
such as the American Bar
 
Association, National
 
Association of Enrolled
 
Agents, and Tax Executives
 
lnstmtute, Inc and other
 
similar groups The purpose
 
of these meetings IS to
 
share Information, discuss
 
trends/emerging Issues, and
 
receive feedback.
 

A. Commissioner's
 
Advisory Group (1953 to
 
present). These records are
 
a result of orientations,
 
public meetings, and
 
working sessions of the
 
Commissioner's Advisory
 
Group, which was
 
established under the
 

9
 



Revrsion 1/6/97 

Records Control Schedule 101 for the Commissioner's 

Description of Records 
Item No. 

Federal Advisory Committee 
Act (FACA). The records 
document the establishment, 
membership, policy, 
accomplishments, and 
recommendations of the 
group. 
Records Include copies of 
agendas, minutes, annual 
report, and related records 
pertaining to accomplish-
ments & recommendations 
Arranged chronologically (Job 
No NC 1-58-80-11 ) 
Volume 16 c f 
Annual Accumulation. 2 5 c f 

B Commissioner's Annual 
Meeting with External 
Liaison Groups (1993 to 
Present). These records 
document discussions on 
tax administration issues 
such as Increasing voluntary 
compliance, reducing 
burden on taxpayers, 
practitioners, and other 
external stakeholders, 
legislative and budget 
matters. 
Record Include copies of 
agendas, briefing papers, 
handouts, presentation 
materials, final meeting 
minutes. Arranged 
alphabetically and then 
chronologically. 
Volume 2 c f 

Annual Accumulation 1 c f 

10 

Office 

Authorized Disposition 

Permanent.
 
Cutoff at the end of the
 
calendar year.
 
Retire to the WNRC when
 
10 years old.
 
Transfer to NARA in 5-year
 
blocks when 20 years old
 

Permanent.
 
Cutoff at the end of the
 
calendar year.
 
Retire to the WNRC when 5
 
years old.
 
Transfer to NARA in 5-year
 
blocks when 10 years old.
 

JAI~ 8 1997
 



Revrsion 1/6/97 

Records Control Schedule 101 for the Commissioner's 

Item No. Description of Record 

C Quarterly Meetings with 
External Liaison Groups 
(1993 to Present). These 
meetings are attended by 
IRS executives, their staffs, 
and Office of Public Liaison 
staff to share and gather 
information on tax 
administration issues 
impacting taxpayers, 
practitioners and other 
external stakeholders. 
Representatives from major 
liaisorrpractitioner 
organizations attend these 
meetings. 
Records include 
correspondence, agendas, 
handouts, presentation 
materials, and minutes 
Arranged alphabetically and 
then chronologically. 

Volume 4 cf 
Annual Accumulation 2 c f 

D Logistical documentation 
generated In preparation of 
each meeting, ie, 
correspondence with IRS 
and external participants, 
and related records. 

Office 

Authorized Disposition 

Permanent 
Cutoff at the end of the 
calendar year 
Retire to the Washington 
National Records Center 
when 5 years old 
Transfer to NARA In 5-year 
blocks when 10 years old. 

Cutoff at the end of the 
calendar year 
Destroy when no longer 
needed for administrative, 
audit, legal or other 
operational purposes 

11
 

JAN 8 1997
 



Revision 1/6/97 

Records Control Schedule 101 for the Commissioner's 

Item No.	 Description of Record 

13.	 Presidential and Vice 
Presidential Tax Returns 
(1913 to present) * These 
original returns are 
forwarded to the Deputy 
Commissioner after 
processing and are retained 
permanently for pnvacy 
reasons 

"Note: These records contain 
Information subject to the disclosure 
limitations of section 6103 of the 
Internal Revenue Code 

Regional Office and 
District Office 
Consolidation 
Documentation These 
records relate to the 
dm....nslzlng efforts of the 
ms-
[\.Jote These recoH;ls will no longer 
accyrnYlate after tl=ledistrict	 office 
consolidation IS cornpleted In F"Y 
~ 

A. Planning/Implementation 
reoords (1995 to present) 
Include DIStFiot 
Off.ioe/Reglonal Offloe 
oonsolidation plans, Flsoal 
Year progress reports, 
correspondenoe with field 
and Headquarters 
exeoutives on transition 
Issues and related matters 

12 

Office 

Authorized Disposition 

Permanent. 

