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DATE RECEIVED

1. FROM (AGENCY OR ESTABLISHMENT)
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that the records proposed for disposal
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B. Request for disposal after a specified period of time or request for permanent
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The records covered by this request (Records
Control Schedule 206) are created or maintained
in Internal Revenue Service Centers in carrying
out their functions pertaining to revenue collect
ion and accounting; processing, analysis and
disposition of tax returns, tax information
documents and related records; mailing of tax
forms, transcription of statistical information,

special reports,
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Administration
FPMR (41 CFR) 101-11.4
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ST. D FORM 115
Revised April, 1975

Prescribed by General Services
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APPRAISAL REPORT ON RECORDS DISPOSITiON REQUEST NC1-58-82-9
SECTION | — ACTION TAKEN
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. APPROVED FOR DISPOSAL: The records described under all items of the schedule, except those that may be listed in blocks 2, 3, and 4
of this section, are disposable because they do not have sufficient value for purposes of historical or other research, functional documenta-
tion, or the protection of individual rights to warrant permanent retention by the Federal Government.

X
GENERAL ACCOUNTING OFFICE CONCURRENCE IS NOT NECESSARY D IS NECESSARY AND HAS BEEN OBTAINED.

2. APPROVED FOR PERMANENT RETENTION. Therecords described under the following item or items have been appraised by the
National Archives and Records Service INARST and are designated for permanent retention by the Federal Government. The agency will
otter these records to NARS as specified in the schedule.

“n ' 3.*DISPOSITION NOT APPROVED: The records described under the following item or items are not approved for dispositior. See Section If|
. of this form Tor explanation.

4. WITHDRAWN : The records described under the following item or items have been withdrawn at the request of the agency.

Ty, 1,
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T

'tH}LOIA?y APPRAISER

SECTION Il — RECOMMENDATION/CONCURRENCES
TITLE SIGNATURE DATE

Jofype

APPRAISAL :
' , DIRECTOR, RECORDS DISPOSITION L
DIVISION /11/2 é-/ﬁ’)_
7/ 7
, A NNF W A~ G
: NS /15 /82
. CON- ‘
CURRENCES

ot

L e ”xH‘u e 5T

SECTION il — APPRAISER'S COMMENTS

There are several new items proposed for temporary. status: 30, 50-54, 67/3, 125/3,
196-99, 230-35, 278-79, 335-39, 400, also, 118/2, 122/3-4, 139,

Several series previously listed as 'Retain' have been scheduled as temporary
records: 59/2C, 62/2, 83, 206-08, 210, 212-14, 219.

None of the series listed above have value which would warrant permanent retention.
;; None of the series still listed on this schedule as "Retain'" items
have archival value.
NOTE: the signature of NNS céncuiring in this job is contingent om certain actions by IRS
by June 1, 1983. RCS/206 contains no acceptable master file descriptions for machine-readable
- records. NNSR s accepﬁtnace of this schedule is contingent on the IRS amendin} the schedule
to include descriptionms of and disposition instructions for the master files contained in this

schedule and submitting them to NARS for approval.}&ww‘,—rf( ///z?,/y‘y/

A B . by Paicdd
GENERAL SERVICES-ADMINISTRATION I GSA FORM 7238 (REV. 4-79)

bre

’



' PM:S:FM:. I
Roy Shiflett
376-0593

NOTE TO REVIEWERS

For this revision, due to the current shortage of space at
the Federal Records Centers (FRCs) no additional records can be
scheduled for retirement at this time. Also, no currently scheduled
items authorizing retirement to the FRCs can be shcrtened or retired
earlier.

All new records and changes for retirement to FRCs should be
submitted through normal channels for inclusion in the next update or

revision of this schedule.

’%\%
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PURPOSE

This transmits a complete revision of Tables of Contents, Text, and
Exhibits for IRM 1(15)59.26, Records Control Schedule 206 for Service
Centers.,

NATURE OF CHANGES

Text 110 is revised to reflect new disposal authority granted by the
Archivist of the United States.

Exhibit 100-1 is revised as follows:

jiﬁ[ﬂltem 47 Sub-Item (1l)(a) Language clarified. Disposition changed to
destroy 6 years after the end of the processing year. I
, Sub-Item (1) (b) Provision to retire to Federal Records Center
deleted.
Sub-Item (2) deleted.

Item 107 Sub-Item (2) Title changed to read '"Performance Evaluation

Reporting System (PERS) Listings'. Disposition changed to destroy after
1l year. Pl e

Item 19.7Title, language and disposition changed.
e - !

Item 297 Provision to retire to Federal Records Center changed to 2
years after termination or revocation of authority.

Item 307 New Item for "Identification Badges'".

\tew 38. Sub-ite.m (2)(b) Provision to retire to Federal Records Center
deleted. ’
EX?%,Item 477 Sub-Item (2) Title changed. Disposition changed, to destrcy 90
days after receipt or after post review, whichéver is later.
Sub-Item (3) Title and diagggiﬁignwchanggg.

Item 48?’beleted, reserved for future use.

Item 50 New Item for "Four-Phase/Prototype Error Correction System
(PECOS) (AUSC)'.

Item 517 New Item for '"Closed Penalty File (Form 2749)".

Item 52.” New Item for "Information Returns Program - Schedules K-1
g

Edit Sheet (Form 6035)',

Item 53.” New Item for "Unit Command Code Authorization''.

-

Item 54. New Item for "Power of Attorney (POA)/Tax Information Authorization
(TIA), Centralized Authorization File (CAF)'.

Item 55f/Language clarified.


http:1(15)59.26

E}Nﬂ Item_59"i§ub Item (2).¢) Title Llarlfled Qégggiiglon changed from
’RthIN” to destroy 75 years after end of procesing Jye€ar. ‘PTovision

ed to retire to the Federal Records Center 5 years after end of
proce551ng year.,

b -

Item 627 Sub-Item (2) added for "File Folders' with disposition
instructions.

ﬁjﬁ@gltem 66.” Language clarified. '

Sub-Item (2) Provison to retire to the Federal Records Center
i el A

S

deleted. — )
@iég}jzlem (3) delecigﬁé$;3[>/“

7Item 677 Sub-Item (2)(b) Provison to retire to ‘the Federal Records
’” Center deleted.
Sub-Item (3) New Sub-Item for ''Forms 720 filed in accordance
with the United States/United Kingdom Tax Treaty'

Item 687 Sub-Ttem (2) Provison to retire to the Federal Recors Center
deleted.

Z)/ %Item 69 ”Language clarified and disposition_ changed
[{xa s

Item 737 Sub-Item (2) Provison to retire to the Federal Records Center
changed to 3 years after end of processing year beginning January 2.

Item 76,7 Sub-Item (2) Provison to retire to the Federal Records Center
changed to retire5 years after end of procesing year.

Z&é&?Ltem~78:/;au6udge and disposition changed.
P S VR

r—"ﬁ——\ A e A"ﬂ)"

Item 80, Sub-Item (2) Provison to retire to the Federal Records Center

deleted.
Item 81.  Sub-Item (l)(B) Provison to retireto the Federal Records Center
deleted. .
Stb-Item (2)(b) Provison to retire to the Federal Records Center
deleted.

E}fmﬁltem 83. DlSpOSltlon changed from "RETAIN'" to destroy 75 years after end
I\ Mg ey s A ——4)
of processing year. ‘

Item 85. Sub Item (1)(d) added for "Loose W-2's",

Sub-Item (2)(b) Language clarified and dlSpOSltlon changed.
§2VQﬁ Sub-Item (5)(a) DlspOSltlonchanged to "Do Not Destroy until
WhrEiieher notice' Provison to YetiTe to the Federal Records Center deleted.

Sub- Item (5)(b) Disposition changed, to "Do Not Destroy until

further notice" Prov1son o retire™tothe Féderal Records Center deleted,.

Item 89 ~Sub-Item (2) Provison to retire to the Federal Records Center

changed to 1 year after end of processing year.
[tewm 93 7 Sub-ilewm <ad(b) hauquage alcauged.

Item 957 Sub-Item (2) Provison to retire to the Federal Records Center
changed to 1 year after end of processing year.

25
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Item 101;
verlflcatlon

ub Item (2)(c)l Disposition changed to destroy after film

Item 1027 Title changed.

D4<L@Y Sub-Item (1) Title and dlSpOSltlon changed
jj> S\ Sub-Item (3) Language clarified. —— —
Item 117.

Title clarified,

rvqﬂﬁ Item 118, Sub Item (1)(a)?2 DlSpOSltlon changed to destroy 2 years after

rV” end of processing year.
SubzItem (1) (c) Deleted and renumbered Sub-Item (3).
' Sub-Item (2) New Sub-Item for "Document/Remittance Register"
722& Old Sub-Item (2) Renumbered Sub-Item (4).
SO A e st = 2 5
Item 119.  Provision toretire to the Federal Records Center deleted.
Item lZZo/éub—Item (2) Provision to retire to the Federal Records Center
deleted.
Sub-Item (3) New Sub-Ttem added for "EPMF Microfiche, 1977'".
Sub-Item (4) New Sub-Item added for "EPMF Microfiche, 1988'".

Item 124 Disposition changed to destroy after completing the match
of HUT leads.
—
Item 125, Sub-Item (3) New Sub-Item for '"Notice Data for CP-2000
Form 5812",

.——-'—".‘—"—_q-'-"
PR =

— St
ttem Loy, Title and Disposition changed. &vﬁzawﬁgaﬁe =

Item 144, Provision to retire to Federal Records Center deleted.

Item 151.7

deleted.

Item 152°/

Item 157.7¢

Sub-Item (3) Provision to retire to Federal Records Center

Provision to retire to Federal Records Center deleted.

Sub-Item (1) (b) Provision to retire to Federal Records

Center deleted,
{(Tewm (17 Auga"\"‘f““‘) Jouvuals and Abs Fac iz s, G‘K‘b/@/‘ dlsfo"(“’
Item 162.7Item description and disposition_changed._ ‘AQQ_S
//—M/ﬂ—é% 56‘—4—-LM _@%_ﬁ; FeC LCapteores /77‘41/’4% 5 / L=
Item 163 Item description and géip051tlon changed /,%4%

N\

4
it

v

&
?
R

Item 164 Provision to retire to Federal Records Center deleted.

ﬁ»/? ?71tem 165.” Item description and disposition changed.
AN u\’ o e e

168.”Provision to retire to Federal Records Center changed to
beginning July 1, 18 months after end of processing yedr.

Item
retire

35
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Item 170." Title changed to add "No Longer Accumulating”: Provision to
retire to Federal Records Center changed to retire 3 years after end of
processing year.

Item 173.7Sub-Item (1)(b) Provision to retire to Federal Records Center

changed to retire 5 years after end of processing year.
Sub-Item (2)(b) Provision to retire to Federal Records Center

changed to retire 5 years after end of processing year.
Sub-Item (3)(b) Provision to retire to Federal Records Center

changed to retire 5 years after end of processing year.

-~ . . .
Item 187. Provision to retire to Federal Records Center is changed to
retire 3 years after close of case.

Item 194./bisposition changed to destroy at the end of June and at the
end of December those closed formes and related documents over 6 months
old.

Item 196 New Item for "Information Notice (Form 5970)'".

Item 197./New Item for '"Reject Registers"

Item 198 " New Item for "Reject Control Listings"

Item 199. " New Item for "Service Center Control File Adjustment
Records" ~

Ttew 2007 Jub T'fem (1) (b) Provision to retire to Federal Records Center
aeleted,

Item 201.,~Sub-Item (1) (b) Prov151on to retire to Federal Records Center
deleted,

Item 202,.,~Sub-Item (1) (b) Provisbn to retire to Federal Records Center
deleted.

Item 203. Sub-Item (1) (b) Provision to retire to Federal Records Center
deleted.

Item 2047 Sub-Item (1) (b) Provision to retire to Federal Records Center
deleted.

]>ﬁ%¢ Item 206, Sub-Item (1) (a) Disposition changed from "RETAIN" to destroy
75 years atter end of processing year.
Sub-Item (1) (b) Provision to retire to Federal Records Center

deleted.

7~\ / Item 207. Sub-Item (1) (a) Disposition changed from "RETAIN'" to destroy
gm 75 years after end of processing year.
Sub-Item (1) (b) Provision to retire to Federal Records Center
deleted.
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afN ™35 years after end of processing year.

ﬁ%ﬁﬁ

Uq Item 208 “Sub-Item (1) (a) Dlspos1tlon on—changed from "RETAIN" to destroy
years arter end of processing year. e
Sub-Item (1) (b) Provision to retire to Federal Records Center
deleted.

Item 209./%ub—1tem (1) (b) Provision to retire to Federal Records Center
deleted.

(f Item 210, Sub Item (1) (a) D%EBSEEELQH _changed from "RETAIN'" to destroy
15 years after end of processing year. =

Sub-Item (1) (b) Provision to retire to Federal Records Center
deleted, ‘

e
Item 211, Sub-Item (1) (b) Provision to retire to Federal Records Center
deleted.

f%ﬁ Item_212.  Sub-Item (1) (a) Disposition-changed from "RETAIN" to destroy

Sub-Item (1) (b) Provision to retire to Federal Records Center

deleted.
EEEE;E}? “Sub-Item (1) (a) D1spos1tlon changed from “RETAIN” to destroy

75 years after end of proces§ing year.
Sub-Item (1) (b) Provision to retireto Federal Records Center
deleted,

Wﬁﬂﬁltem 214.7Sub-Ttem (1) (a) Disposition _changed from "RETAIN!' t to destroy
J 75 Vears after end of procesing yeéar.

-~ 2Tem (1) (b) Provision to retire to Federal Records Center
is changed to retire 5 years after end of the processing year.

Item 215f/éub—1tem (1) (b) Provisbn to retire to Federal Records Center
is changed to retire 3 years after end of processing year.

Item 216,  Delete, reserved for future use.

Item 218. Sub-Item (1) (b) Provision to retire to Federal Records Center
is changed to retire 5 years after end of processing year.

7D wﬁ Item 219. Language and dépOSltlon c?ailged 4 % M&/‘/%J

Item 220.  Provision to retire to Federal Records Center deleted.

Item 229. Dégggs}tlon changed to destroy after transcription and error
correction processing.

Item 230, New Item for "Systems Audit Trail Report"

Item 231."New Item for "Account Verification File Listing"

Item 232. New Item for "ENAF Aged Account Listing"

Item 233. New Item for "Annual Information Return of Windfall Profit
Tax Return"

37
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Item 234,”New Item f.. "Problem Resolution Infc .ation Sheet'.
Item 235.  New Item for "Computer Program Development Request"

Item 2437 Sub-Item (2)(b) Changes the Retirement to Federal Records
Center from 18 months to 3 years after end of processing year.

—

Zb/ﬂ%@ Item 254. Dlspos1tlon changed to destroy 6 years after! end of processing
ye ar. T T T I T T T T

Item 255. Changes Form Number to read '"5081'".
e
Item 270. Provision to retire to Federal Records Center deleted.

Item 278. New Item for "IDRS Review Notice Register"

/
Item 279, New Item for "Installment Agreement Accounts List (IAAL)"

ITtem 301:/Sub—Item (2) (a) Disposition reduced from 1 year to 6 months
after date of listing. .

— .
Item 303. Sub-Item (l)(a) Disposition changed to destroy 1 year after
end of processing year or 6 months after internal audit. of operations
and accounts, whichever is later.

Item 304 .7 Sub-Item (1) Disposition changed to destroy 12 months after
end of processing year.

Ttem 305.7Sub-Item (3)(a) Disposition changed to destroy 6 months after

repexts arve preduced.
Sub Item (4) deleted.

Item 306.7 Sub-Item (1) (e) deleted.

Item 315./bisposition changed to destroy 30 days after date of listing
or when no longer needed in current operation, whichever is later.

generated unless the Supervisory Auditor at .the service center requests
that they be retained for a- longer period.

szﬁé?Item 316, Dlsp051tlon changed, to destroy 12 months after the month

?)ftgfltem 317. Dlspos&tlonuchangeo to destroy 12 months after the month
generated unless the Supervisory Auditor at the service center requests
that they be retained for a longer period.

Z@Lf\71tem 322,7Sub-Item (2)(a) DlSpOSltlon changed to destroy 7 years after
close of processing year. — T

Item 323.7 Sub-Item (1) (a) Disposition changed to destroy 6 months after
date of listing unless the Supervisory Auditor at the service center
requests that they be retained for a longer period.

Z?}&?Item 324, Sub-Item (1) Dlsp051tlon changed to destroy 1l year after
“the month prepared.
Sub-Item (2) Provision to retire to Federal Records Center

deleted.
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Item 325.  Disposition changed to destroy 1 year after the month

gripared,or when no longer needed in current operations, whichever 1is
ater.

Item 326.” Sub-Item (1) (a) Disposition changed to dest
after date of listing. P g o destroy 2 years

Item 334./Disposition changed to destr 3 d £ .
block is processed. g °y ays after applicable

Item 335, New Item for "Taxpayer/Employee/Financial (TEF) Data Request'.

-
IEem 336. New Item for '"Taxpayer/Employee/Financial (TEF) Data Request

Log o -

-
Item 337. New Item for "DORMS Source Documents''.

Item 238, New Item for ''DORMS Output Décuments”.

Item 339;/New Item for ' DORMS Data Files'. .
Qe 4007 Neaws Moo fn S Sl T Ducaniclea, F s /va

The Alphabetical Thdex (Exhibit 100-2) and the Forms Index (Exhibit
100-3) for Records Control Schedule 206 have been updated to include new
items and changes set forth in this revision.

EFFECT ON OTHER DOCUMENTS

Manual Supplémeﬁtl(lS)G—137, dated July 16, 1981, 1is superseded with
respect to Chapter 1(15)59.26 as the changes are incorporated in Item 47

of this revision. .

The following Manual Transmittals are obsolete:
1(15)59.26-1, dated April 2, 1981,
1(15)59.26-2, dated May 12, 1981,
1(15)59.26-3, dated July 16, 1981,
1(15)59.26-4, dated September 24, 1981, and

1(15)59,26-5, dated March 29, 1982,
| )
TZ{&,{:,LA/ é’~"”"’"qﬁw
Ri

chard E. Simko

Director,
Facilities Management Division

FILING INSTRUCTIONS

Remove: Insert:
1(15)59.26-1 through 1(15)59.26-61 1(15)59.26-1 through 1(15)59.26-
q/
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Chapter 100 ’ page 1(15)59.26-3
e ‘ - (3-29-82)
Description and Authorities

110 (3-29-82) 1(15)59.26

: General

(1) Therecords covered by this Schedule are
created or maintained in Internal Revenue
Service Centers in carrying out their functions
pertaining to revenue collecting and account-
ing; processing, analysis and disposition of tax
returns, tax information documents and related
records; mailing of tax forms; transcription of
statistical information; and preparation of spe-
cial reports.

(2) The records consist of seven major
groups which represent administrative and pro-
gram functions. They include:

(a) Administrative Records pertaining to
the administration, work planning and control,
and operation of the service centers;

(b) Examination, Data Conversion and
Taxpayer Service Records, pertaining to re-
ceiving, sorting, controlling, error correction,
transcription, unpostable and entity control, re-
search, and taxpayer contact operations (Re-
turns Processing Records);

(c) Cashier, Accounting and Adjustment
Records pertaining to the processing of tax
returns and related data; and

3 ‘Micro-

. film Registers, Indexes and Directories pro-

duced by service centers.

(e} Integrated Data Retrieval System
Computer QOutputs and Related Records pro-
ducsd or maintained by seivice centers.,

(fy Federal Tax Deposit (FTD) Program.

(g) Audit Information Management Sys-

tems (AIMS).

(Next page is 1


http:15)59.26

(3) To facilitate reference, this Schedule

i contains a numerical listing of forms and a fimit-

ed alphabetical listing of record series cross-in-
dexed to specific items.

(4) The records disposition authorizations in
the Schedule are based on administrative de-
terminations of the internal Revenue Service;
and disposal authorities as follows:

Congressional House Reports

No. Congress Sesswon
2285 84t 2nd
' 819 85th 1st
b1620 85th 2nd
680 86th 1st
1256 86th 2nd
1740 86th 2nd
1600 8sth 2nd
221 85t 1st
236 gath ist
837 20th ist
1547 90th 2na
1895 90th 2nd

Dates of Approval by the Archivist of the United

States

Month Date Year
June 18 1870
March 8 1973
May [ T 1974
January 27 1976
July 29 1976
Aonl 19 1977
May 30 1978
Apni 20 1879
Juty 17 1980
Juty 7 1681
January g 13 -1982 Letest NARS Approval to be added:

(5) See Exhibit 100-1 for Records Control
i Schedule 206.
(6) See Exhibit 100-2 for Alphabetical Listing
 {or Records Control Schedule 208.
(7) See Exhibit 100-3 for Forms Listing for
Records Control Schedule 208.

