REQUEST FOR RECORDS DISPOSITION AUTHORITY

LEAVE BLANX

{See Instructions on reverse) JOB NO

TO GENERAL SERVICES ADMINISTRATION,
NATIONAL ARCHIVES AND RECORDS SERVICE, WASHINGTON, DC 20408

Ne) SF-5/-F

1 FROM (AGENCY OR ESTABLISHMENT)
Department of the Treasury

U.S.

DATE RE%M 5-7/;‘?/

2 MAJOR SUBDIVISION
Internal Revenue Service

NOTIFZATION TO AGENCY

3 MINOR SUBDIVISION
Facilities Management Division

4 NAME OF PERSON WITH WHOM TO CONFER 5 TEL EXT

In accordance with the provisions of 44 US C 3303a the disposal re
quest. including amendments, s approved except for items that,may
be stamped “'disposa’ not approved™ or “withdrawn™ in column 10

WITHDRAW

Raymond A. O'Brien, Jr. 376-0593 Dare

Archnnnt of the United Statens

6 CERTIFICATE OF AGENCY REPRESENTATIVE

I 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 __8 __ page(s) are not now needed for the business of
this agency or will not be needed after the retention periods specified.

(] A Request for immediate disposal.

B Request for disposal after a specified period of time or request for permanent

retention.
C DATE D SIGNATURE OF AGENCY REPRESENTATIVE E TITLE
¥ 20-8] /{iz‘Luiﬂ :Z£Lh4“*%VL’ Manager, Records Management Program
7 DESCRIP 9
ITEM NO (With Ingluswe Dg:e?ngRgZnlt.lrfr?ﬂpenods) SAMPLE OR Acﬂo:quAKEN
JOB NO
The items contained in this Request recom- WITHDRAWN
additions, changes, and clarifications to
Gener Schedule 1 - Civilian Personnel Records,
as theyN\relate to the Internal Revenue Service.
1. 4, Offers Employment Files. Correspondence,
letters, d telegrams offering appointments
to potenti emp loyees.
(a) Accepted fers.
(1) DestroyNpon establishment of the
Official rsonnel Folder.
(b) Declined Offers.
(1) If name is certN\fied from an OPM
Register.
a. Return to OPM wi and
application.
(2) If name is certified from
Register.
a. Destroy when 6 years old.
233 (ews
115-107 STANDARD FORM 115

‘I D8 ey o Nkn«‘:&%m'%,.m.ga

Revised April, 1975

Prescribed by Genera! Services
Administration

FPMR (41 CFR) 101-11 4



. Requést for Records Disposition Authority — Continuation

JOB NO °

PAGE OF 8

7"
ITEM NO

8 DESCRIPTION OF ITEM
{(With Inclusive Dates or Retention Periods)

9
10
SARB R | ACTION TAKEN

5.

(3)

(4)

Certif

ates of Eligible Files.

Temporary or excepted appointments.
a. File inside application.
All others.

a. Destroy immediately.

(a)

(b)

for paf‘ing over a preference eligible,
and seléy

rating and ranRing of applicants and all
X} certification is based|

{ificates of Eligibles from OPM

ting a non-preference eligible.

ears old.

Center

3. 7. Position Classification Files.

(2)

series, .
responsibilities, ons
requirements.

a. If standard is superseded.
l. Destroy immediately.

b. If standard is abolished.

1. Destroy 3 years after abolish

ment.

Development. Memoranda, correspon-
dence, and other records relating to

WITHDRAWN

WITHDRAWN

) —

h

115-203

Four copies, including original, to be submitted to the National Archives

GI'O 1975 ¢» - 579-387

STANDARD FORM 115-A

Revised July 1974

Prescnibed by General Services
Administration

FPMR (41 CFR) 101—11 4



Requést for Records Disposition Authority — Continuation

JOB NO

PAGE OF 8
3

7 .
ITEM NO

8 DESCRIPTION OF ITEM
(With Inclusive Dates or Retention Penods)

9

AMPLE OR 10
s 108 Eoo ACTION TAKEN

the development of standards for classification
of positions peculiar to the Service and OPM
approval or disapproval.

a. Destroy with corresponding standard.

(b) \ Position Descriptions . . . . .

