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:"REOUEST:F·o·R RECbROS DISPtl$niON AUTHORITY. (See Instructions on reverse) 

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

1. FROM (Agency or establisltmentl 
Dl!ll_artment of Treasury .. 

2. MAJOR SUBDIVISION 
Internal Revenue Service (IRS) 
3. MINOR SUBDIVISION. 

Management and Administration 
4. NAME OF PERSON WITH WHOM TO CONFER 5. TELEPHONE 
Veronica Marco, Records Specialist 202-535-3936 x3028 
Adria Lipka, Records Officer 202-535-3936 x3082 

· ~ L:.. j BLANK (NARA use only) 

JOB NUMB}ty·-l~C<5 8 _ 11-3 
DATE RECEIVE%;--/ tf _99 

NOTIFICATION TO AGENCY 

In accordance with the provisions of 44 · 
U.S.C. 3303a the disposition request,
including amendments, is ~roved except
for items that may be mark "disposition
not approved" or "withdrawn" in column 10. 

DATE. 

1r-J3.Af1 a:i-"V!Jt~ 
6. AGENCY CERTIFICATION . V . 
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 5 page(s) are not now needed for the business 
of this agency or will not be needed after the retention periods specified; and that written concurrence from 
the General Accounting Office, under the provisions of Title 8 of the GAO Manual for Guidance of Federal 
Agencies, · 

lD .is not required; u is attached; or u has been requested . 

DATE SIG~m:nE~Yn~._ATIVE (\ 
TITLE 

4·21· 99 IRS Records Officer11n2 .L~..fl) National Office, M:S:RE.,;..,. ...W.J.S 

-'"' 
Adria A. Li~ka---- --..-::: I ._._ Washi~ton DC 20002 

7. 
ITEM 
NO. 

8. DESCRIPTION OF ITEM AND PROPOSED DISPOSITION 
·. 9. GRS OR 
SUPERSEDED 
JOB CITATION 

10. ACTION 
TAKEN(NARA

USE ONLY) 

Records Control Schedule 13 - Management and Administration 
{Additions) 

The records covered by this schedule are created and issued Servicewide as part 
of the IRS Directives systei)l for internal management documents. The 
approved disposition authority will be published as part of RCS 13 and will 
apply Servicewide. 

Disposition authority for IRS Directives was previously published in RCS 301, 
the General Record Schedules (GRS) 16- Administrative Records. Because the 
GRS does not cover "permanent" reoords and this series is potentially a 
"Pennanent" series.of records, it is required that this series be scheduled 
appropriately by submission to NARA of a proposed disposition authority. 
[IRM 1{15)59.31] · 

This item once approved will be published in the IRS Record Control Manual as 
part of Schedule 13. 

Concurrence: 

9.·t~~~o~ 
Leland N. Ke~ 
National Director, Real Estate Planning and Management Division " 

Date: ll-i~ :S· 

·­

115·109 NSN 7540·00·634-4064 STANDARD FORM 115 (REV. 3·91) 
PREVIOUS EDITION NOT USABLE Prescribed by NARA 
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DATE: 11/20198 ' MANAGEMENT AND ADMINISTRATION 	 1.15.2.13 

Item 
No. Series Description Authorized Disposition 

JotiNo, -
GENERAL ADMINISTRATION AND MANAGEMENT 

DIRECTIVES5 

SA1.u: P~per ftLords pn'or -to /CAS
Records include internal directives issued by the 

· Commissioner of the Internal Revenue Service (IRS) Jo elCist-. Paper ruord-5. qo(nCJ. betct:fo 
·~· 

or his/her designee. Examples of such issuances lCJ1 S were_. ~-s.U?Jere.d. ~ f-he- even+ 
include, but are not limited to, Delegation Orders, ··u~" 1_ Nl rfJ I'll! r.d c /'lrn _1'c W\fe!W 
Internal Revenue Manual Policy Statements, basic IVIVt'T 1',D, t:.--· f e.vOI 1 v (/\) t:.- Ol.:> } 
text, tax processing handbooks, Law Enforcement . ci.Ct+e_ re_fe f€.()Ce..5 -fD PD~( ·nu~e_ .been 
Manuals, and supporting case fii!'!S, if any. v! de..\eJ~d' Pape ( W'il \ be... re.-\-a In. td 1f 
A Records AVAILABLE to the public. 
· · 	 1//" 


1. 	 PAPER- 1-996 end Continuing v 
Records in this series include the directive 
and supporting case files, if any. Repord 
copies of supporting case files are captured 
as PAPER·records only. 
{~-fef-this-selieS"prior 
-to 1995, +hese reoo!G&-wefe-GGAVefted-tG-mic:r.ofilm+ 

a. 	 NOT converted to microfilm 

b. 	 CONVERTED to microfilm 
·(Note: 	Case files are in paper fonn only. 
Follow disposition instructions for "PAPER NOr 
converted.] 

c. 	 CONVERTED to CD-ROM 

e. 	 All other offices and copies for reference 
purposes .. 