IMT 1(15)59.26-5 110
[15)59.26-9) IR Manual
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Records Control Schedule 206 For Service Centers

'Exhibit 100-1

A e A

~
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page 1(15)59.26-9

(9-24-81)

Records Control Schedule 206

Item
No.

Description of records i
anddisposition authorizations

+ 3. Deleacations nf Atharite Files,

Administrative Records
1. General Correspondence Files. Corre-

)
ny spondence and related documents (not

covered elsewhere in this Schedule) to or
from the National Office, regional offices,
district offices (including Area, Zone or Lo-
cal Office) pertaining to service center op-
erations, instructional material, and data
concerning organization and staﬁlng prac-
tices, and achievements. (Excludes rec-
ords documenting significant procedural
and organizational matters, and selected
records determined to have reference val-
ue which shall be retained.)

(1) Destroy 2 years after the end of the

year.

2. Administrative Files. Cormrespondence and

related documents (not covered else-

where in this schedule) pertaining to

housekeeping or facilitative functions of

the over-all administration and operation
of the service center.

i Mﬁ? (1) Destroy 6 months after the end of the

year.

Record

_ Jdens of

autnonty. ’ -

(1) To an individual or office in accordance
with prescribed regulations and not in-
cluded in the internal Management Docu-
ment System. (These records are of a
limited nature as opposed to delegation
of authority records on a.continuing basis
which are a part of the Internal Manage-
ment Document System.)

(2) Destroy 1 year after close of the
calendar year in which delegation of au-
thority was terminated.

(2) Statutory Notices. Delegations of Au-
thonty for signing statutory notces.

(a) Destroy 10 years after end of proc-
essing year in which delegation of au-
thonty was terminated.

4. Computer Run Books developed by the
service center for operations under the
ADP system.

J\,V(‘Q\Ongmal Run Books wsth supporting

M documents.

(2) Destro¥—30.years aﬂ f books are

(superseded.
b}-Retir ederat-Recor enter
rwhen/ﬁc'af}ongorumeededwfiﬁm
operations:~
{2-Conpies of Run Books.
(a) Destroy when. superseded or_no-
longer needed. m*current"operanon__‘
5. Evaluatlon Assistant and Internal Audit
Reports. Reports submitted by the office
of Regional Inspector, regional office, and

[Amended and Supplemented by MS CR 1(15)G-137)

DY

gy Lo

./ o

cwente 7 F (/<)

G 75

(1) Copies of Run Books.

- %2&-;
(ZZ/ gvﬁ;‘d M&{xz
f/’?g’wﬁev,

Aol
“) Z%,/M Lo g0V e

y WW/ Wcﬁl Ao fotls of

(a) DESTROY 6 years after the end of the proce381ng

year.

Af1 v FAREo cacf Gre/52

J\'A’iz Q \\'P/i'

|24 CJ.A.f“f‘.
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item
No.

Description of records
and disposition authorizations

10.

11.

12.

service center, together with related corre-
spondence and work papers. Reports cover
special studies, internal audits of opera-
tions, evaiuation of program activities, con-
formance or variation to existing procedures
and regulations for management purposes.
(1) Record copy.
(a) Destroy 3 years after completion or
issuance of report.
(2) All other copies.
(a) Destroy after 3 years or when no
longer needed in current operations,
whichever 15 later.

. Minutes or Summaries of Conferences

and Meetings. Documentation of minutes
or summaries of conferences and meet-
ings, including information or decisions
reached and actions taken, or to be taken.
(1) Record copy.

(a) Destroy 1year after the end of year.
(2) Ali other copies.

(a) Destroy 1 year after the end of the

year. -

. Management Survey and Project Reports.

Narrative reports prepared for local
implementation.
(1) Record copy.
(a) Destroy 2 years after close of file.
(2) All other copies. .
(a) Destroy when no longer needed in
current operations.

. Narrative and Statistical Reports. Recur-

ring narrative, statistical, progress and pro-
duction reports (not covered elsewhere in
this schedulel.
(a) Destroy aner 1 year.
(2) All other copies.
(a) Destroy when no longer needed in
current operations.

. Production and Work Control_Transmit-

tals, etc. .

(1) Destroy after completion of each an-
nual program.

Production and Work Control Schedules,

Registers and Reports.

(1) Destroy 1year after completion of an-
nual program.

{2y-individual-Production-Report-(iPR).
ta)-Destroy-after36-days.&

Systems Change Requests and support-

ing documents.

(1) Destroy 1 year after approval or
rejection.

Worksneets used as source documents to

prepare punch cards.

(1) Destroy after related punch cards are
destroyed.

MT 1(15)59.264 IR Manual

(2) Performance Evaluztion Reporting System (PERS
(a) DESTROY after 1 year.

) Listings.
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13

14.

18.

16.

18.

19.

20.

. Daily Production and Batch Control Cards

and related forms and documents used in

the preparation of production control

reports.

(1) Destroy 30 days after reports are
printed.

Work Measurement Reports. Employee

records, reports, schedules, machine con-

trol documents, worksheets, and equiva-
lent documents.

(1) Copies used by Service Center Man-
agement Staff Reports Unit.

(a) Destroy 1 year atfter data has been
recorded and balanced.

(2) Other copies provided to supervisors
and other working copies than in (1)
above. -

(a) Destroy 60 days after data has
been recorded and balanced.

Work Measurement Job Requests and In-

put/Qutout Schedules, etc.

(1) Destroy 1 year after completion of
program.

Machine Logs and related documents

used to record machine use on each

program.

(1) Destroy 1year after date of last entry.

LI SO R R - A'{;’ds. Em_

ol e el @l LD, A wal ncalion, Func-

tion and Program Master Cards; Machine

Master Cards; and equivalent forms and

documents, ot

(1) Destroy dropout or discontinued
cards 6 months after end of each 6-
month reporting period (June 30 and De-
cember 31).

Work Measurement Work Planning and

Control Cards. Job Record Detail Card,

Machine Hour Card, Employee Perform-

ance Card, and equivaient forms and doc-

uments used forinput and outputin prepar-
ing staff-hour and machine-hour reports.

(1) Destroy 60 days after related reports

~..8re pnnted,

Magnetic Tape Maintenance Records.
(1) 'hcident Reports.
(a) Retord copy .
1 Destroy-after 3 yedrs. ~

(b) All other CODIGS< .
1 Destroy wheén nofanger needed in
currept-Operations.
(2) Tapg,@ﬁaratxons RecoM

(a).Destroy 1 year after completio
attion,

Quality Review Forms, Reports and

Records.

(1) Forms 3926 and 4687
(a) Destroy at end of current quarter,
plus one year.

IR Manual MT 1(15)59.26-4
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19.

Magnetic Media Management Records.

(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).

(a) DESTROY 2 years after end of processing year.

Forms 3220 (except Transaction Code 1), Expired

Retention Notifications.

(a) DESTROY 1 year after end of processing year.

Weekly Master Listings, Weekly Job-Run-File Listings.

(a) DESTROY 1 month after the end of the processing
month.

Scratch Lists, Tepe Cleaning Lists, Unpostabe Lists.

(a) DESTROY 1 month after completion of action.

Daily Master Listings.

(2) DESTROY 1 week after processing week.



‘item Description of records
No. anddisposition authorizations

: (2) Weekly Summary Report, Weekly Unit/
: Group Report, and Penodic Defect Fre-
quency List
(a) Destroy weekly listings at end of
current quarter, plus one quarter
(b) Destroy quarterly listing at end of
current quarter, plus two years.
(3) Individual Review Validation (IRV) and
Alpha—individual Review Validation

Listings.
(a) Destroy old listing when new one is
. received.
{4) Sampie Control, Error Logs and Error
Notices.

i (a) Destroy 1 year after the end of the
current quarter.
(5) Forms 3826, 3927 Invalid Data Listings.
(a) Destroy after corrections post.
(G)FSelected Cum Records and Master 1D
ile
(a) Destroy old one when new one is
- printed.
(7) DDES or Keypunch Input Forms 3927
and 3927A
(a) Destroy after data has posted to the
Master ID and Cum Data File.
(b} Other DDES or Keypunch Quality Re- !
view Input Documents can generally be
disposed of after the data posts.
(8) Quality Review index and DDE Mis-
. match Listing.
) Deastrov after review is Completed
. Cheets.
Computer Printout Sneets containing data ——
relating to resl numbers and tape runs.
(1) Destroy after 9 months or when no
lon%ler neec:.'ed to resolve,a computer
problems, whichever is earlier.
22. Audit Technical Time Feport (Form % N T0O-239
4502)., or related documfents(j containing
case and time listings of audit technical “& 4’%
personnel, . oS _ (’\LW Assttn bl ta 1978 RCS w 1980
(1) Destroy after 6 years.
(2) Retire to Federal Records Center af-
- ter 1 year.
23. Training Program Files. Schedules, time- OI( (,Uﬁ
tables, evaluations, and plans of training
courses; documents and reports pertain-
ing to participation, instructions, attend-
ance, progress and examinations; re-
quests for material, services and informa-
tion; data relating to training task forces;
estimates of need for training; and related
data (not made a part of personnel files
and not covered elsewhere in this
schedule).
| (1) Records covering courses held in parts.
. (a) Destroy 2 years after completion of
; the entire course.
: (2) All other records (except selected over-
| all records of training which may be re-
|
i

tained until no longer needed in current
operations).

#/n(ft
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24

25

26

27

28

29

30

(a) Destroy 2 years after close of the
year.

. Training and Development Records of In-
dividuals. Forms, memorandums, and re-
ports pertaining to participation, progress
and grades; evaluations and summaries of
the performance and eftectiveness of indi-
viduals in courses, training or career devel-
opment projects; and applications and
records of students in correspondence
courses.

(1) Destroy when no longer needed in
current operations.

. Evaluations of Classroom Instructors.
Forms or memorandums used to evaluate
the performance and effectiveness of
classroom instructors.

(1) Record Copy.
(a) Destroy after completion of course
or 1 year after end of instructor's
assignment.

(2) All other copies.
(2) Destroy after 1 year.

. Training Course Status Notices.

(1) Master copy. )
(a) D'estroy when superseded or
lalal-Tol FolEe
(a) Destroy when no longer needéd in
current operations.

. Training Material Status Notice
Transmittals. :

(1) Destroy upon receipt of subsequent
transmittal notice.
. Check and Bond Is<na_Lists. Memoran-
dum copies of lists and related documents.
(1) Check Issue Lists. )
(a) Destroy 3 months after date of
receipt,.

(2) Bond Issue Lists.
(a) Destroy 1 year after date of receipt

. Designations of Certifying Officers. Forms,
lists and correspondence relating to the
designation of Internal Revenue Service
Officers and employees to certify vouch-
ers to disbursing officers for payment from
appropriated funds. Also includes records
pertaining to recommendations for ap-
pointments and revocations; and revoca-
tions and notices of appointments and rev-
ocations. (Note: Segregate terminated
delegations of authority on a continuous
basis.)

(1) Destroy 6 years after revocation.

(2) Retire to Federal Records Center 1,

years after termination or revocation of
authortty.

%

2

“Jtem-No—30-is-reserved-forfuture-adaitions
40-the-*Administrative- Records “—portion-of
this-schedules

Identification Badges. Worn to permit building access.
(1) DESTROY after employee discharge and verification azgainst

issuing and receipt records. 6/85//”201




Item Description of records
No. and disposition authorizations

31. Documentation of Membership in Profes-
sional Organizations. Correspondence,
reports, copies of speeches, minutes of
meetings, publications, newsletters, and
other material related to membership and
participation of Service officials and super-
visory employees in professional societies
and organizations. (Participation autho-
rized by the Service.) -
(1) Destroy 6 years after the end of the

year, or when no longer needed in cur-
rent operations.

32. Protective Program Files. Correspon-
dence, reports and plans reflecting imple-
mentation of Service policies and proce-
dures developed in the administration of
the Accident Prevention, Emergency Plan-
ning and Secunty Programs, Includes
Boards of inquiry and evaluation surveys
or inspections in these three areas.

(1) Destroy after 3 years.

33. Identification Media and Related Records.

(1) IRS Employee Identification Card,
(Forms 6054, 6055, and 6056) and Civil
Defense Card.

(a) Destroy upon final turn-in by person
to whom issued.

(2) Numerical Records of Identification
Media.

(a2) Destroy 3 years after last entry for
turn-in is made.

(3) Alphabetical Identification Media
Requests.

(a) Destroy 3 years after being placed

OO SRUAT (o] LT

Access to Restricted/Secured Areas.
(a) Destroy after 6 months.

(5) All other records and correspondence

pertaining to idsntification media.
(a) Destroy after 3 years.

34. Emergency Planning Files. Records relat-
ing to the day-to-day administration and
operation of the emergency planning pro-
gram, such as program memorandums,
correspondence and instructions relating
to test exercises, tests of emergency com-
munications equipment, and copies of
reports.

(1) Destroy after 2 years.

35. Relocation Plans and Lists. Records per-
taining to the emergency relocation plan,
and emergency relocation cadre
assignment.

(1) Destroy whensuperseded by new
plan and lists, or when declared
obsolste.

MT 1(15)59.26-4 IR Manual
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No. and disposition authonzations

36. Safety Program Files. Correspondence
and related documents (not covered else-
where in this Schedule) pertaining to safe-
ty program progress, comparative safety
and accident data, etc.

(1) Destroy after 2 years.

37. Accident Case Files. Case files containing

personal injury, investigative, and motor

vehicle accident reports; exhibits, state-
ments of fact and related correspondence.

(Note: Record copies of no lost time injury

reports maintained in regional Facilities

Management Branch; those of lost time

injury and motor vehicle accident reports

maintained in National Office Protective

Programs Branch.) :

(1) Motor Vehicle Accident Records.
“  (a) Destroy 1 year after case is closed.
- (2) Employee Personal Injury Records.
; (2) Destroy 1 year after. date of

accident. . ' ~
38. Certified and Registered Mail Records. —
(1) Registers and receipts of incoming and o

outgoing certified and registered mail ex-

oy otCes: e * NC -2 39, Ravtuen 2lotang €

: (@‘ %d o i _rized certi- N A
led mamn . o 2 e Ho 0B ooapas il
Eﬁw (a) Deas‘{rgyﬁlg years after end of proc- \ 9 .z ? Q Q% 2 mtt e IR . l( L(/ﬁ
essing year. : : _ P>)
~fbi-Fretire-to-FederatRecordsCentert-d e [€ T&
moths-aiter—end-of-processing-year—

39. ZIP Code Directory. -

(1) Destroy afterreceipt of revised edition
2r whon nz longor nocdsd in current
operations.

40. Records Disposition Files. Includes de-
scriptive inventories, disposal authoriza-
tions, schedules for retirement of records,
records transmittal and receipt forms for
retirement to Federal Records Centers,
reports of disposition, and related
documents. : ;

(1) Records Transmittal and Receipt
Documents. . :

(a) Record copy.

) ! 1 Destroy when related records are . .
destroyed, or when nolonger need- 6 R % l (/8
ed for administrative or reference "‘}""&?&

purposes, whichever is later.
(b) All other copies.

1 Destroy when no longer needed in
current operations, or when certifi-
cation of destruction is received.

(2) Disposal Authorization Documents.

(a) Record copy.

— 1 Destroy when related records are c

D destroyed, or when no longer need- ) é IQ@/MY,L&?,L

. ed for administrative or reference

purposes, whichever is later. y

V
IR Manual MT 1(15)58.26-4 s
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' Item

No.

Description ofrecords
anddisposition authorizations

(b) All other copies. .
1 Destroy when no longer needed in
current operations.

" (3) Disposition and Holdings Heports and

41.

&)
=

43

44,

45,

46.

47.

other related material.

{a) Record copy.
.- 1 Destroy after 3 years.

(b) All other copies.
. . 1 Destroy when no longer needed in

-+ current operations.

Numerical History Forms Files. Form His-
tory Requests for a new or revised form;
Form Status Notices; copies of current
forms; information on completed and con-
templated changes or revisions, including
notes, rough drafts or work papers; copies
of regulations, administrative issuances,
or other instructions. Includes correspon-
dence, conference notes and documenta-
tion relating to final approval of forms.
(1) Destroy 1 year after form becomes

obsolete.

. Internal Control Files. Card Tiles, tickler

files, and other types of files used torecord

action taken and control workflow (not

covered elsewhere in this Schedule).

(1) Destroy after1year or whennolonger
needed in current operations.

Management Document Distribution Con-

trol, or equivalent records used in the con-

. trol and distnbution of intemal manage—

ment documents.
< and the
one \nal immeaiaiely precedes cument
card.
Reference Files. Extra copies of corre-
spondence and reports, reference copies
of computer-produced reports, directives
and internal management documents,
walk-in contact cards, or other matenal

- retained solely for reference purposes in

current operations.

(1) Destroy when obsolete or supersed-
ed, or when no longer needed in current
operations.

Resident Programmer Analysts (RPA)

Records.

‘(1) Destroy 1 year after superseded or

when no longer needed in current
operations.
Records Relating to Disclosure. Form
5394, Reguest for Notifications and Ac-
cess—aSystem(s) of Records Privacy Act
of 1974, and Forms 5466 and 5466A, Indi-
vidual Records of Disclosure.
(1) Destroy 6 years after end of process-
ing year.
(2) Retire to Federal Records Center 1
ear after end of processing year.
Information Items. Tax related communi-
cations and information alleging or indicat-
ing a violation within the investigative juris-
diction of the internal Revenue Service.



L

(-

w

\n
w

\Jt

Four-Phase/Prototype Error Correction Syétem (PECOS) (AUSC). Forms AUSC 30,

Four-Phase/PECOS Change Notifications prepared by Security Supervisors and

submitted to the Security Officer.

(1) DESTROY 2 vears after the employee is removed from the applicable
Security File.

Closed 100%Z Penaltyv File (Form 2749).
(1) DESTROY at the end of June and at the end of December those forms over
6 months old.

Returns Prozram - Schedules K-1 Edit Sheet (Form 6035). Used to

IrZormation

crocess Scheavle X-1 informetion when there are more than 10 Schedules K-1s
zwoeched to Form 1065.

(1) DZSTROY & months after end of processing yeer.

Unit Command Code Authorization. Tne suthorized command codes for each unit in

whe Service Centers.
(1) DE5TROY 6 years after year in which informetion is outdeted
Pover of Attorney (PQAL)/Tex Information Authorization (TIA), Centralized
fuothorizetion rile (CAF). Authorizetion for a third party to act in benzlf
cf a texpayer before IRS or to receive or inspect certeain tex information
Z0r the taxpeyer.
(1) P0A's and Tii's (Eard Copy) used as input documents to the CAF.
a < ta has been converted to magnetic tape gnd

eriis e 2T the service center

1 'g 2

y DESTROY 3 years after the de
V' the tape veriiTed—usless Lhe
n

"Y- during the purge year which is the first two digits of
the SDLN on the POA or TIA.

New | Rus @V%@M? Qf@%@wc@@f»@fagﬁ

A %
W HEagS
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it 106-1 Cont. (4)
Records Control Schedule 206 . . . o
/ e escription of records
4/7 and dﬂaosmon authonzations
ﬁf"?} (1 rapsmrttal Mermorandums of “informa-
wd ton itams” ang “other informaton” from
distnct offices to service centers.
(@) Destroy after 1 year. and insignificant tax items.
D ( Y Nonr-tax i ralated wdapmetiantieme: h
w fa) Dosmqumﬂ,uwu, 90 days after receipt or after post review, whichever
(3] Lot ed—tgr—rsiaicd iees—GoHeney— g later. NOTE: All must receive post review before
m f-raasac‘mnﬁcpor‘s and.Currengy-hione- .
tary-instrument-Repors-sent-io-files: destroying.
{a)-Destroy.3.years aflenclosing.data.
(4) Oter cicsed tax related items sent to
S fles. (3) Currency Transaction Records.
HDeStTOYWeaf after closing date. (a) DESTROY 6 years after end of processing year.

(5) Cicsed tax related items, transferred to

2 :_ ar serdca centsr.

) Desiroy 2 years afier closing date.
: (6) Close—d tax related items sent to £xami-

D nation, Collecuen, Employee Plans and
. Sxe—ot O.'ganizat;ors, Cnminal
invesugauon. .

(a) Destroy 2 years after closing date.
]}[’\nﬁ) Closed tax reiated items to Pnor

10¥a] Invesugations.

