
REQUEST FOR RECORDS DISPOSITION AUTHORITY LEAVE	 BLANK 

(See	 Instructions on reverse) JOB NO 
, 

;te/- D-Y-j?I-YTO GENERAL SERVICES ADMINISTRATION, 
NATIONAL ARCHIVES AND RECORDS SERVICE, WASHINGTON, DC 20408
 

DATERE"
 S;/yy/1 FROM (AGENCY OR ESTABLISHMENT) 

U.S. Department of the Treasury 
NOtirlON TO AGENCY 

2 MAJOR SUBDIVISION 
In accordance with the provrsmns 01 44 USC 3303a the disposal reInternal Revenue Service ouest. including amendments, IS apploved except for Items that Imay 

3 MINOR SUBDIVISION be stamped "disposal not approved" or "withdrawn" In column 10 

Facilities Management	 Division 
4 NAME OF PERSON WITH WHOM TO CONFER	 5 TEL EXT WITHDRAW~I 

Raymond A. O'Brien, Jr.	 376-0593 nate An hivtvt of th, I)"/fl,d S1111(' \ 

6 CERTIFICATE OF AGENCY REPRESENTATIVE 

I hereby certify that I am authorrzed 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 specmed 

D A Request for Immediate disposal. 

[1g B Request for disposal after a specified period of time or request for permanent 
retention. 

COATE	 E TITLE 

Manager, Records Management Program 

97 8 DESCRIPTION OF ITEM	 10SAMPLE ORITEM NO (With Inclusive Dates or Retention Periods)	 ACTION TAKENJOB NO 

The	 items contained in this Request recom- WITHDRAWN 

en additions, changes, and clarifications to
 
Gener Schedule 1 - Civilian Personnel Records,
 
as they elate to the Internal Revenue Service.
 

1.	 4. Employment Files. Correspondence,

telegrams offering appointments

employees.
 

(a) Accepted fers. 
(1) Destroy	 pon establishment of the 

Official rsonnel Folder. 

(b) Declined Offers. 
(1) If	 name is
 

Register.
 

a.	 Return to OPM 
application. 

(2)	 If name is certified 
Register. 

a. Destroy when 6 years old. 

STANDARD FORM 115 
ReVISed Apr.!, 1975 
Prescribed by General Services 

Adrmrustrauon 
FPMR (41 CFR) 101-11 4 

115-107 



J 

JOB NO PAGE OF 8Requ~st for Records Dispos'ition Authority-Continuation 2 
9

7 8 DESCRIPTION OF ITEM 10SAMPLE OR 
ITEM NO (With Inclusive Dates or Retention Periods) ACTION TAKENJOB NO 

(3) Temporary or excepted appointments. 

a. File inside application. 

(4) All others. 

a. Destroy immediately. 

2. 5. ates of Eligible Files. 
Ce ificates of Eligibles from OPM 
Regi ter with related request, forms,

ondence and statement of reasons 

WITHDRAWN 

ing over a preference
ting a non-preference 

eligible,
eligible. 

( 1) when 2 years old .. 

(b) Certificates of Eligibles from IRS 
Register with documentation related to 
rating and ran 'ng of applicants and all 
papers upon whi certification is based 

(1) Destroy when 

(2) Retire
when 2 

Center 

( c) Certification request index. 

(1) Destroy when 2 years 

3. Position Classification Files. 
(a) Position Classification Stand WITHDRAWN 

(1) Standards. Office of Personn 1 Manag 
ment standards determining ti Ie,
series, and grade based on dut es,
responsibilities, and qualifica . 
requirements. 

-

a. 

b. 

If 
l. 
If 

standard 
Destroy

standard 

is superseded.
immediately.
is abolished. 

l. Destroy
ment. 

3 years after 

(2) Development. Memoranda,
dence, and other records 

correspon-
relating to 

115-203 Four copies, Including original, to be submitted to the National Archives STANDARD FORM 115-A 
Revised July 1974 
Prescribed by General Services 

Administration 
GI'O 1!)75 l) - 579-387 FPMR (41 CFR) 101-11 4 



...
 

JOB NO PAGE OF 8Request for Records Disposition Authority-Continuation 3 

9
7'	 8 DESCRIPTION OF ITEM SAMPLE OR 10 

ITEM NO (With Inclusive Dates or Retention Periods)	 JOB NO ACTION TAKEN 

the developrrentof standards for classification 
of positions peculiar to the Service and OPr1 
approval or disapproval. 

a. D2stroywith corresponding standard. 