+lr\e.._ pe()'Y\0n,en+ (teo ( d top VJ 1~(\ /vj
I+-	 V0s .n Dt be-en, Co()Yef..J.[d_ w 

(Y\ l~ Im or {V\ \cJD-h \ryt ~oes, (\ o+
e_'/lS+ 

.x., • ~ 
If?_ 	•~ !2.) 2.. jJ11

1-1/ftulf) 	 , I 

*PERMANENT* 
CUT OFF and CLOSE files at the end 
of the calendar year. Ntw 

TRANSFER to NARA one month after 
end of calendar year. · 

... 
DESTROY paper records AFTER 
verification of microfilm image within 1 
month of filming process. Microfilm New 

media will be inspected and certified in 
accordance with 36 CFR, Part 1230. 

* PERMANENT * 
CUT OFF and CLOSE files at the end 
of the calendar year. New 

TRANSFER to NARA one month after 
end of calendar year. 

DESTROY when superseded or 
obsolete. Earlier disposal is authorized 
if no longer needed for reference 
purposes. 
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RCS-13 : • • t • , __ "" : ~ · ·(r{f\!4SMITTAL: 1 VERSION: 2 

1.15.2.13 MANAGEMENT AND ADMINISTRATION DATE: 111201911 

Item. 
No. Series Description Authorize.d Disposition NARA 

.1o1> No. 

2. 	 ELECTRONIC-

Records consist of electronic copies/ 
versions created using office automation, 
such as WORD, WordPerfect, Lotus Notes, 
or similar software. 

a. 	 Official electronic copy- Office of 
Responsibility I Creation 
Copy maintained electronically by staff 
for access, correction, revision, or 
reference. 

b. 	 All other electronic copies 

3. 	 MICROFILM ­

a. 	 1918 - 1994 -Historical Master Set 
(Silver Halide) includes diazo copy, if 
available, along with any supporting 
case files, if any. 

b. 	 1995 and Continuing - Historical Master 
Set (Silver Halide and 2 diazo copies, if 
available) including any supporting 
case files. 

c. 	 IRS Chief Counsel Copy- Copy 
maintained in Chief Counsel library of 
Items a. and b. above. 

d~ 	 All other offices and copies for reference 
purposes. 

4. 	 CD-ROM-

These records consist of the Directives only. 
[NOTE: Supporting case files, if any, are in paper form 
only • Follow disposition instructions for "PAPER NOr 
converted.) 

a. 	 Starting 1997 and Continuing 

DELETE when 5 years old. 

DELETE after record keeping copy and 
official eh~ctronic copy have been New 

produced. 

* PERMANENT * 
SEE ITEM B.3.a. OF THIS SCHEDULE 

*PERMANENT* 
SEE ITEM 8.3.b. OF THIS SCHEDULE 

New 

RETAIN ON SITE in Counsel Library. 
DESTROY when no long~r needed or ­
when 50 years old, whichever is later. 
"Note: This item will not be retired to an FRC. 

DESTROY when superseded or 
obsolete..Earlier disposal is authorized 

New 
if no longer needed for' reference 
purposes. 

DESTROY when superseded, obsolete, 
or when 3 years old. Earlier disposal is 

New
authorized if no longer needed for 
reference puq>oses . .... 
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I. I '• ... 	 . . • q· TRANSMn:TAL: 1 VERSION: 2 	 RCS-13 

DATE: 11120198 MANAGEMENT AND ADMINISTRATION 	 1.15.2.13• 
Item 
No. Series Description . Authorized Disposition HARA 

.loll No. 

A. 4. CONTINUED: 

b. 	 IRS Chief Counsel Copy - Copy 
maintained in Counsel Library.· · 

c. 	 All other offices and copies for reference 
purposes. 

' 

B. Records NOT AVAILABLE to the public. 

c. CONVERTED to CD-ROM 

e. All other offices and copies for reference 
purposes. 

RETAIN ON SITE in Counsel library. 
DESTROY when superseded, obsolete, 
or when no longer needed. 
"Note: This item will not be retired to an FRC. It New 

is the responsibility of this officeto migrate or 
convert data to appropriate media as technology 
changes and to address media deterioration In 
order to retain data. 

DESTROY when superseded or 
obsolete. Earlier disposal is authorized 
if no longer needed for reference 
purposes. 