(a) Destroy 10 years from closing date.
. {RY Tara Tla ICaemm 47Q0N N =i ‘r\vgstj_
") D’O—
- gram (Back-Up 1a:>e) e
> {a) Des‘roy 1 year after shipment date.
. Ecit Sheet. Used to seperate
Tax SheTSrcatdiom the £omr0as e, delete 48, (Reserved).
tum prior {0 examing ~New Items 50, 51, 52, 53, and 54 (see attachment
D) De;._jw,':s’m%nths af‘l?&?&"" ’ ! ’ ’ ( )
oes’é,‘r“g yeer. ’
. 4% All Otner Taxpayer Case Files (not cov-
ared in this Schedule). -
-1} Dectrov R vears 2ter.case is closed. delete
"("JOH:A.JtEm Nos. 50 inrougn 54 are-re=

sevEd-for-future_aoditons to the .. .
“ Acministrative Redords? ~pomo'n (Insert Heading) skip tO new page

. <t oS Schedule,)
53. Indlwdual Inctome TaL)j(eRetums (Forms RETURNS PROCESS_ING RECORDS

1040A) with related cocuments attached
to the return or considered a part of the
administrative file, regardliess of whether
ihe documents are physically with the re-
turn or maintained in an attachment file.
. {Ferms~1040A—consolidated—with—orm
1240-beginning-with~Tax-Year-1969-and{ delete
reinstated-beginning-with-Tax-Year-+9727)
(1) Return filed in original blocks in account
number, original cocument locator num-
ber (DLN) seguence, or renumbered in
document locator number sequence on
or before April 15.
]D a) Destroy Ggears after date of filing.
) Retire to Federal Records Center
begxnnnng January 2 through Marcn 31
following the year in which returns were
numbered and processed.
(2) Returms filed, numbered or renumbered
in document locator number sequence
Apnl 16 through June 30.

e
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Item
No.

Descriptionofrecords
anddisposition authorizations

b

(a) Destroy 6 years after numbering sz L= ? W 0
and processing beginning July 1. 55 °

(b) Retire to Federal Records Center

beginning January 2 through March 31

following the year in which returns were

numbered and processed.

(3) Retumns filed, numbered or renumbered

in document locator number sequence
July 1 through December 31.

(a) Destroy 6 years after end of proc-
essing year.

(b) Retire to Federal Records Center
beginning January 2 through March 31
following the year in which returmns were
numbered and processed.

(4) Retums in penaity filtes. Returns on

which a penalty of 50% or more has been
assessed, and cases for which the Crmi-
nal Investigation Division has requested

- longer retention. _ -
(2) Destroy 6 years and 9 months after. 3 @
the end of the Calendar year in which55 a a
case closed. ﬂ M

(b) Retire to Federal Records Center
July 1 through September 30 following

the year in which returns were renum- . @
bered in the penalty or supplemental 4112? 2 A .
series. .- . 55 S}

(5) Returns in potentiat refund litigation

=~ Partnerships and Fiduciaries (excludes

case files. Retums and all related

documents. Coen

(e;)f_Pestroy 7 years after establishment

of file. -~ o

(b) Retire to Federal Records Center 3

vaars after sctahlichmart ~f file,
g.viduals,

Forms 1040A), with related schedules,

correspondence, audit reports, work pa-
- pers and other documents attached to the

retum or considered a part of the adminis-
- trative file, regardless of whether the docu-

ments are physically with the return or

maintained in an attachment file.

(1) Retumns filed m original blocks in ac-
.~ count number, original docurmnent locator

number sequence, or.renumbered in doc-

- ument locator sequence on or before De-

cember 31, )

(@) Destroy on or after January 16, 6
years and 8 months after Aprl 15 of the
processing year.

(b} Retire to Federal Records Center
beginning January 2 through March 31
following the year in which returns were
numbered and processed.

" MT 1(15)59.26-5 IR Manual
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Records Control Schedule 206 ) o
Item Description of records
No. anddisposition authorizations

(2) Returns in penalty file. Returns on which
a penalty of 50% or more has been as-
sessed, and cases for which Criminal In-
vestigation Division has requested longer

retention = . ?
(a) Destroy 6 years and 9 months after 5@ a . z
Dﬁ @4 end of calendar year in which case — o //

closed.

(b) Retire to Federal Records Center @
July 1 through September 30 following A
the yearin which returns were numbered éz / o
in the penalty or supplemental series.

(3) Returns in potential refund litigation
case files. Returmms and all r\e!ated

documents. ?
(a) Destroy 7 years after establishment -—7’2
of file. (o) i

(b) Retire to Federal Records Center 3
years after establishment of file.
57. Declaration of Estimated Individual In-
come Tax or Equivalent Forms.
(1) Taxable Declaration of Estimated in-
come Tax or equivalent forms  with

remittance,
(a) Destroy 4 years after end of proc-
LH)Ve essing year filed. :

; (b) Declarations ~mherad and proc-
. _ &cember 31.
1 Hetire 10 Federal Records Center ‘
beginning January 2, 1 year after
the end of the year in which num-
bered and processed...
(2) Non-taxable Declarations.
(a) Destroy upon receipt.
(3) Taxable Non-remittance Declarations.
(a) Destroy upon receipt.
. Corporanon and Excess Profit Tax Re-
turns, including all refated documents, cor-
respondence -angd exhibits, :

M (1) Destroy75 years aﬁer end of process-

(2) getums numbered and processed Jan-
vary 1 through June 30.
M (a) Retire to Federal Records Center

A

beginning January 2-thréugh March 31
following the year in_which numbered
and processed. ~
(3) Retums numbered and processed July
1 through December 31.
M (a) Retire to Federal Records Center
beginning July 1 through September 30
following the year in which numbered

‘ and processed. ?
(4) Retums and related documents in po-
m&g tential refund litigation case files. 5 = )

(a) Retire to Federal Records Center 3
years after establishment of file.

|
i
{
I

IR Manual MT 1(15)59.26-5
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- No. and disposition authorizations

(5) Retum by an Officer, Director, or
Shareholder with respect to the Organi-
zation or Reorganization of Foreign Cor-
poration and Acquisition of its Stock.
(Form 959).

(1) Destroy 75 years after end of proc-
essing year.
(6

)‘SSEIgc'non to be treated as a DISC (Form
(1) Flled a 1120 DISC for any taxable
year for which the slection is effective:

- ) - {a) Destroy 75 years after end of

‘DM processing

< (b) Retireto ederal Records Center

i July 1 through September 30 fol-

X lowing the year in which numbered

| and processed.

“ (2) Revoked or Termmated and has filed

| a 1120 DISC dunng any taxable year for
which the election is effective.

] (a) Destroy 75 years after end of

! processing year.

(b) Retire to Federal Records Center
July 1 through September 30 fol-
lowing the year in which numbered

- and processed.

(3) Has not filed a 1120 DISC during any

of the taxable years that the election was

- effective. -

b (a) Destroy 6 years afterthe glection
is effectve.

{b) Retireto Federal Records Center
July 1 through September 30 fol-
lowing the year in which numbered

\s? Cieiwon® 0 pShiaily  lies. neIUmS on
“which a penalty has been assessed, and
cases for which the Criminal Investigation
Division has requested longer retention.

. (1) Destroy 75 years after the end of

M the calendar year in which penal-

; ties were assessed and case
closed.
(2) Retireto Federal Records Center

: July 1 through September 30 fol-

lowing the year in which returns

were numbered in the penalty or

i supplemental series.

' 59. Income Tax Index Cards (Official Record

: Copies). Index cards used as a cross-ref-

erence to income tax returns, assessmaeant

lists, Unit Ledger Cards (ULC’s), and other
documents -

(1) Index.cards for mdtvnduaJ partnership
and fiduciary income tax returmns, and oth-
er miscellaneous retums.

(a) Destroy 30 years after end of proc-
essing year.,

(b) Retire to Federal Records Center 5
years after end of processing year.

(2) Index Cards for Corporation Income
Tax Retumns (1917-1948).
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. Records Control Schedule 206

[

, ltem
"' No.

DAY

'
i

DY

i
i
i
|
|
i
|
i
I

DAl
B

Description of records
and disposition authorizations

(a) index Qards for 1917.

1 Retained by Federal Records Cen-
ters for cross-reference to Corpo-
ration Income Tax Returns.

(b)1lngex Cards for 1918-1948.
estroy as they are no longer
needed by Federal Records an-
ters for cross-reference.

(c) Index Cards for Corporation Income
poration income

Tax Returns (19498651

1 Retain——sw

60. Unsigned and Undeliverable Tax Returns

61

which are not processed
.or numbered.
(1) Destroy 1year after end of processing

year.

Eﬁt.\a.ﬁeu.czy\.ﬁfégmcénc'é‘ and docu-
ments such as wills, atigavits of apprais-
als, trust agreements, power of attorney,
briefs, etc., and any related gift tax return
filed by decedent.

(1) Originals, reviewed and renumbered by

\

Examination.

(a) Retain. '

(p) Retireto Federal Records Center 6
il oftsr Tvaminatmn ~l~aure.

_weturns

" and related documents prior 10 examina-

tion and renumbered DLN. These foiders
should all be screened 10 remove any re-
turns or correspondence that should be

- processed 2nd forwarded to Examination.

After screening. dispose as follows.

(a) Destroy when related Estate Tax
Returns are retired to the Federal Rec-
ords Center in accordance with (1)(b)
above. '

62. Gift Tax Returns. Form 709, United States

Gift Tax Return; Form 710, Gift Tax Do-
nee's or Trustee’s information Return of
Gifts; Form 882, Statement of Gift Tax
Due; and all related correspondence and
documents not associated with Estate Tax
Returns. .

(1) Retain. «F

Gift Tax Information Card. Master index of

gift tax returns which show name, district,

account number, etc.

(1) Retain.

_ Capital Stock Tax Returns with related cor-
respondence, records and documents.
(Declared value Profits Tax Act repealed
for the years after June 30, 1946.)

(1) DestroyGOyearsaﬁerendof process”

ing year.

_ Employment Tax Returns filed by .emp(oy-
ers and covering withholding, social secu-
rity, railroad retirementand unemployment
taxes, not agreeing with the amount

~

_ ok wé
and subsequent years).. 7
> RETIRE to Federal Records Center 5 years after end of
processing year.

-

91 DESTROY 7? years after end of processing year.

(2) File Folders-set-up +to house returns and related documents
prior to examination and renumbered DLN. These folders

should all be screened to remove any returns or correspondence
that should be processed and forwarded to Examination.-

After screening, dispose as follows.

(a) DESTROY when Gift Tax Returns are filed in the alpha

file or retired to the Federal Records Center per
Item 61 above.


http:processed.or

~4

Item Descn’ption ofrecords
No. and disposition authorizations i

claimed as credit, and related documents |
and correspondence.

D L%1(1) Destroy 6 years after end of process-
ing year. -

(2) Retire to Federal Records Center be-
ginning January 2, 1 year after the end of
the yearinwhich returns were numbered |
and processed. i

66. Exempt Organization Returns, including - ((
t

includes Forms 990,990-AR, 990-C, 990-T, 990-PF

2\/\/“’2{7 all related documents, comrespondence
1041-A, 4720 and 5227).

and exhibits. <&
17 (1) Destroy 7 years after processing year.
¥ (2)-Returns-numbered-and-processed-dan-

~dary-d-through-June-30.
Dﬁw y g

{a}-Retire to Federal Records _Center
R o RN - Y .

- O iy Janual _‘L‘L_flluwlllg e
year in which4 urns werérumbered

_ -~ .andprocessed. - . ——- mEZTTS R
(3)‘Returns—numbered»and-processed-du{y< delet e\/\/ “ E) Af% .
~A.through-December-34-- P

' (2>-Retire to Federal Records Center Vi
beginning meﬂ%@jeaao\t_@vﬁg the {
year in whichthetslurns were itmbered. )

o . andprocessed. . - —-- .o~ -l

+ 677 Miscellaneous Tax Returns covering ex- |

cise tax returns on diesel fuel, gasoline, |
Volldf lubricating oils, telephone, telegraph, |
transportation, etc., with related corre- :

spondence and documents.
AN Mimenlincsnne Tov Dabiqpe with related

@“3 ] (2) Destroy 6 years after end of proc- —_—
*  essing year.
(b) Retire to Federal Records Center
beginning January 2, 1 year after the end
of the year in which the latest returns
were numbered and processed.
(2) Alpha and Index Registers for Forms

4638.
(a) Destroy 6 years after end of proc-
essing year.
“b)-Retire-to-Federal-Recerds-Conterid— .
aryear-afterend-of-processing-year: _____ delete
68. Extension Records. Correspondence and . .
forms (not associated with related tax re- 3) [I;etemzlon of Forms 720 Filed in accordance with the
turns) allowing or disallowing taxpayers to nited States/United Ki T m P
extendtimeinwhichtoﬁleareturqormake April 25 1986 "’b'd Elnﬁgdom laxi Ireaty Ratified
a tax payment due and taxpayers’ applica- 1o > - 1hls treaty provides that retroactive
EHO)HSDefg;ri cgange ln;CCOUgU?Q pegod- c-alms ror overpayment of the excise tax on foreign
A ) y 3 years after end of process insurance premsi . . - i o
]D ing year. premiums may be filed for period starting

_ o' January 1, 1975, so it will be t tail
gning~denuaryerfolowing the-prof< (GeTETBY  Ti1ad Forms 7208 for aly mericas Lros " Semeary
19~ i il f after 3 s
essmgTyear September 30}, 19748352075, until further notice.
; (2)DESTROY - Do not cestroy until further notice.

MT 1(15)58.26~1 IR Manual
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//‘\i' im Descz_'iptiorj ofrecords
- and disposition authorizations

69. fc\l'Stl_ce of Nonrec_efpt of Tax Returns |
oh é‘(/ng ”Tax Delinquency Investigatiofs
elated correspondence. Inclyfes
and related documents oé'f_l%osed

Delinquent Accounts A’s),
Delinquency Invesfigations
eturns Compliancé Program

M E)R)CS) Leads)
g otice of nreceipt of Tax Retumn

S.
/(a) Deuroy%ﬁars aftgf end of proc-

(Q)esging year,
losed TDA! :
3,e£‘° end RCP |eads.

(a) Destroy 2
[ )eSFsing year),l yﬁﬂer end of proc-
3) False "Ret : ,
b249 Files. und/ aimg (TDA’s)-Closed
obs¢) (a) Destroy 3 gears afterthe end of the

( )g{gsc;;smg onth in which case was

4) Instalimefit Agreerment

and relz ?d documents, (For
(2) Dedtroy 1 year after the end
proceSsing month.

(5) Instaliment Agreemsent Accounts

! (aY Destrov 1 vezr afta- +~5 ~nd of the

ol SipIoyer s A a i i
?J;Jm bé/r (E/N)Féer¢Uon for Identification
1) Applications and t
S Lopatio Related Corre-
% (@) D_estrqy 6 years after the end of
year in which processed.
(b} Retire to Federai Records Center
beginning July of the vear followina_the
! processing year. -
| (2) Daily EIN Log of Unassigned EIN's. A
. generated list of EiN's that have been
marked for deletion from the ENAF,
S (2) Destroy 6 months after print date.
71, App/(cat{on for Exemptions and Register.
Apphc'at'xp_ns for exemption from tax re-
sponsibilities and regulations applying to
restricted or specially controlled business-
es such as amusements, narcotics, fire-
arms, etc.; applications for registry as per-
son liable for admission tax after a change
;gtg;«r;ershlp; ordequivalent forms with re-
a orrespondence and documents.
m” Destroy 5 years after filing. ©
Vi Y(2) Retire to Federal Records Center af-
| ter January 1 of the year following the
i processing year,
i2. TOD! Supp/ements. Contzins information
i aboutIMF Delinquency Cases transferred
Petween district offices and processed at
} :.t\e service center,
}nM?/(:) TD! Supplement Reguest (Form 5115).

o

tAanual MT 1{15)59.26-4

/i -2 7

Return Delinquency and Balance Due Notices, Taxpayer
Delinquent Accounts (TDAs), Taxpayer Delinquency
Investigations (TDIs), Returns Compliance Program
(RCP) Leads, Courtesy Investigations, and related
documents. -
(1) Return Delinquency Notices (Forms 4901, 4902,
4903, and 4904) and other related documents.
(a) Closed Forms and Related Documents over 6

months old. :
1 DESTROY at the end of June and at the end

of December.

(b) Credit Balance and TC 594/599 Cases Closed
and other related documents over 6 months old
as a result of research (See Item 242).

1 DESTROY at the end of June and at the end
of December.

(2) Balance Due Notices (CP Notices and Forms 3967 (C)
4839, 4840, 4873, and 4905, ~(Notices 521 and 522))
and related documents.

(a) DESTROY at the end of June and at the end of
December those closed forms and related
documents over 6 months old except for those
identified in Items 168 and 185.

(3) Closed TDAs, TDIs, RCP Leads, OIs, and related
documents.

(a) DESTROY at the end of June and at the end of
December those closed forms and related
documents over 6 months old.

(4) Installment Agreements (Form 433-M) and related
documents.

(a) DESTROY Forms 433-M and related documents
when required terminal input is completed or
when the case is closed if form is retained
in the Installment Agreement File.

(5) Report of Trust Fund Tax Violations (Form 2674)
and related documents.

(a) DESTROY at the end of June and at the end of
December those closed forms and related
documents over 6 months old.

(6) Application for Extension of Time to File U.S. ‘
Estate Tax Return and/or Pay Estate TaX(@ﬂT&ﬁEEJﬁ

(a) DESTROY after research and terminal input
action is completed, if applicable. :

(7) Request for Quick and Prowmpt Assessment (Form

2859) Index File Copy.

(a) DESTROY at the end of June and at the end of
December those forms and related documents

over 6 months old.
%r




]
" ltem
' No.

'

Description of records
and disposition authorizations

(a) Destroy after 20 days.
(2) Service Center Taxpayer Delinquency
investigation (TDI) Magnetic Tape Files.
{a) Destroy 2 years after closing date.
(3) Failed to Match List (for matching of TD!
Supplements with cases).
(a) Destroy after 30 days.
73. Certificate Waiving Exemption from Taxes
Under FICA and related correspondence.
V=L (1) Destroy 10 years after the end of year
in which processed.
~2Retireto-federai-Records-Genterbe--

- . L N

WYL

~=G-YOAFe .

74. Public Event Manifests. Samples of tickets
printed along with name of printer, person
or organization ordering the tickets and
gquantity of tickets produced.

(1) Destroy 1 year after end of calendar
year showing date of event.

75. Problem Resolution Records. Correspon-
dence and Statistical Records created and
maintained primanly from contacts with
taxpayers who have problems to be
resolved. - . -

(1) Problem Resolution Correspondence
(Form 5543). e
- (a) Destroy 1 year after the end of the
fiscal year in which the case is closed.
R (2) Problem Resolution Statistical Records
. - (Form 6016).

~~d of the
seport is

[Er o NI R B

prepared.

J

(2) RETIRE to Federal

Ol w4

Records Center beginning January 2,
3 years following the year in which processed.

75. Special Taxpayer List. List of names of ali
persons, including wagering, who have ap-
i plied for special tax stamps.
[ MU ) Destroy 30 years after end of process-
ing year.
—{£r-Retire-to-Federar-Reecerds-Center-be-
—ginning-January-2-after-end-of-process~

C -39,
NQ, s _pa¥ai

a&ﬂ% € 16)g

oK

W

(2) RETIRE to Federal Records Center 5 years after end of
processing year.

N G-ye&f—
T 77. Waiver Certificale 1o Collect Social Secun-
ty Coverage, Exemption from Self-Em-
ployment Tax for Ministers, Members of
Religious Orders and Chrstian Science
Practitoners, Public Officers, State or Po-
\fW/] litical Subdivision Employees, etc.

N

) rede(1)_Retain. L
7§{.:Socia/ Secunty Tax Correction Records.

Correspandence, forms and_dociments
used to correctdiscrepanciesin Social Se-
curity tax account:
(1) Destroy 4 years afterend of process-
ing year, .~
X (2) Retire to Federal Records Center-
yéar after corrections are made.
79. Delinquency or Correction Notices. Social

i

; Security Administration form to regquest
{ District Director to furnish additional infor-
|

mation about wages paid to wage earner.

Social Security Tax Correction Records and

Logs or Files Temporary SSN Assigned.

(1)

(2)

(3)

Correspondence, forms and documents used

to correct discrepancies in Social

Security tax account.

(a) DESTROY & years after end of proces-
sing year.

(b) RETIRE to Federal Records Center 1
year after corrections are made.

Logs or Files on Temporary SSks Assigned.

(a) DESTROY 2 years after end of proces-
sing vyear.

Listing of Spouses in SSN sequence.