Position D2scriptions 

(c) 

Classification Survey Reports. Survey 
ports on various positions prepared by 
ssification specialists. Included is 
Quarterly Senior Executive Service 

Repo1:. 

a.	 roy ~1en 3 years old, or 2 years 
regular inspection, whichever 

(2) Inspection,	 Files. . . . 

(d)	 Appeals Files. Case i.Lesrelating to classifi-
cation appeals. 

(1)	 Authoritative inte
 
fication standard.
 

a. ~1aintain 

(2)	 Remainderof case file. 

a. Dest.roy3 years after closed. 

4. 15. Applications.ErrployI11ent
(a)	 Applications to an OP~1Register 

WITHDRAWN171)	 and related records. 

(1)	 Destroy uponreceipt of OPNinspecti 
report, or when2 years old, whicheve 
earlier, provided the requirements of 
Chapter 333, Section A-4 are observed. 

115-203 Four copies. Including original. to be submitted to the National Archives STANDAR FORM 115-A 
ReVised July 1974 
Prescnbsd by General Services 

Adrmrustranon 
GPO 1975 0 - 579 ..387 FPMR (41 CFR) 101-11 4 



JOB NO PAGE OF 8Request for Records Disposition Authority - Continuation 4 

7.' 
ITEM NO 

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

9 
SAMPLE OR 

JOB NO 
10 

ACTION TAKEN 

Applications to IRSRegister Files. 

(1) Job interest cards. 

a. Destroy v.hen9 months old. 

cards or doctrrent.swhich record eligibility 
for an IRS job. 

Destroy when7 years old. 

Retire to Federal P-ecordsCenter when 
2 years old. 

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

a. oy upontermination of register 
unles eligible to be placed on new 
regist 

(4) Eligible app 'cations (SF 171) and related 
records on in ive IRS files. 

a. Destroy 6 rnaths after 
inactive regi ter. 

placerrent on 

(5) Cancelled and ineli ' applications. 

a. Destroy v.hen 
applicant. 

old or return to 

(c) TernpJraryor Exceptedservi.ce 
(Filed in Official Personnel Fo 
appo.irrted, ) 

115-203 Four copies, Including original, to be submitted to the National Archives STANDARD FORM 115-A 
ReVised July 1974 
Prescribed by General Services 

Administration 
FPMR (41 CFR) 101-11 4 



JOB NO PAGE OFRequ'est for Records Disposition Authority-Continuation 5 

97' 8 DESCRIPTION OF ITEM 10SAMPLE OR 
ITEM NO (With Inclusive Dates or Retention Penods) ACTION TAKENJOB NO 

(1) Destroy when 2 years old, or aft~r 
Office of Personnel Hanagement in-
spection, whichever is sooner. 

Applicant Supply File. 
cations of employees on 
cepted appointments). 

(Includes
temporary 

appli-
or ex-

Destroy when 2 years old, or after 
Office of Personnel Management in-
spection, whichever is sooner. 

5 • 

,,!
I ,/,

\.r,If" 
'.l hru 

20. Health Urr't Control Files. Logs or registers
reflectin daily number of visits to dispen-
saries, fi t aid rooms, and health units. 

(a) If summarized in stati-

WITHDRAWN 

( 1) 
a. when 4 years old. 

(2 ) 
a. months old. 

(b) If information 

(1) Destroy 

6. 9. Labor Management Relation car- Labor Management Rela 'ons General and 
Case Files. Correspond ce, memoranda,
reports and other recor relating to 
the relationship between anagement and 
employee unions or other oups. 

WITHDRAWN 

(1) Destroy when 5 years 
obsolete, whichever is 1 

when 

(c) Contract Grievance Files. Corre 
forms, and background papers rela 
contract grievances which are not 
to arbitration. 

d 

115-203 

(1) Destroy 1 year after the close of 
agreement under which the action i 
grieved. 

Four copies. Including original. to be submitted to the National Archives STANDARD FORM 115-A 
Revised July 1974 
Prescnbed by General Services 

Administration 
c, PO 1975 () - 579 ...387 FPMR (41 CFR) 101-11 4 



10 

JOB NO• Request for Records Disposition Authority- Continuation 

7' 8 DESCRIPTION OF ITEM 
ITEM NO (With Inclusive Dates or Retention Periods) 

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

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

7.	 31. Gri and Adverse Action 
File 
(a) G 'evance, Appeals Files. 