Classification Survey Reports. Surwy
hNeports on various positions prepared by
assification specialists. Included is
A\Quarterly Senior Executive Service

a. Des\roy when 3 years old, or 2 years

(2) Inspection, it, and Survey Files. . . .

(d) Appeals Files. Case
cation appeals.

iles relating to classifi-

(1) Authoritative inter\retation of the classi-—

fication standard.
a. Maintain in Personn§l Office.
(2) Remainder of case file. ‘-

a. Destroy 3 years after cad e is closed.

15. Employment Applications. \

(a) Applications to an OPM Register (Standgrd Form
171) and related records.

(1) Destroy upon receipt of OPM inspectidy
report, or when 2 years old, whichewve
earlier, provided the requirements of
Chapter 333, Section A-4 are observed.

WITHDRAWN

115-203

Four copies, including original, to be submitted to the National Archives

GPO 1975 O - 579-387

STANDARD\FORM 115-A

Revised July 1974

Prescribed by General Services
Administration

FPMR (41 CFR) 101-114



Request for Records Disposition Authority — Continuation JOB NO

PAGE OF

4 8

7
ITEM

"NO

8 DESCRIPTION OF ITEM
(With Inclusive Dates or Retention Periods)

9

AMPLE OR 10
S OB EOO ACTION TAKEN

(b) Applications to IRS Register Files.
(1) Job interest cards.
a. Destroy when 9 months old.

) Cards or documents which record eligibility
for an IRS job.

a. Destroy when 7 years old.

b\ Retire to Federal Records Center when
2 years old.

(3) EligXle applications (SF 171) and related
recordg on active file.

a. Destfoy uon termination of register
unlesy eligible to be placed on new
registar.

(4) Eligible appNcations (SF 171) and related
records on inad¢ctive IRS files.

a. Destroy 6 mogths after placement on
inactive regiXter.

(5) Cancelled and inelidjble applications.

a. Destroy when 1 yea old or return to
applicant.

(c) Temporary or Excepted Service Appointments.
(Filed in Official Personnel Folder if
appointed.)

115-203

Four copies, including original, to be submitted to the National Archives

GPO 1975 O - 579-387

STANDARD FORM 115-A

Revised July 1974

Prescribed by General Services
Administration

FPMR (41 CFR) 101-11 4



. B
Request for Records Disposition Authority— Continuation JOB NO ngE oF
9
. RIPTIO F ITEM 10
ITEN7| NO . {(With |nr8:|ugnsgga:ellorNRgennon Penods) S/_\J'SSLEOOR ACTION TAKEN
(1) Destroy when 2 years old, or after
Office of Personnel Management in-
spection, whichever is sooner.
) Applicant Supply File. (Includes appli-
cations of employees on temporary or ex-
cepted appointments),
1) Destroy when 2 years old, or after
Office of Personnel Management in-
spection, whichever is sooner.
5. 2. Health U\t Control Files. Logs or registers WITHDRAWN
reflecting\daily number of visits to dispen-
fﬁx saries, firgt aid rooms, and health units.
b4 9
4;?‘ (a) If info pyation is summarized in stati-
!ﬂﬁ stical r
(1) Summarf\
a. Xoy when 4 years old.
(2) Logs or reyisters.
a. Destro'\when 3 months old.
(b) If information iéxnot summarized.
(1) Destroy when 4 Years old.
6. 29. Labor Management Relations\ Records. WITHDRAWN
(a) Labor Management Relatyons General and
Case Files. Correspondeygce, memoranda,
reports and other recor relating to
the relationship between Wanagement and
employee unions or other oups.
(1) Destroy when 5 years ol or when
obsolete, whichever is lager.
(b) Labor Arbitration General and se Files|,,
(c) Contract Grievance Files. Correspondence,
forms, and background papers relatNng to
contract grievances which are not pealed
to arbitration.
(1) Destroy 1 year after the close of \the
agreement under which the action i
grieved.
115-203 Four copies, including original, to be submitted to the National Archives STANDARD FORM 115-A

Revised July 1974
Prescnibed by General Services
Administration
GPO 1975 O - 5792387 FPMR (41 CFR) 101-114



<

+ Request for Records Disposition Authority — Continuation

JOB NO

PAgE OF 8

7-
ITEM NO

8 DESCRIPTION OF ITEM
(With Inclusive Dates or Retention Periods)

P R 10
S%BLEOO ACTION TAKEN

31.