(a) DESTROY old listing when new listing
is received.
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ltem Description of records
Ne. and disposition authorizations

W (1) Destroy 5 years after end of process-

ing year.
(2) Retire to Federal Records Center
when no longer needed in current
80. G Ope;faﬁons' Oil Bond
. Gasoline and Lubricatin i onds.
Bonds praviousty executeg by manufac- NQ g) 2 '97
turers or producers of lubricating oil and by .
producers or importers of gasoline as re- Q C,% A IR
- quired by IRC 4101, and which have sincs
been terminated as in the cass of discon-
tinued businesses or businesses no longer
requiring a bond. Bonds may also have
been cancelled by the insurety:
/) (1) Destroy 6 ysars after termination or
D ’ cancellation of bond.
~(2)yRetireto-Federal-Records-Centerons- et
: —yearaﬂeaHermination-\':;f'-catnczeﬂ&etticra—e%h aelete
81. Employer Appointment of Agent (Form
2678). Is used when an employer appoints
an agent to pay his employee’s wages.
(1) Account with agent acting for only one
employer.
(2} Dmedrmss & umam -~ -- d--mingtion,
e eiem Vante::?. delete
.:years -after-tormination-
(2) Account with agent acting formore than
ong employer.
(a) Destroy 6 years after aJ! accounts
. have beon terminated.
: —{b}-Retireto-Federal-RecordsCenter.2 delete
—veafs—-aﬂefr—anwaccounts"have*been
. ~starminated——"
' B2. Federal Use Tax Return on Hrghway ‘Motor
Vehicles. Retum of tax due on use of high-
' way motor vehicle.
M (1) Destroy 6 years after the end of the

\928

processing year.
‘ (2) Retire to Federal Records Center 1
z year after the end of the processing

. 88. Elechon by Small Busmess Corporabons
Filed by qualifying small business corpora-
tions who make election not to be subject

Qﬂ to 1axes as prescribed in IRC 1372 DESTROY 75 years after end of processing year.

(1) Retain:

e Areer ot of processing year " | 3] s BARCa @@ €79 (72,

84. Authorization Registration for Tax-Free

Transactions. Application and certificate

form filed by manufacturers, producers or ? “A a.o
vendees wg’o desire to make tax-free pur- QC ¢ D 56] m;@*h
AN "

D’ 269 » -
l X ‘ I "

chases of taxable articies for further manu-
facture of taxable articies, or for resale to "
manufacturers for that purpose.
(1) Destroy 1year after termination, revo-
TRV cation or after authorization is no longer "
M required.

\\B /7; 349 w £t - \\ C. II:. o ‘
AL V7 A L J (AN / )
5 f LYo N 50w,
j \N//: 393 " l\j ‘\\.P//,Z48“H

3 U s i N g g e

%gf\ g3/l & 4,6"(3&«43‘%

4!



"ltem
No.

Description of records
and disposition authonzations

bkl

LY

t

D3y

85. Information Retums and related docu-
ments submitted by domestic and foreign
firms to advise the names, amounts and
types of income paid to individuals.

(1) Domestic Filed.
(a) Associated with income tax retums.
1 Destroy or Retain, as appropriate,
when related income tax retumns
are destroyed or retired.
(b) Residue of Information Retums and
Documents not associated with related
income tax retums.
- 1 Destroy selected sample 60 days
©  after data has been converted to
magnetic tape, the tape verified
and sent to National Computer
Center (NCC).
- 2 Destroy nonselected documents
after sample has been selected,
- but no earlier than June 30th of cur-
rent processing year.
(¢} Statement of Gambling Winnings and
Transmittal (Form W-2G and W-3G)
1 Destroy 3 years after processing

(d) Loose W-2's, with the exception of Copy C, which
will continue to be returned to the taxpayer. !
1 DESTROY at the end of the processing year.

- .year. Lo
(2) Forseign Filed. ;
(a) Associated with income tax retums.
- 1. Destroy or Retain, as appropnate,
- when related income tax retums
«z-are_destroyed or retired,

\

(b) Residue of Information Retums and

Doduments not associated wyeléted
incoms’tax retums. -
wsessing

or conversion1o magnenc tape,
2 Retire to-Federal Records Center
- 60 days after processing or conver-
" ' sion to magnetictapa, -

(3) Creation of or Transfer to Certain For-
eign Trusts and Annual Retumn of Foreign
Trust with U.S. Beneficiaries (Forms 3520
and 3520-A) o -

(a) Destroy 7 years atter date of filing.

(4)5 International Boycott Report, (Form

713). :

(2) Destroy 7 years after end of proc-
essing year.
(b) Retire to Federal Records Center 1
year after the date of inclusion in the
scheduled triannual listing January 2,
July 1 and October 1 of each year.

(5) Questionable Form W—4 Program.
(a) Forms W—4 (Paper Document).

the-processing-year.
2-Retire toFederat Records-Center4
year-after-end-of-processing-year.
(b) Form W—4 Case Files.

MT 1(15)59.26-1

IR Manual

-~

1 Destroy<4-years-after-the-end-of— .

delete

(b) Residue of Information Reburns and Documents not associated
with related income tax returns.
1 Information Returns and Documents selected for review.
- — T .
a DESTROY 1 year after processifig or conversion to
maghetic tape.
- A . )
2 Information Returns and Documents not selecteda for review.
a DESTROY January 2, Tollowing the year received.

# NC 80-235 . (Vs assdes ansd™in \§78 BCS

b S \GED e
O - Tiwflc frsurt <o

# NCgO-239 ( W “

Do Not Destroy until fturther notice.

X wi

“ 1978 mveasss. . wh

(4 Y A

)

Ptz
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No. and disposition authorizations

[} 1 Destroy 4¥years- after-the—end of
the-processing-years

,

CXS—/S—B cout: )

Do Not Destroy until further notice.
Pl 4

2-Retire to FederalRecords Contert el ete Cam - \e Thseofpr & F[AC @W Wi

year—-after-the—end—-of-processing

(6) Schedule K-1 Edit Sheet (Form 6035)

(HP.QF-

86. Public inspection Files (Hardcopy and Ap-

erture Cards) for Retumns of Organizations

- or Fducianes Exempt from Income Tax

maintained apart from the “retum’ portion

of these forms.

(1) Destroy 4 years aﬂer end of process-
ing year.

87. Undeirvered Informa tvon Returns (Copy B)
transmitted by employers, payers and
nominees to the service center.

(1)Destroy January 2 of the year following
the year in which prepared.

88. Information Returns received from em-

ployees and recipients.

(1) Information Retums associated with in-
j come tax retums.
; (a) Destroy or Retain, as appropriats,
| when related income tax retums are de-
|

stroyed or retired.
IAY fadm e K e P b e - ot -——Q"iated wm‘

(a) Dwtroy January 2 of the year fol-
lowing the year in which prepared.

89. Liquor Tax Assessment Work Sheet (En-
forcement). Used to determine rate of tax
and amourt of tax and penalties in en-
forcement cases
(1) D%tmy 7 years after end of process-

ginning-January- 2;-following-the-ysar-in.
-which retums-were numbered-and filed
80. Magnstic Tape Correspondence Files re-
lating to the receipt, processing, and retum
of magentic tapes containing tax state-
ments on wages, gambling winnings, re-
cipients of annuities, pensions or retired
pay,' and information retums. Payment
data filed by Government and non-Gov-
emment organizations using magnetic
tape files in lieu of paper documents and
the processing of paper documents that
have been filed to supplement or amend
the tape files.

(Note: Disposal of the information returns
and payment data documents are cov-
ered elsewhere in this Schedule.) )

(1) Destroy 2 years after end of process-
ing y

©91. Trangsmrttal Recsipt and Control Records.
| Comrespondence, teletype, transmittal let-
ters, reports, and transmittal receipt and

" IR Manual MT 1(15)59.26~1

1 DESTROY 6 months after end of processing year.

NC 8D-239, Raytacin, SFabvans T \5Y 8 RCS

,{2)—ﬁeﬁretoFedera}-HecordsOenter-be- (2)RETIRE to Federal Records Center 1 year after end of

processing year.

O«W:ﬁn



Item Description of records

and disposition authorzations

!
I} No.
i

control documents, etc., (not covered else-
where in this Schedule) pertammg to receiv-
ing, controlling and transmitting tax returns,
taxpayer account registers, a.nd re!ated
documents.

(1) Destroy after 1 year.

92..Advice of Transmittal used to transmit

schedules to - the Social Secunty
Administration.
(1) Destroy1 year after end of processmg

year
' 93, Taxpayer Correspondence Files.

(1) Correspondence to and from the public
requesting information, blank forms, or
publications; noftification of change of ad-
dress; or letters of general mquury from
axpayers or mew represemauvu; winut
do not involve substantive tax liability
questions, and which when answered or
noted, complets the cycle of correspon-
dence and have no value for a more ex-
. tended reference.
(2) Destroy after reply is made infor-
mation is furnished, or appropnate
. changes are made in Service's records.
(2) Loose schedules; Form 1310, State-
ments of Claimant to Refund Due De-
csased Taxpayer; copies of death certifi-
cate; etc., not associated with applicable
retum.
(a)Destroy 1 year after due filing date of
tax retum.
(3) Correspondence maintained in  sus-
tims or
oEr QOCUMeNIS, or covered elsewhere
in this Schedule.
(a) Destroy 30 days after file is closed.
(4) Correspondence requesting copies of
tax retums.
(a) Request from taxpayers as shown in
the address area of the retumn.
1 Destroy 3 months after request
has been filled.
(b) Request by or for third parties must
be forwarded for association with the re-
lated return(s) after the request has been
filled.
1 Destroy when related returns are
destroyed.

94, Source Documents used for the establish-

ment of master files, consisting of mail

slips, addressograph plate lists, alphabeti-

cal listings by districts and other lists of
glt.lsm%s firms used to perfect the master
=]

(1) Destroy 60 days after data has been
converted to magentic tape, the tape
verified and corrected, and master file
established.
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equrvalent torms.
)ﬁ (1) Destroy 5 years after end of process-

ing year. T
: ai—Records—Center~ (2) RETIRE to Federal Records Center 1 year after end of
er-end-of-proeess~—~

- processing year.
~—wingyear—
96. Master File Entity Change, or equivalent OK w5

forms not associated with case files.
//\m (1)Destroy 1.year after end of processing

year.
97. Block Control Cards, and equivalent forms
used as a card control for documents intro-
duced through the processing cycle.
(1) Master Control Cards.
(a) Destroy 14 days after Control Data
Recap and required balancing have
been completad.
(2) Other Cards. -
(a) Destroy 30 days after data has
been converted to magnetic tape and
tape balanced and verified.
| 98. BMF and IMF Entity Change Cards use(tihln
-~e_of the

L SIS G 1 BT (v eend the Indi- ——

vidual Master File (IMF).

(1) Destroy 14 days after data has been
converted to magnetic tape and tape
balanced and venfied.

99. BMF and IMF Data Cards and related
worksheets and transcripts, used to tran-
scribe data to the master fiies.

(1) Destroy 14 days after data has been
converted to magnetic tape and tape
Lalancasd and ventiea.

100. Document Reject Cards and Transmittals
used in processing transactions to the IMF
and BMF programs.

(1) Destroy 60 days after removal from
Reject File.

101. Unpostable and Nuliified Unpostable

Cards and equivalent records used as

source documents to facilitate the correc-

tion of unpostable transactions. Usedin all
research, especially in payment tracing
and Social Security Number (SSN) and

Employer ldentification Number (EIN)

changes.

(1) Paper Records (Not Mlcroﬁlmed)

{a) Destroy 3 years after end of proc-
essing year in which closed, or when no
longer needed for internal audit, which-
ever is later.

(b) Retire to Federal Records Center 1
year after end of processing year in

' which closed.

(2) Microfilm and Hard Copy of Records

(applicable for service centers which are
microfiiming these records).

95. Notice of Action for Entry on Master File or NQ @-z,‘gq. M &M‘ﬁ \@28 QCS
~raTi s

H

B


http:w-�.:.oJ

1
I Item Description of records
" No. and disposition authorizations

(a) Microfilm Record Copy not intended
for reference use, but to maks additional
copies, as required. ’
1 Destroy 3 years after end of proc-
essing year in which closed.
2 Retire to Federal Records Center
90 days after creation and
verificabon.
(b) Research Microfilm.
. 1 Destroy 3 years after end of proc-
! essing year in which closed, or
‘ when no longer needed for internal
audit, whichever is later.
(c) Hard Copy.
1 Destroy 80-days-after+nicrofilming after

} and film verification. Unpostable and Error Registers and Listings
I

102 <Unpostabie;-Error-and-Reject—-Registers—
and-listings prepared and used at service
centers to perfect the master file and re-
;solve errors made in processing and per-

. ecting operations. T : - : :
: (1) “Error/Reject-Registers-and-Listngs: rror Registers and Listings.
% (a) Destroyamwen—no-longer—ne—seuded-ip—-ef‘ter data have been inputed by Direct Data Entry (DDE),
i gﬂ&ﬁ%&oggmi?mes&; unless the Supervisory Auditor at the service center asks
{or-them-io-be-retained-for-a-donger for them to be retained for a longer period.
-period.- .
(2) Unpostable Listings.
(a) Destroy after 30 days, or when no
longer needed in current operations,
whichever is the longer penod, unless
T ’ t ~a service .
T G D il LT e T .cn.ajne_d fora
! longer period.
! (3) Accounts Maintenance Claim Pending
{ (06-W) Transcripts, Forms 4179A, with
1

an unreversed TC 470 and Closing
Codes 00, 90, af-93- 93, or 94.
(a) Deetroy when no ionger needed in

: current operation. .

103. Blocks Qut of Balance Listings.

. (1) Blocks Out of Balance Listings and
Source Documents Reflecting Corrective
; Action Taken.
(a) Destroy 90 days after data has
been converted to rnagnetic taps and
tape has been balanced and verified.
(2) Blocks Out of Balance Card Check List.
(a) Destroy 90 days after end of proc-
essing year.

104, Block Proof Listing Register. Register is
printed each cycle reflecting each docu-
ment “input” in that cycle separated as to
IMF and BMF in DLN sequence. Useddaily
to furnish informaton to the district offices,
other services centers and taxpayers.

(1) Destroy 1year after end of processing
year.

"MT 1(15)59.26-1 IR Manual
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105. Notics Registers. List by DLN, EIN, (BMF)
or SSN (IMF), master file tax code, tax
period, name control by type of tax retumn
and computer paragraph number.

D G/] (1) Destroy 1year after end of processing

year.

106. Transcript Edit Sheets used in extracting
data from retums for statistical processing
programs.

(1) Destroy after complation of each an-

:@G{} nual program upon notification by Statis-

tics Division, National Office.

i 107. Quality Assurance Sampls Salaction
Sheets and Assurance Control Sheets
used to select and examine a group of
returns for National Office qua'rty assur-

. ance review.

(1) Destroy 1 year after completion of an-
nual program upon notification by Statis-
tics Division, National Office.

108. Statistics of Income Program Tabulating

. Corde 11ee~d fnr etotietinzg mrocessmg of

=

(1) Destroy after completion of sach an-

)ﬁ@g nual or other periodic program upon no-
t:ﬁcat:on by Statistics Division, National

=l

109. Sample Selection Shests.

(1) Destroy 1 year after completion of an-

M nual program unless notified otherwise
by Statistics Division, National Office.

110. Sampfe Receipts Control Cards used to
key punch Sample Selection Sheets.

(1) Destroy after completion of each an-
nual program upon notification by Statis-
tics Division, National Office. -

111. Sample Selection Sheets and Data Identi-
fication Records issued in the Taxpayer
Compliance Msasurement Program.

(1) Destroy 6 months after completion of
annual program upon notification by
Statistics Division, National Office.

112. Block Proof Cards used as block proof
control card for statistical processing of
selected corporation tax retumns.

(1) Destroy after completion of each an-
nual program.

113. Document Control Slips used to control
and route statistical documents in service
centers and which are not retumed with
the documents or returns processed.

(1) Destroy 1yearafterend of processing
year upon notification by Statistics Divi-
sion, National Office.

I 114. Statistical Processing Progress Reports
' on completed documents each week.

; (1) Destroy 4 years after end of process-
W ing year.
g

:
f
;
i
!
|

\

IR Marusl MT 1(15)59.26-1



item Description of records
No. anddisposition authorizations

{2) Retire to Federal Records Center 2
years after end of processing year.
115, Validation Certificates of Prior American
Ownership and Interest Equalization Tax
Compliance. (Retainedin Andover Service
. Center.)
D) A (1) Retain.
(2) Retire to Federal Records Center 6
months after completion. of matching
* - and verification operations:
116. Social Security Tax Record Card, Title IX.
: Record Card or equivalent records per-
taining to wage and excise tax returns.
(1) Destroy 10 years after end of process-
year. -~
(2) Retire to Federal Records Center
““when no longer needed in current
operations.

117. Exempt Orgaan&t:onsW&efebF#G Vouch-
ers and Employee Plans Entity Changes.
Ve (1) Destroy 4 years after end of process-
ing year.
(2) Retire to Federal Records Center 2
years after end of processing year.
118. Document Register—Block and Selec-
tion. Used to establish and maintain con-
trol of documents (block listings) for re-
turns and refated documents.
(1) Document Register (Form 813). Identi-
~  fies documents with remi ittance and those
\&) IVIQOWSE THT
1 Original Copy
a Destroy when related returns
are destroyed. -. ..

2 Duplicate Copy 2.
D a Destroy 6 years after end of
’ processing year

(b} Neon-Master File
1 Original Copy
a Destroy when related returns
are destroyed. 30
2 Duplicate Copy

a Destroy 6/years after end of
M processing year.

b Retire to Federal Records Cen-

ter 2 years after end of processing

=~ year.

SBME Entity
7/

7(2) Document/Remittance Register (Form RPS
813). 1Identifies documents and
remittances processed through the
Remittance Processing System.

(a) Original Copy

? (c) Encoder Tapes and Logs.
( ¥ Destroy 6 years after end of proc-
m essing year.
2-Retire-to-Federat-Recoeras-Conter
2-years—after—end-of.processing
Yyear~
2) Block and Selection Record (Form
1332). ldentifies retums and related doc-
uments without remittancs.
(a) Onginal Copy
1 Destroy when related returns are
destroyed.

¥ (3) ()

1 DESTROY when related returns
(b) Duﬁfic§%§t€8¥$d'
1 DESTROY 6 years after end of
processing year.

2 RETIRE to Federal Records Center
2 years after end of processing -
year.
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Records Control Schedule 206

Item Description of records
No. and disposition authorizations

(b) Duplicate Copy Used To Transmit

S$5-4 Forms.
Y 1 Destroy when related SS—4 Forms

are destroyed.
_\: Master File Returns, no retumns attached.
@M(U Destroy 3 years after end of process-
ing year.

X {2)-Retire-to-Federal-Records-Center-6-

: -months-afler—end_of.processing.yeat

"120. Declaration of Receipts * of Political

k Contnibutions.
opar (1) Destroy on April 15, 5 years following
ﬁ:m the year date on upper right hand side of

| forms.

‘ (2) Retire to Federal Records Center be-

| ginning January 2 foliowing the end of

! processing year.

(} 121. Presidential Election Campaign Fund,

Statement.
‘E (1) Destroy 6 years after end of process-
l 7 ing year.
- (2) Retire to Federal Records Center be-

“g.end of
i processing year. . ,
122. Annual Employer's Retumn for Employee’s
Pension or Profit-Sharing Plans, including
all related schedules, documents, corre-
spondence and exhibits, filed by the em-
ployer who maintains a plan or plans for his
employees or for himsel. The EPMF proc-
assing year is July 1 to Juna 30.
)\/124? (1) Destroy 6 years after end of process-
ing year. _— .
4f (& DSl io Federal Records Center wL0

(=

1237 Installment Billing Closed Case Files. \n-
cludes Service Center notices, computer
paragraphs 191 and 480 printed on Form
4179, bank form, used as posting docu-
ments to manually update instaliment cas-
es. An instaliment case file is closed when
the accountis timely and fully paid or when
the account is transterred to TDA status.
(1) Destroy 1 year after calendar year in

which case was closed.

124. Vehicle Registrant Records. Used for the
Highway Use Tax (HUT) Compliance
Program. ’ )
(1) Destroy 44-months after completing

the match of HUT leads (Vehicle Regis-
trant Records) against the 2290 Alpha
Listing.

* 122.(2) NC ¥

Adilnan 8 eq s

~_months_after end of processing year. |

' 119. Examination Records Processed for Non- »* N C 80

delete

-2

S. Rmstansn, 22T & 1498 RCS

(3) EPMF Microfiche (Working Copy), 1977

T (4)

filed in Film Accession Number (FAN)
sequence.
(a) DESTROY 3 years after retirement to
Federal Records Center.
(b) RETIRE to Federal Records Center
July, 1982.
EPMF Microfiche (Working Copy), 1978
filed in Box Identifier Number (BIN)’
sequence.
(a) DESTROY 3 years after retirement to
Federal Records Center,
(b) RETIRE to Federal Records Center
July, 1983.
NOTE: A1l 1977 and 1978 Returns and
Master Copies of Microfiche
were retired to the Dayton
Federal Records Center after

being processed by the IRS
Data Center.