(b) se Action Files, Case Files and re-
records created in reviewing an 

action as described in 5 CFR 
e file includes a copy of the 

adverse action with supporting
papers; ~atements of witnesses; employ-
ees reply, hearing notices; reports and 
decisions; eversal of action; and 
appeal reco (Excludes letters of 
reprimand. 

(l) Destroy ars after case is closed. 

(c) Unacceptable	 Per ormance Case Files (5
CFR 432). Case fi s and related records 
created in unaccep able performance
cases. The file in ludes counseling
material, supporting documentation,
letters and memorand s to employees,
related correspondence replies, deci-
sions and appeal record . 

(l) Destroy 4 years after is closed. 

(d)	 Probationary Case Files (5 315). Cas 
files and related records cr ated in 
probationary misconduct or pe formance 
cases. The file includes supp rting
material, letters and memorandu s to 
employees, related corresponden
plies, decisions and appeal reco 

(e)	 Disciplinary Case Files. Case files and 
related records created in characte 
background or conduct cases which do 
result in actions under 5 CFR 315, 43 
or 752, including reprimands, admonish-

9 
SAMPLE OR 

JOB NO ACTION TAKEN 

115-203 Four copies, Including original, to be submitted to the National Archives STANDARD FORM 115-A 
Revised July 1974 
Prescribed by General Services 

Administration 
C.I'O 1975 O - 57!)..387 FPMR (41 CFR) 101-11 4 



, . 

• Requ'est for Records Disposition Authority-Continuation 
JOB NO PAGE 

7 
OF 

7' 
ITEM NO 

8 DESCRIPTION OF ITEM 
(With Inclusive Dates or Retention Pen ods) 

9 
SAMPLE OR 

JOB NO 

10 
ACTION TAKEN 

ments, letters of caution or warning,
counseling, letters of clearance or 
closed without action. The files also 
include the 
respondence 

action taken,
and supporting 

related cor-
material. 

Destroy 4 years after case is closed 

8. 32. Perso al Injury Files. Forms, reports, cor-
respon ence and related medical and investi-
gatory ecords pertaining to on-the-job in-
juries, hether or not a claim for compensa-
tion was ade, excluding copies filed in the 
Official P rsonnel Folder and copies submitte 
to the Depa tment of Labor. 

WITHDRAWN 

(a) Destroy hen 5 years
is offici lly closed 
ever is la er. 

old, or when 
and settled, 

case 
which-

9 . ew 
;4?
Item. Examination Conducted to Establish IRS 

t 
~ITHDRAWN 

Register Files. 
(a) General corres ondence concerning exami-

nation papers a d materials, and written 
test answer shee s. Also includes cor-
respondence with 
House, applicants,
pertaining to all 
ing operations. 

ongress, the White 
or the general public

e amining and recruit-

(1) Destroy when 

(b) Examination Announcemen Files. 
Documents consisting of rrespondence
regarding examination req "rements ,
original drafts of examina "on and 
announcements; and correspo
randa and letters conce~nin0 or ex~ 
posed test material case file 

(1) Destroy when 6 years old. 

(c) Stock control 
material. 

records of 

(1) Destroy when 
obsoleted. 

test is 

115-203 Four copies, Including original, to be submitted to the National Archives STANDARD FORM 115-A 
Revised July 1974 
Prescnbed by General Services 

Adrrurustranon 
GI'O 1975 (I - 5i9-38i FPMR (41 CFR) 10t-11 4 
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JOB NO PAGE OF 8 , Request for Records Disposition Authority- Continuation 
8 

97 8 DESCRIPTION OF ITEM SAMPLE OR 
ITEM NO (With Inclusive Dates or Retention Penods) JOB NO ACTION TAKEN 

10. WITHDRAWN 

for employees •..• 

(b) for Service Center 
January 1, 1948. 

employees separated on or NC1-
58-
80-

Destroy when no longer needed after 3 years, 
ut no later than 10 years , after separation

transfer of employee. 

11 

(c) other than Service Center employees •••• 

115-203 Four copies, Including original, to be submitted to the National Archives STANDARD FORM 115-A 
Revised July 1974 
Prescnbed by General Services 

Administration 
GI'(J 1975 o - 579-387 FPMR (41 CFR) 101-11 4 