• PERMANENT • 
. CUT OFF or CLOSE file at the end of 
the calendar year. RETIRE to FRC 
within 6 months of end of calendar year. New 

TRANSFER to NARA wRetrs yeal sold. v..p u" r~~l..~Vi~ 
NOTE: These records have restricted access- C)~~~ C. Co '63 
Section 6103(a). ...... 

DESTROY paper records AFTER 
verifi~tion of microfilm image within 1 
month of filming process. Microfilm N.. 

media will be inspected and certified in 
accordance with 36 CFR, Part 1230. 

• PERMANENT • 

CUT OFF and CLOSE files at the e11d 

of the calendar year. RETIRE to FRC 

within 6 months of end of calendar year. 
 N... 

TRANSFER to NARA WReR ayears elel. ~r<~>"" ruol.J\)d... 
NOTE: These records have restricted access- 0 \- '~C... fol o 3. 
Section 61 03(a). 

DESTROY when superseded or 
obsolete. Eartier disposal is authorized 

New 

if no longer needed for reference 
purposes. 
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RCS-13 : ·• ·. -: ·. \. ' · f~SMITTAL: 1 VERSION:. 2 

1.15.2;13 MANAGEMENTAND AOMINISTRATION 	 DATE: \1/20198 ··' 
Item 
No. Series Description Authorized Disposition -JODNo. 

2. 	 ELECTRONIC ­

Records consist of electronic copies/ 
versions created using office automation, 

·Such as WORD, WordPerfect, Lotus Notes, 
or similar software .. 

a. 	 Official electronic copy- Office of 
Responsibility or Creation 
Copy maintained electronicplly by staff 
for access, correction, revision, or 
reference. 

b. 	 All other electronic copies 

3. 	 MiCROFILM-
This medium consists of both series of 
records, those available to the public and 
those with restricted access. The microfilm 
is a mixed series.. Restricted portions are 
marked by •#" and are intermixed with public 
information. 

a..	1918 -1g94 -IRS Record Set 
- Historical Master Set (Silver Halide). 
includes diazo copy, if available) along 
with supporting case files, if any. 

}5. 	 1995 and Continuing - IRS Record Set 
- Historical Master Set (Silver Halide 
and 2 diazo copies, if available) 
including any supporting case files. 

, c. 	 IRS Chief Counsel Copy- Copy 
maintained in Chief Counsel Library of 
Items a. and b. above. 

d. 	 All other offices and copies for reference 
purposes. 

~. 

DELETE when 5 years old. 

New 

DELETE after recordkeeping copy and 
official electronic copy have been 
produced. 

*PERMANENT i-e.sc./v:\:la ... 0 -\-.:I:RC. <,103 

TRANSFER to NARA upon ap~Feval gf 


New·UU& ss~ed• rle 
NOTE: These records have restricted access­
Section 6103(a). 

*PERMANENT t.:po"' C'""e!)ol..>~l)" o ~.l- RC.,Io3 

TRANSFER to NARA·.vhen 3 yea1s eta, 
New 

NOTE: These records have restricted access ­
Section 6103(a). 


RETAIN ON SITE in Counsel Library. 
DESTROY when superseded, obsolete, New 

or when no longer needed. · 
"Note: This item will not be retired to an FRC. 

DESTROY when superseded or 

obsolete. Earlier disposal is authorized 

if no longer needed for refer~nce 


purposes. 
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DATe: 11120198 MANAGEMENT AND ADMINISTRATION 1.15.2.13 
• . .' TRANS~11TTAL: 1 'VER.S~N: 2 ~- _,.) 

Item 
NARA 

Job No,No. Series Description 	 Authorized Disposition 

4. 	 CD-ROM-

These records consist of the Directives only. 
(NOTE: Supporting case files, if any, exist only in 
paper form and are not converted to CO-ROM. Follow 
disposition instructions for "PAPER NOr converted.] 

a. 	 Starting 1997 and Continuing 

b. 	 IRS Chief Counsel Copy- Copy 
maintained in Counsel Library. 

c. 	 All other offices and copies for reference 
purposes. 

Destroy when superseded, obsolete, or 

when 7 years old. Earlier disposal is 

N.,. 


authorized if no longer needed for 

reference purposes. 


RETAIN ON SITE in Counsel library. 

DESTROY when superseded, obsolete, 

or when no longer needed. 

*Note: This item will not be retired to ari FRC. It 
is the responsibility of this office to migrate or 
covert data to appropriate media as technology 
changes and to address media deterioration. 

DESTROY when superseded, obsolete, 
or when 5 years old. Earlier disposal is 
authorized if no longer needed for 
reference purposes. 
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