9 “‘%. Rsdneing, 4 Bctmery K 99FRCS

X ws



Item Description of records
No. and disposition authorizations

125. Information Retuns Program. Payee Tax
ldentification Number (TIN) Perfection
Match Lists (CP 2010, Form 49086); Re-
guests for Venfication of Name and SSN
(CP 2011, Form 5332); Payee TIN Perfec-
tion Research Notices (CP 2013, Form
5502); Payer Correcton Transcripts (CP
2016, Form 5437); Payee TIN Pertection
Update Reject Records (CP 2014, Form
3728); and Payer Corection Update Re-
ject Records (CP 2017. Form 3624).

{1) Information Retums.
(a) Destroy 30 days after data has
been converted to magnetic tape, the
tape verified, and the tape used to up-
date the service center Payee TIN Per-
fection File or Payer Correction File, as
appropriate.

(2) Underreporter Select and Non-Select
L SSN List (Form 3624); Notice~Data—for

w ~CP-2000~(Form-5812): )
(a) Destroy as classified documents

5. when program completed

126. Audit and ADP Records of the Information
. Retums Program Discrepancy and Un-

] derreporter Related Documents:
(1) Transcript Limiting Card, Specific Tran-

script Card, and Audit Finder Card.

(a) Destroy 30days after successful in-
put to Magnstic Tape for selected case
cards or simultaneously with disposal of
transcripts for non-selected case cards.

(3)Notice Data for CP-2000 (Form 5812).
DESTROY when correct Underreporter Notices are
generated,

\ —y e - ORI o g o] ]

: 60 days after final acton. :

| (3) Unmatched Audit Finder Card Listing.

(@) Destroy listing 1 week after suc-

- cessful cormective action has beentaken

: for finder cards indicated on the list.

1127. Actuary Mailing List Information. Form

‘ 5398 (accumufated in Andover Service

! Center only).

! (1) Destroy after 3 years.

! 128. Employee Plans-Plan Czse Control Input

' Record. Form 4646A. )

(1) Destroy 9 months after processing

date. (Processing date is Julian date,
4th, 5th, and 6th digits of control
number.)

. 129. Statement for Recipients of Interest In-

come (Form 1099-INT Copy C). Issued by

the Service Center for interest paymentin

excess of $10.00.

(1) Destroy 6 years and 3 months after

the calendar year issued.

MT 1(15)58.26-1 IR Manual
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Records Control Schedule 206

K{em Description of records
o. anddisposition authorizations

CASHIER,ACCOUNTING A
. ADJUSTMENTRECORDS NP

130. gocgment Remittance and Assessment
egisters, Certificates of Deposit. Copies
of registers and related documents and
. journals prepared for the control, classifi-
; cation and applications of tax payments
received for deposit retained in the Clear-
ing-and Deposit Section, Recsipt and Con-
trol Branch, Examination Division.
(1 )yeD;stroy 1year after end of processing
131. Daily Record of Teller Remittances. Daily
accounting and recapitulation of individual
teller receipts including cash, checks and
money orders, with related papers (NCR or
32?,"28 m’ac;,lhnrr?e ha;pes) used in connection
a tallar’e $
(1) Original with apes RARRAT -~
{a) Destroy 2 years after end of proc¢-
. essing year.
l (2) Teller's Copy (duplicate). .
i (a) Destroy after 1 month.
P M N ! "‘-"'-'*nerain-
e e et v = .. center
for each type of retumn or document which
sarves as a control for the assignment of
block numbets.
(1) Destroy 1year after end of processing

—m

year.

133. Distribution Ledgers. Records maintained
showing the distribution of change-making
funds to all subagents by the Agent
wasthed.

(1) Destroy 2 years after end of process-
ing year.

{34. Statemeant of Advance of Change-Making

} Funds. An annual accounting by sub-

l agents (tellers) and the Agent Cashier (Di-

| rector) of all advances of change funds to

| the regional disbursing office.

! (1) Destroy 2 years after end of process-

Ii

|

i

ing year.

135. Armored Car Messenger Receipts from
carriers for cash and checks, etc., re-
ceived for deposit in banks.

(1) Destory 1yearafter end of processing

- year.
' {36. Receipts for Payment of Taxes. Duplicates
! of receipts issued to taxpayers for pay-

ments received.

[% (1) Destroy 5 years after end of process-
ing year.

137. Discovered Remittance Lists and Forms

2287. Documents used to record and con-

trol cash remittances discovered in mail

. MT 1(15)59.26-1



Item

Dsscripti
N ption of records

and disposition authorizations

extraction, and remittance documents (i
‘ , ] in-
cluding cash) discovered in areas outside( of

mail extraction.
(1) Lists.

(a) Destroy 1 year after the end of the

processing year.
(2) Forms 4287.
(a) Destroy 2 years after the end of the
‘ processing year.
138. Special Tax Assembliss.
(1) Unused Assembliss.
(a) Destroy 60 days afterreceipt of new
issue.
(2) Voided Assembilies.
(a) Destroy concurrently with the proc-
essing of valid special tax stamps.
ecords of Stamp Transactions.

1139. R ms

.77 stdmps: ——— = [EOutertyio)
‘ (1}-Destroy 3 years afterthe close of year
in which the stamps were Sottx
140. Cover Certificates in lieu of lost or de-
stroyed special tax stamps.
(1) Destroy 1 year after iss
; certificate in book.
141. Punch Card Requests for taxpayer ad-
dress information from the IMF.
(1) Destroy after mailing information to
requester.
142. Narcotic Registrants, Inventory Records
and Purchasa Orders.

uvance of last

- ".T:QCESS'

ng year. .
(2) Retire to Federal Records Center af-
) ter January 1 of the year following the
processing year. '
143. Records of Recsipts an
cotics. Monthly reports submitted by regis-
tered users and sellers of narcotics includ-

ing all related correspondencs.

(1) Destroy 2years following the year in
which filed.
144. Alcohol, Toba

i d Disposal of Nar-
i
|
i

i eco and Firearms Tax Re-
! turns. Retums filed by taxpayers for de-
! ferred payment of taxes on distilled spirits,
K rectified products, wine, beer, cigars and
l cigarettes.

l {1
W ing year.
i —{2yRetiretoth
——t-year-after
145. 507 Telep
Forms 2747.
History Shee
which have been pai
the payment agreement.

Dﬂ%ﬁ) Destroy 1 year after the a

closed.

ocessing-year=—

! (ka__and.zepordsxe\laﬁng:tg-_the-reqﬁlsitioningi-\
- o | ~

Destroy 6 years after end of process-

ccount is

Eontrol Records.for Receipts for Payment of Taxes (Including
Form 97). Certification of Transfer or Destruction of Receipts

Fa)
_LO o - m >

r PQW_Alegt'ol Taxes, inventory control records, and inventory
ccountability reports.

a
>{l) Orignal File Copy.
(a)NDESTROY 3 years after end of processing year.
(2) Duplicate Copies.
(2) DESTROY 2 years after end of processing year..

=]

(=4

J

NC 80-239, (mu% X 1978 RCS

%/x’z

ok G \G D ~asiiana )

relete

ter-end-of-proc

hone Call Notices and related
Notices and Investigative

ts for delinquent accounts

d in accordance with

4y /1 =2 2
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* Records Control Schedule 206

. Item Description of records

No. and disposition authorizations

© 146. Certificates of Deposits and Tickets.
(1) Deposit Tickets (marked ""Bonds”).

M (a) Destroy 10 years after close of list

R @

year.
(2) Deposit Tickets (others).

(a) Destroy 3 years after close of list

year.

147. Loose DR Listings. Registers reflecting all
Depositary Receipts (DR’s) that have be-
come separated and referred to as Loose
DR’s. Printed each cycle (when there are
Loose DR’s) by EIN and district sequence.
The DR credit is input to the master file.
Used to determine tax payments and to
furnish information to district offices and
taxpayers.

(1) Destroy 10 years after end of process-
ing year.
(2) Retire to Federal Records Center 4
years after end of processing year.

! 148. DR Transmittal Listings.

(1) Destroy 6 years after end of process-

ing year.
IO\ Pndins 3a Cadearal D-~anrq Center 6
.JU] Sheet
date.

149 Unused DR Listings furnished by Federal
Reserve Bank.
(1) Destroy after all items have been
closed.
. 150. Schedules and Lists of Canceled and Un-
delivered Checks and Bonds.

%(1) Destroy after audit by General Ac-

counting Office (GAO »r when 3 years
olad, whichever is earlier.

i 151, Notlces of Refund Checks or Bonds Re-
turned. Notices and forms supporting
closed undelivered refund check or bond
cases, or equivalent forms used as a fol-
low-up to locate taxpayers.

(1) Closed Cases (after taxpayer is located
or check redeposited).
(a) Destroy after the calendar year in

mech the taxpayer was located and

case closed, or in which undelivered
check was canceled and credited back
to the taxpayer’s account.

(2) Open cases (all notices reflecting unre-
solved Pre-ADP undelivered refund
checks and all unresolved NMF undeliv-
ered refund checks).

éD (a) Retain.
(3) Retums Files Copy with related
documents.
‘9 (a) Destroy 5 years after processing
é year.

toy-Retire-toFederal-Records-Centerd delete

year-after-processingyear—

NC 80- 239, (U asdian ~A o \§78 1RCS
\9T0 —sRuCehim widly ~saTisoment

e

Sodudif )

OK. w

/
4.21-9%


http:tb}-Retire-to-Fede.ral-Reoor~r.lt

" ltem Description of records
; No. and disposition authorizations

' 152. Refund Inquiry Control Correspondence
Files relating to refunds, stop payments
' - and remailing of checks (maintained in al-

pha sequence in one-month blocks).
W (1) Destroy 6 ysars after case is closed.

-{2}-Retire-to-Federal-Records-Centert-delete

-year after the. casa.is.closed..

153. Refund Stop Payment or Reissuance of
Replacement Check or Bond records re-
lating to refunds, stop payments, errors in
name or designation of payes, remailing of
checks or bonds, etc.

(1) Destroy 3 years after case is closed.

154, Record of Refund Checks issued as a re-

: sult of overassessment or claims.

(1) Destroy 3 years afterend of process-
ing year.

155. Refund Cards punched from NCC tape for
IMF refunds.

(1) Destroy after review and initiation of
any necessary follow-up actions.

156. Refund Deletions Listings prepared from
special tape fumnished by NCC to itemize
deletion transactions to comrect erroneous
refunds.

(1) Destroy 3 years after end of process-
ing year or when no longer needed for

X reference; whichever is earlier.

. 157. Retumed Taxpayers’  Uncollectible
! Checks, Debit Vouchers and Related
Correspondence.
T grocess-
C oy systelil w posl ceon ransactions to
the master file.

}D A {a) Destroy S years after end of proc-

essing year.

N C 80-2
RCS

{b)-Retire-to-Federal-Records Center.1. delete

-year-after-end of-processing-year,
(2) Ali other copies, including workshsets.
(a) Destroy 3 years after end of proc-
essing year in which ledger account is
closed.
158. Unidentified Remittances Records. Un-
identified and excess collection vouchers
‘ and related data used to record and con-
i - trol unidentified remittances.
i (1) Part 2 (white). Closed.

)I ) (a) Destroy 5 years after end of proc-
= essing year.
i (2) Part 2 (white). - Unapplied Excess
. Collections.
?9 (a) Destroy 30 years after end of proc-
W/ essing year.

i (b) Retire to Federal Records Center 2
. years after end of processing year.

: (3) Part 3 (yellow).

(a) Destroy 5 years after transfer to
closed file.

MT 1(15)59.26-1 IR Manual
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Records Control Schedule 206 . o

Iltem Description ofrecords
No. and disposition authorizations

(4) Part 4 (saimon).
(a) Destroy 1year after end of process-
ing year in which the Unidentified Remit-
tance has either been applied or trans-
ferred to Excess Collections.
158. Reports of Deposit. Deposit fund records
of offer in compromise, property sales and

deposits, miscellaneous depos:t funds, ‘ 59 .
#/ 24

etc.

(1) Records created prior to July 2, 1875: 3 U
(a) Destroy 10years, 3 months afterthe
period of the account.

(2) Records created on or after July 2,
1975:

(a) Destroy 6 years, 3 months after the
period of the account.
(3) All records:
(a) Retire to Federal Records Center
after 1 year or when no longer needed in
current operations, whichever is later.
160. Trial Balance Registers.
(1) Where audit is required.
(a) Destroy 2 yezars a2fter completion of
#'s Office.
\&j ¥INBrg auait 1s not requxred by Regional
Inspector’s Office.
(a) Destroy 2 years after end of proc-
essing year. 2 /6 /
161. Accounting Journals and Abstracts. : =4
(1) —Records-created-prior-to-July.2,.1875:; K
{a)-Destroy10years;3months afterthe. A/’U& a«“‘"}l
pericd-of-the-account.
(2}-Records—created—on—or--after--July-2,
-$975:
{¢) Destroy 6 years, 3 months after the

period of the account. Tax Transfer Vouchers and Excess Collection!

(3) All copies: ~
(a) Retire 1o Federal Records Centeﬂ/ Posting Document. Vouchers and Posting

(65 %ea{_rzgtgel(m%rgiha;;ﬁ %%?Jfgﬁgfgs’pre_ Documents prepared to effect the transfer
>\/\ paréd.to effect the transfer of an assess- of an assessment. This item also relates

ment. This item also relates{o credit trans- to credit transfer ;
fer vouchers used fo trarisfer credit entries £ . . vouchers usec} to trans-
on tax accounts” betwsen District er credit eptries on tax.accounts between

Directors. N District Directors.

1) Destroy.8 earsafterend of rocess- . . : -
() yeary y - P (1) Open or unapplied excess collection

(2) Retnre to Federal Records‘Center 4 > documents.

years after end of processing yéar.,
163. Vouchers and Schedules of Paymants. (a) DESTROY 30 years after end of

)

. /7-(»1-)-~Paid—copies-created-—pn’ortto-du}y—e, processing year.
1875:
‘U (e)-Destroy10years;3monthsafter the (b) RETIRE to Federal Records Center
{ -period-of-the-account. 5 years after end of processing
\ (2)-Paid-copies-created-on-or-after—uly-2, year
N 419750~ . .
> () Destroy 6 years, 3 months after the \2) Closed excess collection documents.
period of the account. (a) DESTROY 5 years after end of pro-
. cessing year.
1A Manual MT 1(15)59.26-1 (b) RETIRE to Federal Records Center
1 year after-end of processing
year. K
(3) Tax Transfer Vouchers and Excess Collection Posting
Documents retired to FRC's prior to 10/182.
DESTROY 8 years after end of processing year. %"’L

Jo/r4/5 1



. Item Descnption of records
No. and disposition authorizations

;8) All PaJd Copises:
(a) Retire to Federal Records Center 3
; years from closing date of last period
udited.
Suspense copies:
(a) Destroy when no longer needed in
current operahons except when used in
lieu of “'paid”’ copy.

| Resiainn TG \9TB R(S

164. Assessment Certifications and Lists. NC
M(n Destroy 30 years after end of process- T e rE
{amgggﬁyﬂyggdmapgecmﬁgfbﬁ@?*j%‘(2 REWIRL o Federal Records Center 3 years after internal
udit-of-operations. erations.
165. Revenue General Ledgers. Copies of gen- audit of op v
eral and subsidiary ledgers which summa- JK LIt

| rize the financial status of tax accounts ,A:‘/& Mca‘/f

: with supporting documents and reports.
B\/A I/ H-Records-craated-prior-to-July-2,-1875:
HAr4) -(a)-Destroyi0years, 3 monthsafiertha
period-of-the-account.
Vi (2)—@900rds—created~on-—or»—after-—duly-2~,
1975
«<(f) Destroy 6 ysars, 3 months after the
penod of the account.
{3)-All copiss:
(22) (2) Retire to Federal Records Center 3
years after intermal audit operations.
166. Revenue Reports and Accounting Control
Records relating to the collection and
processing of remittances
!D (a) Destroy arter audit by General-Ac-
counting Office or when 3 years oid,
whichever is earlier.
(2) Accounting work copies
(a) Destroy 2 years after end of report-

ngy

167. Cred:t F?educﬁon Cards (from Forms 840
processed in service center).
(1) Destroy after audit by General Ac-

M counting Office or when 3 years old,

53, P whiche;er is earlier. -

1 osting, Payment and Adjustment Docu-
ments (Other Than Original Tax Aeturns). N C, 80 az- %9
Used to process payments and other mis- =
cellaneous adjustments.

N\W|(1) Destroy 5 years after end of process-

QJ\"’\) ing year. ) - R ~
(2) Retire to Federal Records Center a8 beginning July 1, 18 months after end of processing year.

Joliows:
X w4

e o 1998RCS

ta)_Those with no more than 1 referen

bic foot of filas per month.

1 Re {o Federal Recor
beginnin nuary 2

end of processin

ar.
(b) Those with morg gference per
cubic foot of filesfer month.
1 Reﬁ;:)o’?ederal Records ter
b?rgi ing July 1, 18 months aft
P d

of processing year.

delete

" 9//r2
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Records Control Schedule 206 ¢
Item Description of records
_No. and disposition authonzations

169. Advance Payment Records. Used to docu-
ment and ciassify advance payments.
Mq (1) Destroy 2years after related unitledg-
er cards are ciosed.
170. Remittance Registers. <&~ (No Longer Accumulating).

M@) (1mgiség%)’ZOYearsaﬁerendofpfocess\;3 NC gb égg w M’E \973, ec$

(2) Retire to Federal Records Center
year$after end of processing year.
171. Carryback Adjustment Cases with related ] K wh
schedules, supporting papers and
worksheets.

(1) Destroy 10 years after end of process-
y ing year.

(2) Retire to Federal Records Center 3
years after end of processing year.

1 172. Report of Tentative Carryback Applica-
, tions and Offers in Compromise.
. (1) Destroy 3 years after end of process-
) ing year.
1173. Unit Ledger Account Cards, Documents
i Registers and Recaps and Remittance
; Registers anc Recaps. .

(1) Account Cards tnat are closed (Paid in

DM full, subsequently abated, and small debit

\Gy e Uy Yu J TG D S end Of proc- —
essing year.
(b) Retire to Federal Records Centery 5
year,after end of processing year.
(2) All"other account cards after the collec-
tion statute expiration date has expired.
(@% (a) Destroy 30 years after gnd of proc-
essing year in whi xpired. §A m Jreand “t‘
{h Dgf).l.-u tn r:AA,-Er:)enEAords Center \5 N( w 2 35 M “'7 g
yeag after end of processing year.
(3) Document Registers and Recaps, and
Remittance Registers and Recaps.
}Qw {a) Destroy 30 years after end of proc- k
: essing year. V)
(b) .Retire to Federal Records Center & 5 @ w
years after end of processing year.
174. Accounting Reports not covered else-
where in this schedule and which are not
subject to GAO onsite audit.
(1) Record copy.
(a) Destroy 3 years after end of report-
ing year.
(2) Al other copies.
(a) Destroy when no longer needed in
current operations.
175. Control Card Listings and Tape Data Con-
trol Date Recaps.
(1) Destroy 1year after end of processing
year or 1 year after internal audit of oper-
ations and accounts, whichaver is later.
'176. Transmittal Memo Accounting Control
. Documents.
i (1) Destroy 90 days after verification of
; receipt.

]

942/



ftem Description of records
No. anddisposition authorizations

177. Adjustment Control Listings—Weekly Ad-
justment Control Index, Multiple-Duplicate
Listing, Weekly Index, Overage Case List,
Case Assignment List, Daily Supplemental
Index, and New Cass Control Number Se-
quence List.

(1) Destroy upon recsipt of new listing or
index or when no longer needed in cur-
rent operations.

178. Historic  Transcripts related to closed
accounts.

(1) Destroy 2 years after end of process-

ing year.

179. TDA Registers. Printouts reflecting IMF
and BMF payments for last four cycles.
(Replaced every 4th cycle.)

(1) Destroy after receipt of new Register.

180. Tax Claims Files (Except Claims Filed by
Corporations) and Record of Claims.
Claims files pertaining to allowances for
overassessments, notices of disposition,
and notices of refund with related corre-
spondence and records. (Claims filed by
corporations are covered in item 58 of this
Schedule.) Claims allowed in full, in part,
and disallowed claims.

(1) Destroy after audit by GAO or when 3
VA years old, whichever is earlier.
Concurrence of Fagional inspector shall be
obtained for any disposal before the three
years.