(d)

Gri

Unfair Labor Practice Files. Correspon-
dence, forms, background papers and
decisions relating to alleged unfair
labor practices.

(1) Destroy 5 years after the case is
closed.

ance, Disciplinary, and Adverse Action

File
(a) G

(b)

(c)

(d)

(e)

i evance, Appeals Files. . . . .

Adveyse Action Files, Case Files and re-
lated, records created in reviewing an
adverse action as described in 5 CFR
752. THae file includes a copy of the
proposed, adverse action with supporting
papers; Statements of witnesses; employ-
ees reply\ hearing notices; reports and
decisions; \reversal of action; and
appeal recoXds. (Excludes letters of
reprimand. \

sions and appeal recoradl

(1) Destroy 4 years after\case is closed|.

Probationary Case Files (5
files and related records crXjated in
probationary misconduct or peXformance
cases. The file includes suppRrting
material, letters and memoranduys to
employees, related corresponden
plies, decisions and appeal reco

related records created in characte
background or conduct cases which do
result in actions under 5 CFR 315, 43
or 752, including reprimands, admonish-

RFR 315). Case

!}THDRRWK

115-203

Four copies, including original, to be submitted to the National Archives

GPO 1975 O - 570-387

STANDARD FORM 115-A

Revised July 1974

Prescribed by General Services
Administration

FPMR (41 CFR) 101-11 4



¢

v Requést for Records Disposition Authority — Continuation

JOB NO

PAGE OF 3
7

7
ITEM NO

8 DESCRIPTION OF ITEM
(With Inclusive Dates or Retention Pernods)

9
10
s;\xjvggLsoon ACTION TAKEN

32.

New

ments, letters of caution or warning,
counseling, letters of clearance or
closed without action. The files also
include the action taken, related cor-
respondence and supporting material.

(1) Destroy 4 years after case is closed|

Persofal Injury Files. Forms, reports, cor-
respon§ence and related medical and investi-
gatory Xecords pertaining to on-the-job in-

juries,
tion was

Official P{rsonnel Folder and copies submitted

to the Depaktment of Labor.

(a) Destroy Yhen 5 years old, or when case
is officiglly closed and settled, which-
ever is la\er.

347

Item. Examination

Register Files.

Conducted to Establish IRS

(a) General corresypondence concerning exami-
nation papers agd materials, and written
test answer sheeXs. Also includes cor-
respondence with ongress, the White
House, applicants,\or the general public
pertaining to all egamining and recruit-
ing operations.

(1) Destroy when 2 yeays old.

Case Files.
rrespondence
irements,

ion and

ence, memo-
ost or ex-

(b) Examination Announcemen
Documents consisting of
regarding examination req
original drafts of examina
announcements; and correspo
randa and letters coricerning
posed test material case file

(1) Destroy when 6 years old.

(c) Stock control records of examinatM™Non test

material.

(1) Destroy when test is superseded
obsoleted.

WITHDRAWN

WITHDRAWN

115-203

Four copies, including original, to be submitted to the National Archives

GrrQ 1975 O - 579=387

STANDARD FORM 115-A

Revised July 1974

Prescribed by General Services
Administration

FPMR (41 CFR) 101-114



v Request for Records Disposition Authority — Continuation JOB NO

115-203

PAGE OF 8
)
9
7 8 DESCRIPTION OF ITEM 10
ITEM NO (With Inclusive Dates or Retention Periods) S/‘\JNOASLEOOR ACTION TAKEN
ffﬁﬂﬂ 22,
10.

A

rvice Record Card (Standard Form 7 or its equivalent).

(a)\ Cards for employees....

(b)

rds for Service Center employees separated on or
afer January 1, 1948,

(1) \Destroy when no longer needed after 3 years,

ut no later than 10 years , after separation
oM transfer of employee.

(¢) Cards for\other than Service Center employees....

WITHDRAWN

NC1-
58~
80~
11

Four coples, including original, to be submitted to the National Archives

GroO 1975 O - 579-387

STANDARD FORM 115-A
Revised July 1974

Prescribed by General Services
Administration
FPMR (41 CFR) 101-114