Note: This item was 
withdrawn based on 
conversation with 
RMarcus 10/96. Records 
covered under Planning 
Division Schedule. 

Cutoff at the end of the 
flsoal year. 
Retire to the Washington 
National Reoords Center 
'Nhen 5 years old 
Destroy when 10 years old. 

JAN 8 1997
 



Revision 1/6/97 

Records Control Schedule 101 for the Commissioner's 

Item No. Description of Records 

1 PrOJect Scheduler 6 
electroAic database files 
containing Information input 
by the field on staffing, 
positions, moving expenses, 
placement procedures, and 
transition planAing tasks. 
This data IS used for 
reference by the National 
Transition Staff and to track 
overall progress of the 
consolidation efforts 

a Paper caples of 
data, reports or 
interim status 
Information 

B. AdmlAistratlve Support 
records Include 
correspondence dealing 'It'ith 
Issues such as abolishment 
of POSitions, identification of 
non bargaining unit 
positions, and caples of 
orgaAlzatlonal placement 
pool listings prepared by 
Personnel Division 
Vglblme a G f 
A.nnblal ,1\GGblmbilatI9n Q 

Office 

Authorized Disposition 

Delete when the agency 
determines they are not 
longer needed for 
administrative, audit, legal or 
other operational purpose 

Destroy when the agency 
determines they are no 
longer needed for 
administrative, audit, legal, 
or other operational 
purposes. 

Cutoff at the end of the 
fiscal year. 
Retire to the 'A'NRC \uhen 5 
years old. 
Destroy vJhen 10 years old 

13
 

JAN 8 1997
 



Revision 1/6/97 

Records Control Schedule 101 for the Commissioner's Office 

Item No Description of Record Authorized Disposition 

15. Special Project or Study 
Files (1996 to present). 
Records relatmg to a 
specific project or study from 
inception to completion 

Record Include copies of Permanent. 
correspondence with Cutoff at the end of the 
Congress, commissions calendar year 
mandated by Congress, Retire to the WNRC when 5 
other Federal agencies, years old 
state and local governments, Transfer to NARA in 5-year 
private companies, blocks when 10 years old 
questionnaires, internal 
memoranda; final reports, 
surveys, survey results, test 
results, publications, and 
Implementation plans. 
Arranged alphabetically. 
Volume 1 c f 

Annual Accumulation Unable to 

determine at this time 

16	 Small Business Affairs 
Files (1994 to Present). 
These records document 
discussrons with trade 
associations, small business 
owners, the Small Business 
Administration, Congress 
and the White House 
dealing with concerns of the 
small business community, 
I e., Issues dealing with the 
regulatory reform, record 
keeping, education, and 
federal and state filing 
req uirements 

14 

JAN 8 1997
 



Revision 1/6/97 

Records Control 

Item No. 

Schedule 101 for the Commissioner's 

Description of Records 

A Record copies of
 
correspondence, studies,
 
audio/video SCripts, meeting
 
agendas, presentation
 
materials, minutes, and
 
related records documenting
 
activities & accomplish-
ments of the Small Business
 
Affairs program Arranged
 
a/phabetical/y.
 

Volume 1 c f
 
Annual Accumulation. < 1 c f
 

B Small Business
 
Database File contains
 
name, address,
 
telephone/fax numbers for
 
all small business contacts
 

1. Input documents
 
Include business cards
 

C. Record copies of
 
correspondence With
 
taxpayers regarding
 
requests for Information or
 
technical advice
 

D. Subject files containing
 
records maintained for
 
reference or Informational
 
purposes.
 

15 

Office 

Permanent. 
Cutoff at the end of the 
calendar year 
Retire to the Washington 
National Records Center 
when 5 years old 
Transfer to NARA in 5-year 
blocks when 10 years old. 

Delete when the agency 
determines It IS no longer 
needed for administrative, 
audit, legal, or other 
operational purposes 

Destroy after verification of 
database information 

Cutoff at the end of the 
calendar year. 
Destroy when 2 years old 

Cutoff at the end of the 
calendar year. 
Destroy when no longer 
needed for administrative, 
audit, legal, or other 
operational purposes 

JAN 8 1997
 