104 QA mdilan Al Daoiamtad MNiziFre

ing year.
182. Technical Section "Closed Sensitive”
Case Folders. Residual papers remaining
' in the folders such as work papers; tran-
scniptions of tax account or accounts;
| Form 3870, Request for Adjustment, and
| 4173, Special Case Referral; and copies of
! correspondence.
l (1) Destroy 18 months after closed date.
i 183. Transcripts of Accounts requests and re-
| fated documents.
!
i
|
|
1
{

fucess-

(1) Destroy 6 months after end of proc-
essing year, or when no longer needed
in current operations, whichever is
earlier.

i 184. Audit/Appellate Adjustment Advices (IMF
and BMF)

(1) Destroy after internal audit of opera-
tions and accounts.

185. Payment Tracers.

(1) Destroy 1 year after payment tracer is

closed.

! MT 1(15)59.26-1 IR Manual
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Exhibit 100-1 Cont. (17)
Records Control Schedule 206 o
Item Description of records
No. and disposition authorizations

186. Reports of Currently Not Collectible Tax-
es. Input master file information, or to noti-
fy accounting of uncollectible status of
non-master file TDA.

(1) Destroy after end of processing year,
or after posting to the master file.

187, Offers in Compromise. Case files including
data concerning offers in compromise by
cash, installment, transmittals, and ac-
ceptance of offers with related correspon-
dence. (Note: If a compromise case file
contains an instaliment offer, or if an offer
involves a coliateral agreement, the date
of closing the case shall be the date the
offer in compromise is accepted or reject-
ed after payment in full has been received,
or the date on which full compliance has
been made with the terms of the collateral
agreement, whichever is the later date.)

Dvaly] (1) Destroy 6 years after close of case. '
(EF-Retire—to-Federat-Records—Center—+— 2) RETIRE to Federal Records Center 3 years after close of
Hor-oleso-of-caser .

woar-a 5 -
188. Barred Deficisncies. Copies of Form 3999
used to report statute expiration of barred
deficiences and overassassments and on
szs to the
regionat ciice. -
(1) Destroy 3 years, after end of process-
ing year.
188. (Reserved.)
180. Statement of Account for Participants in
Individual Retirement Accounts or Annui-
ties, Form 5498 (Copy A).
(1) Destroy 2years after filingyeéar oryear
' circociot, whichever i iates. T
191. Closed Problem Inquiry File (Forms 4442
and 4442C).
{1) Destroy when no longer needed in
current operation.
182. Corespondence Suspense File (Ac-
counts Services).
(1) Destroy when no longer needed in
current operation.
183. IRS Employee File—(Employee Delin-
quency Check.)
(1) Destroy when updated or new pro-
gram filed. i
194. Closed TC 130 Cross-Reference File.
(1) Destroy source documents @iter&——at the end of June and at the end of December those
Yoars. 7 h
195, Parpeeoe 1t Work Record—Tentative Car- closed forms and related documents over 6 months
ryback Allowance (Form 6902). old.
I 3 (1) Destroy when data has been tran-

scribed to the 4821 Report

IR Manual MT 1(15)59.26-1
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. Item

DAY |

Description of records
No. and disposition authorizations
{NQIE: _ltem Nos. 196 through 199 are.re<
servedJor future additionsfo the .
**Cashier, Aocount'ng and Adjust- delet

ment__Recofds” portion —of—thig

Schedule.)

MACHINE(PAPER)PRINTOUTS AND
MICROFILM REGISTERS, INDEXES AND
DIRECTORIES

(Prior to conversion to microfilm and transfer
of retums processing and revenue accounting
functions to service centers, district offices were
charged with the responsibility of maintaining and
retinng the record (official) copies of machine
(paper) printouts of registers, indexes and direc-
tories. Effective with the conversion to microfiim
and transfer of these functions to service cen-
ters, service centers were charged with the re-
sponsibility of maintaining and retiring all record
copies of registers, indexes, and directories in
accordance with this Schedule.)

(Note: Record copies of indexes, registers and

directories prninted on machine stationery may be

retired to Federal Records Centers 5 years after
end of processing year.)

200. IMF and IRA Account Registers. Weekly
printout on microfilm, replacing the Index
Registers, Setilement Registers and Out-
standing Balance List as of January 1,
1968. Generally, each txme some actmty

"'~ all post-
R E Y AN - TS T R TOIIUTE. S PYT ..,.r.,ua.r On the
weekly accounts regxster Each accounts
register record is, in effect, a specific tran-
scriptof the module. The accounts register
is in order by account number within dis-
trict office and is printed for each district
within a region in SSN order and within
validity digit sequence. Weekly registers,
for a vanable number of cycles, are com-
bined into a cumulative accounts register
on a four-week basis.

(1) Monthly Cumulative Accounts Reagister

(record copy).

{2) Destroy 30 years after end of proc-

essing year.

(br-Retire-to-Federal-Records-Center

-after-6-months.—

(2) Copies of Monthly Cumulative Accounts

Registers required for research.

(a) Destroy 2 years after end of proc-

essing year, or when no longer needed

in current operations.

(3) Weekly Accounts Register.

(a) Destroy uponreceipt of subsequent

weekly register merging prior registers

with all of the active accounts for the
current week.

196. Information Notice (For

te
e

rm 5970) (No Longer Accumulating).

(1) DESTROY 2 years after end of processing year.

New Items 197, 198 and 199 (see attached insert).

q '» ! 9]



197. Reject Registers used to process rejected documents.
(1) Deleted reject registers (records that have been removed from processing).
(a) DESTROY 1 year after processing.
(2) Selected reject registers (corrected records that have not been removed
from processing).
(a) DESTROY after 90 days or when verified that record did not appear on
aged list, whichever is earlier.

198. Reject Control Listings to monitor and control the reject inventory.
(1) Inventory listings in DLN sequence and Aged Reject Listings.
(a) DESTROY 1 year after processing date.
(2) Inventory listings not in DLN sequence, disposition listings.
(a) DESTROY 6 months after processing date.
(3) Manually prepared routing controls.
(a) DESTROY 6 months after closing date.

199. Service Center Control File Adijustment Rernrds
(1) Processing Copy.
(a) DESTROY 2 years after end of processing year or 1 year after internal
audit of operations and accounts, whichever is later. '
(2) File Copy (retained by preparer outside of Accounting Branch).
(a) DESTROY 1 vear after preparation.
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“Exhibit 1001 Cont. (18)

(4-2-81)

Records Control Schedule 206

Item Description of records
No. and disposition authorizations

' 201. IMF Reference Register. Microfilm index
to the Cumulative IMF Accounts Register.
Register contains references pertaining to
entities and tax periods on master files
indicating the cycle number of the last cu-
mulative accounts register on which an
entity or tax period was last shown. Regis-
ter is printed for each district within a re-
gion in SSN order and within validity digit
sequence. Reference register is updated
every four weeks on a cumulative basis.
(1) IMF Cumulative Reference Regsters
(record copies).
L) (a) Destroy 30 years after end of proc-

essing year.
)—Rebre4o-rederal—Records_Cea19f
-after-6 months=
(2) Copies of first and last IMF Cumuiative
Reference  Registers  required for

research.
(a) - Destroy 2 years after end of proc-
essing year.

12\ R Dnénemnmn Danlcia-a '\'“'*uced dur-

. and last
produced for the year.- :
(a) Destroy upon receipt of the next cu-
mulative register four cycles later.

202. IMF Taxpayer Name Directory. Entity data
for taxpayer on the master files, such as
name, address and iocation codes listed
by region, district, and Social Security
Number.

(1) Annual Cumuiative Directory (record
coov).

, / (a) Destroy 30 years after end of proc-

assing year.

A {b)-Retire-to~-Federal-Records-Genter

-after~6-months.

(2) Copies of Annual Cumulanve Directo-
ries required for research.
(a) Destroy 3 years after end of proc-
essing year, or when no longer needed
in current operations.

(3) Interim Directories.
(a) Destroy after receipt of subsequent
interim or cumulative directory covering
same taxpayers and tax penods.

203. IMF Retention Register. Contains all entity
and tax modules removed from the master
file.

(1) Record copy.
/D\/U} (a) Destroy 30 years after end of proc-
Ly essing year.
{b}-Retire-to-Federal-Records-Center
-after 6-months:-
(2} Conpies required for research.

) (a) Destroy 2 years after end of proc-

i essing year, or when no longer needed

! in current operations.

MNC 80-239. (Rvsorina wFtss™8 1598 RCS
. MO‘(
delete w3

oK

delete

shylse



Il
| iten Description of records
. No. and disposition authorizations

204. IMF Settlement Register. Production of
this register was terminated as of January
1, 1968, when the IMF Accounts Register
was instituted. Each weekly register con-
tained transactions posted to the master
file accounts during the preceding week
and was identified with the type of file,
assessment date, cycle number, and re-
fund schedule number. -

(1) Record copy (microfilm).
(a) Destroy 30 years after end of proc-
essing year.
(b)-ReUrer—Federat—Reeo;ds—Ceatac
~after-6-months.-
(2) Copies required for r%aarch
(2) Destroy 3 years after end of proc-
essing year, or when no longer needed
in current operations.

205. RMF Accounts Register and RMF Name
Directory. Contains data from Gift, Estate,
Federal Use Tax on Highway Motor Vehi-
cles, Tax on Wagering, and Special Tax

. Retums.
(1) Master copies for prior cycles:
@M (a) Destroy upon receipt and verifica-

tion of new weskly RMF copies.

(2) All copies produced for research
purposes:
{a) Destroy when no longer needed in
current operations.

. 208. BMF Accounts Reaister, Microfilm pnntom

~v-duly 1,
iyod. 1ne BME Accounts Hegister re-
places the BMF Index Register, Settle-

i ment Register, and the Outstanding Bal-
ance List. Each cycle an entity or tax peni-
od is active, all postings to that period will
appsar on the weekly accounts register.
The accounts register for that cycle is
merged with the accounts register for the
next cycle. Thus, these cycles are accu-
mulated for a series until a final accumula-
tion is made on a four-week basis. Each
taxpayer on the register is listed by tax
period, within Master File Tax (MFT) Code,
within EIN. The sequence will be by region,
district, EIN, MFT and tax period.
(1) BMF Monthly Cumulative Accounts

Register (record copy).

b (a) Fetain;

Lo~ N

after 8 months-
(2) Copies of BMF Monthly Cumulative
Registers required for research.
! (a) Destroy 5 years after end of proc-
essing year or when no Ionger neededin
current operations.

MT 1(15)59.26-1 IR Manual
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Records Control Schedule 206

ltem

Description of records
No.

anddisposition authorzations

(3) Weekly BMF Accounts Registers.
(a) Destroyupon receipt of subsequent
weakly register merging prior registers
with all of the active accounts for the
current week.
(For Master Copy, ses item No. 219.)
« 207. BMF Reference Register. Microfiim index
to cumulative BMF Accounts Register.
Reference register is produced in account
number with district office sequence and
lists the cycle number in which a tax mod-
ule last appeared in a cumulative register.
Reference register is updated every four
weeks on a cumulative basis.
(1) First and last BMF Referenoe Register

l

207/t o TERCq oo Grolre

Mc.,m 236  ‘Wawo 2OV = L\G, \@ww
: %%w RCS :

(a)<Retain:
b)) Rettre-«to—Federa#Recer
‘aﬁer-&mor;ths.’—

‘> l r of year (record copies).
<

) Copies of first and last BMF Reference
Rec ster of. year required for research.
(a) Destroy 3 years after end of proc-
oo ienaer needed

PUPR NG IRTRNL AN

(3) BMF Reference Registers produced
during a year other than the first and last
produced for the year.

(a) Destroy uponrecsipt of the next cu-

- mulative register four cycles later. )

208. BMF Taxpayer Name Directory. Entity
data for taxpayers on the master file, such

as name, address and location codes list-

* ed by region, district, name, and EIN.

(1) Annua! Cumulative D|rectory (record

WP]I

TARCA: 23 entt.

20af

@g ghe/o, -
3V e 1’4’(’(: K5
(2w

7,

208/1 = ¥ HRCe o=
TR S

f\

(a)<Retain.—
M {b}-Retire—to-Federal-Reeo
-after-6-months~— —
(2) Copies of Annual Cumulauve Durec’to-
ries required for research.
}D (a) Destroy 5 years after end of proc-
essing year or when no Ionger needed
for current operations.
(3) Interim Directones.
(a) Destroy after receipt of subsequent
interim or cumulative directory covering
same taxpayers and tax perods.
BMF Settlement Registsr. Production of
this register was terminated as of July 1,
1968, when the first BMF Accounts Regxs-
ter was produced. Weekly registers con-
tained transactions posted to the master
file accounts during the preceding week.
There was no consolidation of these
weekly registers into cumulative listings.
(1) Record copy.

‘@ﬂ/}\% (a) Destroy 30 years after end of proc-
{

essing year.
[

209,

IR Manuel MT 1(15)59.26-1
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Item Description of records
No. and disposition authornizations

-(b)—Rehre—to—Federat—Reoords.Ce;:tan delete 9 U@/G (lﬁ; ?M@C@ 9 % 27%@/29

qféer—sumonms. \ “
(2) Copies required for research. g N . . y
(2) Destroy 3 years after end of proc- _q:A’fCC u " C9 C,u,"§f
essing year, or when no longer needed
in current operations.
210. BMF Retention Register. Contains all enti-
ty and tax modules removed from the mas- )
ter file. . .

( 1) Record co
() Al DES”POY 15 years after end of processing year.

(a <Hetain:
(b}-—Reﬁre—’to—Federa} Reoords-Gemer
after-6-months: ~

{ (2) Copies required for research. . 0 w’

(a) Destroy 3 years afterend of proces-

‘ sig year, or when no fonger needed in )

current operations.

211. Document Locator Number Register. List-
ing of Document Locator Numbers and
taxes withheld for each 941 retun, adjust-
ment 840 retumn (excluding tax withheld),
and each transaction being posted to the
341 file. (Record copy was maintained in
districts.)

(1) Copies of Amual Cumuiative Registers
required for research,
(a) Destroy 5 years after end of proc-
essing year, or when no longer needed :
in current operations. -
-(Met;re—-te—&ederal—&ec@:ds—(?-enter del@ O{ /1
-aiter-6-months«~
(2) Quzrteriv Cumulative Racirters.
sof an-
nual cumulative register, or when no

longer needed in current operations. a, “27/“ \f;h “@m@‘ﬂ %) 0:& b u@ Ua’n

212. BMF Taxpayer Number Directory. l;lélmer- R w _f
iclisting by taxpayer’s EIN, name, address, - > 7 " 6} A . : . 2 ea
employment code, location code and fil- f/d‘JRC- C : C'] ‘) ?A"Q’C‘ L~ 3 "d‘ !
ing code.

(1) Annual Directory (record copy). ‘
(a)RHetain: —
N {bRetire-to-Foderal-ReTOK
(2) Copies of Annual Directories requ:red
for research.
(a) Destroy 5 years after end of proc-
DV essing year, or when no longer needed
in current operations.
(3) Quarterly and Interim Directories.
(2) Destroy after receipt of annual or
guarterly directory covering same tax-
payers and tax periods.
| 213. Exempt Organizations ALPHA Registers
and Cross-References (National and Dis-
‘ trict—Microfilm/Hardcopy) and EIN Reg-
isters (Microfilm). Containing all entities on
the EOMF, i.e., organization name, ad-
dress, region, district code, and other iden-
tifying symbols (produced by Philadelphia
Service Center.)

DESTROY 75 vears after end of processing years
2 (t

Vo5
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 Records Control Schedule 206 1&3/0 Qﬁ; FM@@O Ci'/\) - O/OOE%"“ “
FhioC h”: Gedt | FARCT': a8 cfh; FARCP: Suft

Item Description of records - o Woa, u .
No. and disposition authorizations T4 C T ”\; N oawn j u U*: 4 ) B
(1) Annual Register—Master . . ' .
(2)<Hetain: e O TROY 75 years after end of processing year.

{b-Retire-to-Federai-Records Contort | ] oo
yeaf—after-the—end-ofthe—processing

K ws
~y8ar.-
(2) Supplemental Registers—Master. ] . .
(a) Destroy after receipt of annual~ Exempt Organization/BMF Accounts Register. Each cycle

(s)regasgﬁé-ate(:opies. an entity or tax period is active all postings to that
(a) Destroy upon receiptfromthe field. | period will appear on the weekly EO/BMF Accounts

214. Exgmpt Organization Master File (EOM 3 1 :
Transagton History Fegister (annushyin. Register. The Accounts Register for that cycle is
cludes Q;Kt;ansactions posted~in the | merged with the accounts register for the next cycle.

(%?%Zsfgrsa ecifiedpe@i Thus, these cycles are accumulated for a series until
1') (2)Retatr >§\R - a final accumulation is made on a four week basis.

(b) .Retire to FedéralRecords Center, /Fach taxpaver on th i ] i i

O R o Rec pay the register is listed by tax period,

year.
(2) Duplicate Copies. an EO section will also display the EO entity Status/

i Destr ipt from the fie ) . .
215, Ta%glnedséx%’:e;iggrrgg??vame Directory | COde and Date, Subsection Code, File Folder Number,

(MID)Icontajningentitydataon non—rggg- Foundation Code, Classification Codes and Group
-ter file returns_(Forms 942, g4?tffe1ris > Exemption Number,
Cux viust, uis naiie Liswsy sinalpha- # (1) DESTROY 75 years after end of-processing year.

betic order. . 2 Q,él/ I e m@ L B gE {OES LA
(1) Annual Register and Directory (record N o o i ) v
:D copies). “__\?MQ I A u}# | ?M/ﬁé “K 7 Cc:#j ,’FIWC VIZ,

6\@'5 within MFT code, within. EIN. Entities which contain

(2) Destroy 30 years after end of proc-

O

essing year. .
(b) Retire to Federal Records Center 3 years after end of processing yesar ) O< wh
(2) Copies required for research. ) 7
(a) Destroy 5 years after end of proc-
essing year, or when no longer needed
in current operations.
(3) Temporary Registers and Directories
(quarteriy).
(a) Destroy uponrecsiptof subsequent
quarterly registers and directories cov-
ering same taxpayers as well as all new
texpayers added for the sam
- penod. cemmEE
216.'Initial Filming and Subsequent Filming
(EOMF) Listings. Listings are generaled as
part of th&"EQMF processirig.
(1) Destroy whanrttie “End of Year Main-
tenance*~isting is rtecgived from the
~Philadelphia Service Centefae
217. Register of Unapplied Transactions (Indi-
vidual and Estimated Returns). Listing of
transfers between types of tax between
districts, or to list unapplied transactions.
N (1) Record copy.
(a) Destroy 2 years after end of proc-
- essing year. -

i (2) All other copies. .

74

f
i

Tor/5e
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Item
No.

Description of records
and disposition authorizations

)

0K
5 years after end of processing%

/219.
Master Copies of Microfilm Indexes,

Py

24

current operations.
218. Alphabetic Index Register {Gascline Tax
(1) Record copy.

MM {a) Destroy 30 years after end of proc-
(b) Retire to Federal Records Center
after-6-months:

{(a) Destroy 2 years after end of proc-
essing year, or when no longer needed
§~Master Copies of Microfilm Index, Directc-
ries_and Aegisters. Master copies,-other
than those in ltem 205, from which service

’ and directories. This copy is not intended

for reference use,.but'to make additional
(1) Retain~" T~
(2) Retire to Federal Records Center-at:
220, Tax Practitioner and Preparer Register.
(Form 5811).
ing year in which penalties were
assessed.

Directories and Registers. Master copies,
for the preceding Items, other than Items
205, 211, 216 and 217, from which service
centers make copies of indexes, registers
and directories. These copies are not
intended for reference use, but to make
additional copies if required.
(1) Master Copies used to produce records
described in Items 200, 201, 202, 203,
204, 209, 215 and 218.

b

SSETAT

(a) Destroy when no longer needed in
Refund Claim).
essing year.
(2) Copies required for research.
s __in current operations
centers make.copies of indexes, registers
i copies, as reguired.
WY
ter's months.
Wﬂ Destroy 10 years after end of process-

-years—aﬁer~end-—of-processing—year—in-
whinh-nansltisawerg.s capaced: :
sarers
(Form 5717). -
{1) Processed.
(a) Destroy 3 years after end of proc-
" essing year.
(2) Unprocessed—Program Terminated.
(a) Destroy as they are nolonger need-
" ed for research or reference purposes.
(3) Microfilm Directories. -
{(a) Retumn Preparer Alpha,
{(b) Return Preparer TIN,
{¢) Retum Preparer Manufactured TiN.
(e) Destroy as they are no longer need-
ed for research or reference purposes.
| Program discontinued.

(1) RMF Revenue Receipts Controls—Run
961-01, original Form 3624, Weekly Run
of Revenue Receipts. TOCS and deleted
blocks.

(a) Destroy after 1 year.

(2) RMF Control Data—Runs g61~13 and
961-05, original Form 3624, Weekly sort

' and merge of processing run.

{(a) Destroy after 1 year.

MT 1(15)59.26-1 IR Manual
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(b)\RETIRE to Federal Records Cent
after 6 months.
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(3) RMF Extract Data Controls—Run 361-
09, original Form 3624. Weekly printout
of delinquency check run.
(a) Destroy after 1 year.
(4) RMF Processing Controls—Run 961-
13, original Form 3624. Active entity and
active tax modules including unpostabls ,
outstanding Balance List.
(a) Destroy after 1 year.

(5) RMF other Data Controls—Run 961~
15, original Form 3624, Weekly run of
money and count of Notice and TDA's in-
cluding unpostables.

(a) Destroy after 1 year.

(6) RMr Accounts Register—Run 861-17,
cduplicate Form 3624, Assessment and
Settlement Register. .

(a) Destroy after 1 year.
223. Employee Plans Master File (EPMF)

Name Directory. Containing all entities on

the EPMF.

(1) Weekly Reqister. .
(a) Obsolete after Cycle 7728.
T - ’ ““iar after 6
)c‘r_. . P

224. Employee Plans Master File (EPMF) Tax-
payer Index. Containing all transactions
posted to the EPMF for a specified period.

(1) Weekly Register.
(a) Obsolete after Cycle 7728.
(b) Destroy Cycie 7728 register after 6

years.
225. Employee Plans Master File (EPMF) Re-
moved Accounts Index Record. Contain-

Ny aii LNose enuues not bemg moved from

the obsoleted registers to the active

registers.

(1) This record will be printed once and
should be retained with the last EPMF
Taxpayer index. .

(2) Destroy after 6 years.

226. Control Record List and Summary

(EPMF).

(1) Destroy 18 months after end of proc-
assing year or 1 year after internal audit
of operations accounts, whichever is
later.

227. Block Completions List (EPMF).

(1) Destroy 2 years after end of process-
ing year.

228. Suspense Release List and Summary

(EPMF).

(1) Destroy 18 months after end of proc-
essing year or 1 year after internal audit
of operations accounts, whichever is
later.

iR Manual MT 1(15)59.26-1



Description ofrecords
and disposition authorizations

: Item
No.

229. Potential Non-Federal Filer Records
(Forms 4868). Records are generated and
used in the state/federal matching of fed-
eral unemployment tax records.
(1) Destroy 4 monthsaﬂertheendof the after transcription and error correction processing
processing-year.

show amount transferred to excess
collections.

(e) Transfer Application from the URF.
Dally listing of all items being transferred
to the General Funds. items are listed by
district office, UR Control Number and
show amount transferred.

() URF Application to IMF, BMF and
RMF. Daily listing of applications from the
URF to the master files. Item counts and
amounts are listed by file designation.

(2) Accounting Branch, Unidentified Func-

tion copy.
(a) Destroy after end of month balanc-
ing operations.

(3) Accounting Branch, Joumal Function

copy.
(a) Destroy 1 year after end of process-
ing year.

(NOTE_ltems 236*Through 235 are being_se-f”__ _ _ e
se (;opmjtyge addrtsonsécﬁhe I}Ala- 230. BSystems Audit Trail Report (CcDC 3500 Computer LlStlI’lg).
ine (Paper) Printouté.and Microfilm - ™ K o ENI
Regxstecs,—-—ind’séxes and - Ditectories. (1) DESTROY 1 year after date of report.
<,-+POrdon of this Scheduls.)
INTEGRATED DATARETRIEVALSYSTEM |231. Account Verification File Listing (Honeywell 2050A).
CoMPUTER OUTPUTS AND RELATED (1) DESTROY after receipt of following months' listing.
238. Transaction Registers. N n . . s s s - i
{1) Includes: 232. ENAF Aged’ Account Listing maintained by Entity Control
(a) Remittances Added to Unidentified =T e y ; ; I 3
Remittance File (URF). Listing of all new entities :Chau have rgacned age cfrlJ'cerla‘for removal and
Fengéfdged dai|¥ﬁto the URF. items are heve not Dbeen established on a Master File.
list y district office, UR control numbsr 1) BT MF-EM 11
bl A (1) RLE agdhEPLL EM list. N L
(b) Restricted Application from the URF. (2) DESTROY 18 months after receipt.
Daily listing of voids, dishonored checks (2) EO-BMF, NMF, and EPMF-A4D.
an;Fcorrected money amounts for the (2) DESTROV,l vear after receipt
URF. items are listed by district and show i it T .
the UR Control Number, amount before T R £ Windfall P i+ T eturn.
change, amount as corrected 2nd type of 233. Annuel Information Return of Windfall Profit Tax Reiurn
Anrrestinn (1) DESTROY Zyears after date of receipt.
.~ication a4 "
from the URF. Daily listing of all applica- -
tions of money from the URF to NMF. . . .
S?%awﬁ“WbmeMt@ﬂﬁmgme 234, Prgb%gm igsolutlgn infogmatton Sheet showing
ontrol Number, name and address modadlrricatclions madae O computeY programs.
%mﬁfﬁm'aw amount  of money (1) DESTROY 1 year after implementation.
(d) Transfer from URF to Excess Collec-
tions. Monthty listing of unidentified items
Which a6 & yoar O lteme are listed by 235, Computer Program Development Request.
district office, UR Control Number and (1) DESTROY 1 year after program is no longer

in use.
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237. Unidentified Remittance File Analysis.
Daily inventory, cumutative for the month,
of activity on URF. ltems are listed by dis-
trict and show the previous balance, new
batance, and cumulative totals. After in-
ventory is checked and adjusted, listing

' becomes obsolete.

! (1) Accounting Branch, Unidentified Func-
tion copy.
(a) Daily Analysis. ’

1 Destroy after end of month bal-
ancing operations.

(b) Monthly Analysis.

1 Destroy 18 months after end of
processing year or 1 year after in-
temal audit of operations and ac-
counts, whichever is later.

238. Unidentified Remittances.

(1) Added in last 1545 days. Register re-
flects all items added to the file and no
action has bzen taken. This register,

i which served as a follow-up tool, was not
{ produced after January 1, 1974.

fal Mantbemss mbdome 27 Amcon
.00t used

[ as a fast attempt to apply money from R

URF befors being aged to Excess

: Collections.

(a) Destroy after 60 days.

239. Unidentified Remittance File Dropped
Lisdng. A permanent record of the URF
produced as items are aged from the URF
after closing action. The Dropped Listing is
used to ) purge the open alphabetical (pa-
P37 Ladn-up e "of unidentified
remittances.

(1) Accountmg Branch, Unldennﬁed Func-

=>A (a) Destroy 5 years after end of proc-

essing year.

(b) Retire to Federal Records Center 2
years after end of processing year.

(2) Accounting Branch, Journal Function
copy.

{a) Destroy after 60 days.

240, Aiphabetic File of Unidentified Remittanc-
es, consisting of miscellaneous docu-
ments, correspondence, photocopies of
checks and money orders, etc.

) (1) Destroy 5 years after end of process-

ing year.

(2) Retire to Federal Records Center 1
year after closed (listed on URF
Dropped Listing).

241. Excess Collection Posting Documents.
Computer Paragraph 550 (Form 4830).
(1) Used as an open excess collection

document
(a) Destroy after money is applied.
(2) Used as a closed excess collection

J A document.




! Itemn Description of records
No. and disposition authorizations

(a) Destroy 5 years after end of proc-
essing year.

242. IDRS Collection Unreversed Transaction
Code 594/598 Transcripts and associated
notices.

(1) Destroy after 6 months, or after all
research is completed, whichever is
earlier.

243. Remittance Register (Daily). A daily print-
out, by area office, of the payments re-
ceived and input online through the IDRS
terminals. The original is mailed to the area

: office, with one copy maintained in the
: Accounting Branch for researching pay-
ment tracers and one copy maintained by
the Accounting Branch Ledger Function
for notations and adjustments.
(1) Accounting Branch copy.
(a) Destroy 1yearafter end of process-
ing year.
(2) Accountmg Branch Ledger Function

@M (a Déstroy 5 years after end of proc-

OKwﬁ

essing year.

months-afiar-end-of-processing-year.

(b) RetiretoFederal RecordsCentert83 years after end of processing yeaD

244. Document Register. Listing by distri€t
{‘ showing El or SSN of Taxpayer, name con-
! trol, tax period and amount

\@) WESUY | yeal alw sou Ut Process-
ing year,

245. Special Activity Report. A periodic report
which shows any action taken by an IDRS
user to the account of any IRS employee
or his/her spouss.

(1) Destroy 2 years after end of process-
ing year.

246. Cornmand Code Usage Report. A periodic
report detailing which command codes
were used by an employee or unitand how
many times each command code was
used.

(1) Destroy 1 year after date of listing.

247. IDRS Service Center Control Case Inven-
tory and Service Center Control Inventory
Recap. Listings are by age and category of
the total cards controlied on IDRS which
are still open and assigned to each Sec-
tion, listed by Unit.

(1) Original.
(a) Destroy 2 years after end of proc-
essing year.

(2) Copies.
(a) Destroy upon receipt of new listing.

i MT 1(15)59.26-1 IR Manual
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248. IDRS Service Center Control Case Over-
age Listing. Complete listing by taxpayer
identification number, tax period, category
of open cases more than 30 days old
based on the |RS received date, assigned
to each tax examiner.

(1) Destroy when new listing received.

248. IDRS Pre~Jourmnalized Recap. Contains
data to journalize applications from the
URF Credit Transfers and Area Office
Payment.

)M (1) Destroy 10 years after end of process-

ing year.
(2) Retire to Federal Records Center 1
year after intermal audit of operations.

250. RMF Accounts and Adjustments. Memo-
randums from IRS areas requesting credit
transfers or adjustments.

(1) Destroy 2 years after end of process-
ing year.

251. NMF Account Adjustments. Memoran-
dums or copies of unit ledger cards from
IRS asreze romnecti~~ ~-cdit transfers or

(1) Destroy 2 years after end of process-
ing year.

252. Letter to Taxpayer Conceming Refund.
Form RSC 253 for March 1872 and prior
and Form 4728 beginning March 1972, Er-
roneous refund letters and related history
sheets. The statute for collection of erro-
neous refunds expires two years after the
refund date.

(1) Destroy 2 years after end of process-
nry yccu .

253. Remittance Documents Input to IDRS by
Area Offices. Various documents used by
area offices to input on-line remittances.
Documents are then mailed to service
center in the accounting package with the
certificates of deposit and other account-
ing documents.

; @% (1) Destroy 5 years after end of process-

g ing year. ;

(2) Retire to Federal records center be-
ginning July 1, 18 months after end of
processing year.

254. IDRS Audit Trail—History Record of Com-
mand Codes (Magnetic Taps). 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 acordance with
existing procedures once the monthly cum
file is produced and retained. it contains
records of all command codes input to

IR Manual MT 1(15)58.26-1
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No. and disposition authorizations

IDRS and includes pertinent reference infor-
mation, e.g., TIN, MFT, Tax Period, Dats,
Time, Terminal ID, and Employes Number. .
)A (1) Destroy,?_years after end of process- é
ing year. fi™———m o ——
255. IDRS Change Notification (Employee.Pro-
file Security File, Form 6804~ Used to add™ - ©& |
an employee to the EPSF, delete an em-
ployee from the EPSF, update an employ-
ee security profile, verify employment, and
verify initiation of background investi-
: gation.
; {1) Destroy 2 years after end of year in
| which employee is removed from the
i EPSF.
| 256. NMF Unit Ledger Card Transcription
} Sheet Used to enter the NMF ULC record
{ on IDRS. ’
! (1) Destroy after entering into IDRS.
{ 257. Request for Delinquency Notice or TDI!
! (IDRS), Form 4864. Used to establish a
' delinquency record on the TDI Notice File.
[ (1) Destroy afterrecord has beeninputto
the TD! Noticse File.
| 258. IDRS Employee Number Folder, contain-
| ing backup documents for various inputs
' to IDRS, i.e., Forms 3177, 2424, 2363,
2650, and 4256,
@ (1) Destroy 5 years after end of process-

\&) Reure o regeral Hecoros Center 6 e
months after end of processing year.
259. IDRS Daily Security Report. A record of
security violations, terminal lockouts, and
other security data. it is produced daily by
the IDRS security system and is used to
‘ monitor IDRS security.
(1) Destroy 2 years after end of process-
ing year. Coe
260. IDRS Profile Reports.
(1) Includes T
(a) Unit Employee Profile Report. A rec-
ord of employee security profiles as re-
corded on the EPSF. :
{b} Unit Terminal Profile Report. A record
of terminal security profiles as recorded
on the TPSF.
(¢} Unit Command Code Profile Report
A record of the Command Codes autho-
rized for each organizational unit.
(2) Destroy when new copy recsived.
261. Employee Profile Securnity File/Unit Com-
mand Code Profile Report. A record of
IDRS employee security profiles com-
pared to their unit’s profile. Those profiles
in excess of the units profile are highlight-
ed. Used to monitor IDRS capabilities.
Must be produced at least monthly.
(1) Destroy 6 months after date of listing.
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262. Password Update Status Report. A listing
of those employee records which have
caused password mismatches by being
added or deleted durnng the periodic pass-
word updating of the EPSF. Used to coor- .
dinate resolution of complete password
assignment.

(1) Destroy after completion of password
assignment resolution,

283. List of Additional Passwords. A listing of
valid IDRS passwords not assigned to any
employee that is produced on the occa-
sion of periodic password updating of the
EPSF. Used by the Systems Security Ad-
ministrators—IDRS to assign new pass-
words to employees when needed.

(1) Destroy after receipt of the supersed-
ing List of Additional Passwords and the
periodic password update of the EPSFis
completed.

264. IDRS Terminal Utllization Report. A report
summarizing IDRS terminal usage by a va-
riety of methods such as by command

7 P ' ! ~8S ter-

Vb Gy Tk,

(1) Destroy three years after the end of
the processing year.

265, IMF-IDRS Control—Run 761.01. Controls
from a computer run showing items posted
to IDRS from mainline Honeywell runs.
(1) Destroy after 30 days.

266. IDRS Generated Refund Report (Daily).
Contains information used by Accounting
to prepare Form 1166, Voucher and
Schedila ~f Pavmente wwhich accompa-
nies the IDRS Generated Refund Tape to
RDO.

(1) “Paid"” copies
(a) Destroy 10 years after end of proc-
essing year.
(p) Retire to Federal Records Ceriter 3
years from closing date of last period
audited.

(2) Suspense copies.
(a) Destroy when no longer needed in
current operations except when used in
lieu of “paid" copy.

267. IDRS Net Tax Refund Report (Daily). Con-
tains total amounts by district and totalled
for service center of DONS Generated Re-
funds Used by Accounting to compile a
monthly report.

(1) Official file copy (record copy).
(a) Destroy after audit by General Ac-
counting Office or when 3 years old,
whichever is earlier.

(2) Accounting work copies.
(a) Destroy 2 years after end of report-
ing year.



Item Description ofrecords
No. and disposition authorizations

268. D.O. CHK64 (Release of Undelivered Re-
fund Check) Listing. Provides the service
center a listing of undelivered refund
checks released by the district offices.
(1) Destroy assoonasCP31/231 Listings
have been annotated.
269. IDRS Block Proof Listing. A listing of the
blocks of transactions produced each day
by IDRS. Used by files to aliocate space
and insure receipt of the IDRS Transaction
Records (Form 5147).
' (1) Destroy 1year after end of processing
year,
270. IDRS Transaction Records. These rec-
ords represent many types of transactions
processed to the Master File via IDRS. k CO'/J
m (1) Destroy 5 years after end of process- o

i Ing year. o
-{2}-Retire-to-Federal-Records-Center6- delete D NQ m “”E;-%@
; -months-after-end-of-processing-year: ¢
271. Master Record of Employee Numbers. &
permanent record that associates the Q; \ %? g QQ@
IDRS user employee's name and SSN with
the employee number for the purpose of
maintaining an audit trail. The record will
include tha date that the employee number
-was assigned and the date that assign-
ment was terminated.
() Wald 2ast mara ~oorent ] 2l the em-
2ve been

terminated.

i (a) Destroy 6 years after the latest

| number assignment terminated.

: 272. Employee Access Processing SSN List. A
listing of those employee records which
appeared on the EPSF but not on the new
Merged SSN File.

(1) Destroy 1year after date of listing.

273. Dishonored Check Records Dropped
From the File. A record of the dishonored
checks dropped from ths file after closing
action.

' (1) Accounting Branch (Dishonored Check

; Function Copy)

@ (2) Destroy 5 years after end of proc-
essing year.
(o) Retire to Federal Records Center 1
year after end of processing year.

274. Dishonored Check File Analysis. Daily in-
ventory, cumulative for the month, of activ-
ity on Dishonored Check File Items. items
are listed by district and shows previous
balance, new balance, and cumuilative to-
tals. After inventory is checked and adjust-
ed, listing becomes obsolete.

L MT 1(15)58.26-1 IR Manual
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(1) Accounting Branch (Dishonored Check
Function Copy).
(a) Daily Analysis.

1 Destroy after end of month bai-

ancing operations.
(b) Wonthiy Analysis.
1 Destroy after completion of the
next month's balancing operation.
(2) Accounting Branch (Journal Function
Copy).
(e) Daily Analysis,

1 Destroy after end of month bal-

ancing operations.
(b) Monthly Analysis.

1 Destroy 18 months after end of
processing year or 1 year after in-
ternaltaudit of operations and ac-
counts, whichever is later,

275. Dishonored Checks-—(15 Day Listing).
(1) Aged 15 days. Daily printout used to
help mest the 21 day cycle.
(a) Destroy old list when new list is
received.
276 Localized Profiles Authorization. A record
for each unit of the maximum set of com-
“mp‘oyﬁe
M@ L WU L anaty Z111g other securi-
ty reports for unauthorized codes.

. B N .
(1) Destroy 6 months after record is su 278. IDRS Review Notice Renlster

perseded or unit is discontinued.
277. Dishonored Check Account Transaction (L) DESTROY after related notices are mailed
Register. A daily listing of dishonored
checks added to the DCF and balanced or as otherwise determined by SCCB .
daily. Management.

<;;«_(.‘LL Destrov afier BN dave

1
%Tﬁ‘ﬁdfefd%ﬁ%é?%fhe%gaga%r%ﬁi?ém 279. Installment Agreement Accounts List (IAAL).
Scheduis])” (1) DESTROY at the end of June and at the end
FEDERAL TAXDEPOSIT (FTD)SECTION (1} of December those closed lists over 6
This gives the disposition for Federal Tax De- months old.

posit (FTD) forms or equivalent documents used
by taxpayers to deposit Federal Taxes with a
commercial bank, Depositary for Federal Taxes, Sk ip to New Page
or with a Federal Reserve Bank (FRB).
300. FTD Error Registers and Delete Lists.
(1) Includes:
(a) FTD Error Registers. Prepared andf .
used at the service center to perfect
transaction records prior to forwarding fo
Master File.
(b) FTD Error Delete Lists. A list of items }
tnat cannot be corrected from the Error
Register and must be deleted for the ac-
counting function to correct and reinout.
(2) Destroy after 60 days, or when no |
longer needed in current operations,
whichever is later. ‘»Is
i

IR Manual MT 1(15)59.26-1
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301.

302.

303.

306.

FTD Block Out of Balance (BOOB) Listing
and Summary. A record of blocks that fail
to pass other validity checks.
(1) Listing.
(a) Destroy 6 months after data has
been converted to good tape.
(2) Summary.

(a) Destroy dcyear-after-date-oflisting——

FTD Biock Out of Balance (BOOB) Delete
List. Alist of blocks that cannot be correct-
ed from the BOOB Register and must be
deleted, corrected and reinput.
(1) Destroy 30 days after data has been
converted to good tape.
FTD Contro! Record List and Summary.
Replaces the Control Card List and Tape
Data Control Sheet of the BMF Oper-
ations.
(1) List.
{a) Destroy 48—months after end of
processing year or #-year after mtemal
audit of operations and accounts, whic
ever is later.
(2) Summary.

(a) Destroy 3 years after end of proc-
essing year uniess the Supervisory Audi-
tor at the service center asks for them to
be retained for a longer period.

FTD Invalid Postin &Transcnprs A daily
listing of all invalid Contret Records which
Control
rie (oCLr). ¢
(1) Destroy'18 3 months after end of proc-
essing year.

. Variarice Reports.

(1) Includes. .
(a) TCR Variance Report. A Listing
showing Transmittal Control Records
(TCR) extracted whenever the service
center's (SC) deposit date is earlier than
the FRB’s deposit date.
(b) FTD Variance Report. A report pro-
duced to indicate variances between FTD
payment dates and the deposit date of
the related transmittal.

(2) Daily Variance Reports.
(&) Destroy atter end of month follow-
ing the month in which the report is
produced.

(3) Monthly Varance Reports.

(a) Destroy afier-the-quartery-reportis—6 months &

produced.
{4}-Quarterly- Variance-Reports.

| yenr
& moaThs

{a)Destroy-1-year-after-date-of-report. delete

FTD System Transmittals.

(1) includes:
(a) Missing FRB Transmittals. A daily list-
ing printed after 7 days lag from SC re-
ceived date indicating the SC record had
posted to SCCF but the FRB record has
not.

6 months after date of listing.

fter reports are produced.
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308.

[Ox]
(@]
w

310

(b) Missing Depositary Transmittals. A
dally listing printed after 7 days fag from
the FRB Day Batch date indicating the
FRB venfication record has established a
SCCF module but the related SC record
has not yet posted. ’
(c) Matched Unclassified Transmittals. A
daly iisting printed after a 7 days lag from
SC received date indicating all transmit-
tals either in BOOB status or transcribed
and under control but not processed to
completion for which there is also an FRB
verification record.
(d) FRB/Depositary Transmittal Amounts
Difierence. A listing indicating that both a
SC record and an FRB record have posted
to SCCF but transmittal amounts are not
equal.
el FTD Advice of Credit, Treasury Tax
and Toaa__Account (Treasyey~ form
2284B). A ﬁrachm;%isﬁﬁg of FID
amounts, known as.* kJapes,” trans-
mitted by banks when mongy-amounts
DT UL T e B EALTTY S, .

{2) Destroy 3 months after date of listing
or when no longer needed in curmrent
operations, whichever is later.

. Block Compietion List. A monthly report of

SCCF modules which meet all the criteria

for a closed module to be removed from

the current SCCF and placed on the histor-

ic SCCF. :

(1) Destrov 2 vears 2#2cr ond of process-
ing year.

Commercial Bank Address File. Alist of all

depositaries transmitting FTD forms to

that service center.

(1) Destroy when an updated listing has
been received and verified 1o be
accurate,

. Historic SCCGF Anzlysis Report and Spe-

cial Transcripts. A monthly report which
provides management information regard-
ing timeliness of processing FTD's

(1) Report.

(a) Destroy 1 year after it is produced.
(2) Transcripis.

(a) Destroy after review is completed.
Month End Unconfirmed Classified Report
and Summary. A listing and summary of
modules that have been classified but for
which no FRB venfication record has been
received.

(1) Lst

(2) Destroy 30 days after date of listing.
(2) Summary.

(2) Destroy 3 years after end of proc-

essing year unless the Supervisory Audi-

tor at the service center asks for themto
be retained for a longer period.

‘delete
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item Description of records
No. and disposition authorizations

311. NMF FTD Release List and Summary. A
listing of those FTD's applicable to Form
1042 returns, which is generated in the
Tape Edit Processor runs for transaction
records to be transferred to the Philadel-
phia Service Canter. The Summary to be
used as a tape release.

(1) Ust
(a) Destroy 18 months after end of
processing year or 1 year after internal
audit of operations, whichever is later.
(2) Summary
(a) Destroy 3 years after end of proc-
essing year uniess the Supervisory Audi-
tor at the service center asks for them to
be retained for a longer period.

312. FTD TEP Good Tape Release List Sum-
mary. A daily listing identifying each TLN
and the related count and amount for
transactions placed on the transaction
tape to be sent to the National Computer
Center. The Revenue Receipts Summary
is used as a tape release.

(1) List.
(a) Destroy 18 months after end of
processing year or 1 year after internal
audit of operations, whichever is later.
(2) Summary.
(a) Destroy 3 years after end of proc-

' essing year uniess the Supervisory Audi-

trar 2t tha eonvicg ronter 2eke inrthem to

«313. FTD TEP Mismatch List A list printed for

i all discrepancies and nonmatches be-
tween either release records, delste rec-
ords, or manual deletion cards and the

ood tape FTD block - &

1) Destroy-18'months after end of proc-
essing year or 1 year after internal audit
of operations and accounts, whichever
is later.

314. FTD SCCF Generated Delete List. A listing
of all blocks dsleted from the good tape
transaction tape becauses of discrepancies
between control records and the SCCF.
(1) Destroy 18 months after end of proc-

essing year or 1 year after internal audit
of operations and accounts, whichever
is later.

315. SCCF Special Transcript List.'A transcript
of selected SCCF modules used for analy-
sis purposes. (" IO days

when no longer needed in current opera-
! tions, whichever is later.

MT 1(15)58.26~1 IR Manual

(1) Destroy.60.days after date of listing or _Egerazatdy
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Records Control Schedule 206

Item
No.

Description ofrecords
anddisposition authorizations

316. FRB Day Classified Report. A computer
generated report that reflacts the match-
ing of FAB verification records for a specif-
ic day with the commercial bank transmit-
tals input. The report lists the tax classifi-
cation of those items matched and classi-
fied, each item where adjustments to the
biock are required, the venfication cards
input where there is no matching commer-
cial bank transmittal on the SCCF and the

| amount on the SCCF not yet classified.

ID (1) Destroy after-end-of-processing-year

unless-the -Supervisory-Auditor_at the

service-center Jequests-that-they-be.,ra-
tained-ior-a-longer-penod~

317. Subsequently Classified for FRB Day Re-
port. Areportrefiecting subsequent classi-
fication of those items reported as unclas-
sified on the FRB Day Classified Report.

. (1) Destroy after-end-of-processing-year

/ll}M unless-Superviscry-Auditor-at-the-serv-
ice -center-asks-for them-to-be-retained

{or-a lonoer—penod»

N4O Mo dih Temmmada A

"=arm 2158).
e . - .wlOtransfer

NMF Form 1042 transactions to the Phila-

delphia Service Center.

(1) Destroy 6 years after internal audit of
accounts.

(2) Retire to Federal Records Center 1
year after internal audit of accounts.

319. (Resarved.)

320. Federal Reserve Bank Day Classified Re-
port Balancing Proof (Form 5804). A veri-
fiod reCurd auaciied L g reporn Sndwing
it was a balanced report.

(1) Destroy after close of processing
year, unless Supervisory Auditor at the
service center requests that they be re-
tained for a longer period.

321. Subsequent Day Classified Report Bal-
ancing Proof (Form 5805). A form used if
there is any classified amount shown on
the report or if there is any change to un-
classified totals. .

(1) Destroy after close of processing year
unless the Supervisory Auditor at the
service center requests that they be re-
tained for a longer period.

322. Microfilm of FTD Cards.

(1) Research Microfilm.

(a) Destroy 5 years aiter close of proc-
essing year.

(2) Record Microfilm—

(a) Destroyﬁ'years after close of proc-
essing year.

(b) Retire to Federal Records Center
80 days after creation and venfication.

W

IR Manual MT 1(15)58.26-1

12 months after the month generated unless the Supervisory
Auditor at the service center requests that they be retained
for a longer periocd.

12 months after the month genefated unless the Supervisory
Auditor et the service center requestis that they be retained
for a longer period.



Item Description of records
No. and disposition authonzations

323. FAB Verification Card List and Cards Re-
ceived from the FRB's. Cards and Lists
showing individual advices of credit which
total to their related deposit ticket.
(1)( I)_xséing.t o o rAE 6 months after date of listing
a) Destro ears-after ate-or—gfter—erd—pi-—proeessine—rcan : - Joa
when noJor}r’ge;-yneeded incurrentoperas  _, .. s Eyees unless the Supervisory Auditor
tions—whichever-islater, at the service center requests that they be retained for a
(2) Cards. longer period.
(a) Destroy after data has been con-
verted to magnetic tape and FRB Batch
Day closed.
324. FTD Control Registers. A number of manu-
ally prepared control registers used to i1so-
! late the various segments of the FTD Sys-
tem for the statement of classified collec-
tions for Revenue Receipts Reporting and
for balancing information to insure the in-

- legrity of theﬁs%/stem. -
Dﬂ@fﬁ) Destroy€years-3months-afterendot—1 year zfter the month prepared
(2fr§cﬁssw;g'yf=ea§' I-Records-Center3- i .
~Retire-to-Federal-Records-Center jelet .
years—after—internal-audit--of-the—~F -5 deleve Ok wo
-operations.
325. Daily Wire. Transmitted daily to Treasury
reflecting classified data balanced to data
reported by the FRB using data from the
Classified Reports, confirmed and adjust-
mont Earme 218 and §56G4

S - - a L e - " -
' tionor—wﬁcn-nolbnger—neeoedmgua?e'fa;{ T yeer eiuer the montn prepared or when no longer needed in
operations-whichever-is-iater. current operations, whichever is later.
328. FTD Adjustment Action Reguest (Form
5526). A request used to notify the FRB
l when an adjustment is being made to the
: commercial banks original advice of credit.
; (1) Regular Adjustments. , .
| (@) Destroyﬁ&nor}hs afterdate ofcon— 2 Years after date of listing.
firmation-from-the-FRB-
(2) Other Adjustments.
(2) Destroy 3 years after date of confir-
l . mation from the FRB for dishonored
! checks, credit reversals and credit
! additions.
327. Federal Tax Deposit (FTD) Forms or
equivalent documents used by taxpayers
to deposit Federal Taxes with 2 commer-
cial bank, Depositary for Federal Taxes, or
with a Federal Reserve Bank.
(1) FTD Forms or equivalent documents
(hard copy).
(2) Destroy 90 days after microfiiming
and films verified correct.
328. Federal Tax Deposit Registers (FTD).
(Name Control, EIN Register, Amount
Register) Listing of FTD payments re-
ceived by the Service in the National Com-
puter Center are listed in three separate 1
sequences to provide research sources
! for tracing and identifying FTD payments.
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No.
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332.

383.

(1) Name Control and EIN Registers:
(a) Cumulative Registers (Record Copy).
1 Destroy 2 years afier end of proc-
€ssing year.
b) Wesakly and Monthly Registers:
1 Destroy upon receipt of cumula-
tive quantity register.
{2 Amount Register:
{1} Cumulative Registers (Record Copy).
i Destroy 5 years after end of proc-
essing year.
(b) Weekly and Monthly Registers:
1 Destroy upon receipt of cumula-
tive quantity register.

. FTD NCC Confirmations (Form 3624). A

list prepared weekly by Nationa! Computer

Centier confirming all FTD tape shipments

received from Service Centers.

(1) Destroy 6 months after end of proc-
essing year.

. FTD Payment ta Depositary Listings.

(1) Monthly repcst consists of totals by de-
positary of the number of FTD's submit-
ted to and processed bv the service cen-

s pernod.
\&) Lesiroy 1 yeal 1oin creauon date.

(2) Special report consisting of individual
transmitizls submitted by a particular de-
positary during a monthly penod.

(a) Destroy 60 aays from creation date.

. FTD BOOB Code 07 Listing. A listing of

transmittals with 500 or more FTD's.

(1) Destroy afteritems have been placed
on good tape to NCC._for Master File
postng.

FTD Microfilm Senial Number Listing. A

daily Iisting of transmittals with possible

erors in the microfilm serial number of the
transmittal header record.

(1) Destroy 1 year from creation date.

FTD Service Center Received Date Error

Listing. A daily listing identifying errors in

the service canterreceived date of atrans-

mittal header record.

(1) Destroy after corrective action has

block is processed.

»{Note: Jierm—Mes,—335through—348—are—e-
sem~addortuture.addtions fothe =30,

o FRezordsttportiomeihis-echeduier): |
AUDITINFORMATION MARAGEMENT

for Controlling Returnsin Inventory and

ISYSTEMS (AIMS) (Replaces Audit's Systj

;Production—SCRlP)

2

.W335. Taxpayer/Employee/Financial (TEF) Data Request.

(1) DESTROY 1 year after request was responded
to.

been taken. 336. Taxpa Em i i
. Bank Adding Machine Tapes (submitted i p yer/ o ployee[FlnanCJ_al (TEF) Data RequeSt
with Form 22848B). Tapes that list FTD Z%%_
am?mwﬁawmﬂ?ugbaMSwmmFTD DESTROY 1 year after all requests on log
card count exceeds.40. &=
(1) Destroy 30Ydays after applicable@ sheet were respondec‘: to.

New Items 337, 338 and 339 (See Attachment)
elete

Skip to New Page



ERE C1 \oPERATTONS hN D-RESOURCES MANAGENMENT-S¥STEM \(DORMS) FILES >

337. DORMS Source Documents.,

(1) Worksheets (Form 6292-X) and copies of Details In/Out (Form 6296)
completed by and retained in the originating office.
(a) DESTROY 3 months after data is reflected on the Monthly

Report for the period.

(2) Worksheet Stubs, copies of Details In/Out (Form 6296) and
Input Error Resolution Registers (IERRs) used for computer
input.

(a) DESTROY 3 months after data is reflected on the Monthly
Report for the period.

338. DORMS Output Documents.
(1) Monthly Reports including Input Error Resolution Registers not
elsewhere covered.
(a) DESTROY 1 year after end of reporting year.
(2) Quarterly and Semi-annual reports,

(a) DESTROY upon receipt of annual report covering the same
period.

(3) Annual Reports.
(a) DESTROY 2 years after end of report year.
(4) Special Reports or reports other than those covered above.
(a) DESTROY when no longer needed, but no later than 2 years
after end of report year, whichever occurs first.

339, DORMS Data Files.
(1) Record copies of all DORMS files, machine readable or hard

(a}JDESTROY 5 years after end of year to which data pertains.
(2) All other copies.

(a) DESTROY when no longer needed.
(NOTE: Records covering documentation and processing are covered
by RCS 301, GRS 20, '"Machine Readable Records"

Items 343 through 349 are reserved for future additions
to the DORMS Program.

éh/,//ﬁtoblemyReso&utlon/{mformatibn Sheet show%2§/g/_ nﬁﬁiﬁgggyf
to_eompy % rograms, —  (__—" ﬁéz/////
ROY

(1) DES year after implementation.




Item Description of records

No. and dispositionauthorizations Add Heading from Previous Page)

The Audit Information Management System
(AIMS) is maintained in each service center and
is referred to as "AIMS Mastser Fle.” This fils
contains information such as name, SSN or EIN,
tax period, source code, activity codes, etc., of
returns in Examination and Appeals. The follow-
ing records are created and maintained for this
system.

350.

Delivery and/or !nventory Reports. Computer

generated reports used to order tax retumns for

Examination Program.

(1) Destroy 2 years after processing year
orafterinternal Auditapproval, whichev-
er is later.

351. Computer Finder Cards for Forms 708,
2290 and 4638. Cards for all cases’await-
ing classification. After cases are classi
fied, cards are input to generate labels and
charge-out documents.

(1) Destroy after 6 months.

352. Selected Case Card Fils. Cards held for
ressarch purposes showing the district to
which case was transferred.

(1) Destroy after 6 months.

353. Multiple Fifer Card File. Multiple filer cross-
reference file on open cases in
Examination.

(1) Destroy when case is closed.

i 354, Audit Unpostable Cards. Computer cards
- showing which case is unpostable and the
\}) besuoy s years aner ena of process-

ing year in which closed, or when no
Ionger needed for internal audit, which-
aver is later.,

355. Statute Cards. Cards showing statute peri-
od cases in Examination.

(1) Destroy after 3 years.

356. Nullified Unpostable Card. Record of what
action has been taken on nuilified
unpostabies.

(1) Destroy 1year after end of processing
year in which action was taken or when
no longer needed for intemal audit,
whichever is later.

357. Docketed Case Listings and Card File.
Listings and Cards of allcases appealsd to
the U.S. Tax Court.

(1) Destroy after 60 days.

358. Gift, Highway and Airway Use Tax Listing.
A listing received with finder cards for
Forms 709, 2290 and 4638 cases.

: (1) Destroy after 6 months.

‘ 359. Certified Mail Listing. Uisting showing all

cases that have had certified letters sent.

(1) Destroy after 4 years.

MT 1(15)59.26~1 IR Manual
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360. Old Age Listing (IDRS). A list of cases
assigned to employeses and the date
assigned.

(1) Destroy afier 1 week.

361. BMF Listing. Computer listing showing the
BMF selected for district and the date
shipped for the week.

(1) Destroy 1 year after processing year.

362. Audit Adjustment Register. A listing of Au-
dit Adjustments.

(1) Destroy atter 30 days, or when no
longer needed in current operations,
whichever is the longer period, uniess
the Supervisory Auditor asks for them to
be retained for a longer period.

383. Audit Unpostable Register. Computer list-
ing showing the list of unpostable cases for
the week.

(1) Destroy zfter 30 days, or when no
longer needed in current operations,
whichever is the longer period, unless
the Supervisory Auditor asks fqr themto

S

364. Nulified Unpostable Reject Register.
Computer listing showing the nutlified un-
postable rejects for the week.

(1) Destroy after 30 days, or when no
longer needed in current operations,
whichever is the longer penod, uniess
the Supervisory Auditor asks for them to
be retained for a longer period.

IR Manual MT 1(15)59.26-1



. Item Description of records
No. and disposition authorizations

365. AIMS Reject Backup Register. Computer
listing showing cases rejected on AIMS.
(1) Destroy after 60 days, or when no

longer needed in current operations,

whichever is the longer period, uniess
the Supervisory Auditor asks for them to
be retained for a longer period.

i 366. AIMS Error Register. Computer listing

' showing the cases with errors.

(1) Destroy after 60 days, or when no
longer needed in current operations,
whichever is the longer period, unless
the Supervisory Auditor asks for them to
be retained for a longer penod.

367. Request for Adjustment (Suspense Cop-
ies). Record of special processing cases
worked,

(1) Destroy 18 months after closing date.

368. Transcript of Account. Transcripts used
for assessment verification.

(1) Destroy 18 months after end of proc-
essing year, or when no longer needed
in current operations, whichever is later.

368. Historic File (Service Center) AIMS. This
file contains complete records of closed
cases since AIMS implementation in that
service center.

(1) Destroy 6 years after end of process-
ing year.

(NOTE: Htem Nos. 370 through 399 are re-

served for future additions u): the
T . - cHute.

400. (See Attached Insert)



OTHER GOVERNMENT AGENCY RECORDS

400. United States Savings-Type Securities (E Bonds and Savings Notes). Transferred
from the Bureau of Public Debt to IRS for processing and destructiom.

(1) Paper "War Bonds" printed on currency type paper = to be processed as
Category A. o7
(a) DESTROY 60 days after data has been converted to magnetic tape, the

tape verified and sent to IRS National Computer Center (NCC).

(2) Series E Bonds and Savings Notes printed on card_stock type paper. These
will be sorted into three categorles, processed and dlsposed of as
follows;

(a) Cateoory A - 1ncludes all card bonds and notes (both pre and post -
1974 issues) of an individual/related set of individuals where one
or more of the bonds/notes has an issue date prior to January, 1974,
and the first letter of the last name of any of the parties on the
face of the bonds/notes falls within the IRP Alpha Sample. Category
A Bonds which are later assigned to Category B or C durlng returns
analysis should be destroyed according to the instructions for the
category to which they are transfefred.
1 DESTROY 60 days after data has been converted to magnetic tape,
the tape verified and sent to IRS National Computer Center (NCC).
(b) Category B - includes all card bonds and notes (both pre and post
- 1974 issues) of an individual/related set of individuals where
one or more of the bonds/notes has an issue date prior to January,
1974, aznd none of the first letters of the last names of any of the
parties on the face of the bonds/notes fall within the IR?P Alpha
%, This categorav also includes the bonds and notes tra
terred from Category A during the returns anelysis process.
1 DESTROY 60 days after data has been converted to magnetic tape,
the tape verified and sent to IRS National Computer Center (NCC),
or when it is determined that Category B will not be processed,
whichever occurs first. B
(c) Category C - includes 211 bonds and notes excluded from Categories A -
and B during sorting or returns analysis.
1 DESTROY immediately after quality review of sorting or returns
analysis.

- g ey gy
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N Q% £aneral National Archives .
vices and = . _ »
D B Administration Records Service Washington, DC 20408 4

NNSR NNSR Contact: W. Jon Heddesheimer
NC1-58-82-9
NCD

NMS

NNSR has completed its review of the machine-readable items in the above
SF-115,

Permanent records. NNSR has determined that 0 item{s) have continuing
value and should be declared permanent. They include:

. ‘- - s
s ~

1

Nonpermanent records. NKSR has determined that 137~ jtem(s) do not have
‘continuing value and are disposable for the following reasons:

[:]‘Pdfedtfal use of the data is limited.

Item(s)

Comments

[] pata is substantially duplicated in other records that have been or
will be declared permenent and are more appropriate for retention.

Item(s)

Comments

-

There are severe technical problems associated with the data.or,media,

L

Tten(s)

Comments

(over)



Date
Reply to

Attn of :

Subject:

To

C‘ neral National Archives
L vices and
Admlnlstranon Records Service Washington, DC 20408

November 3, 1982
NNFJ

NC1-58-82-9

NNF

I recommend concurrence. Although the GSA Form 7238 has not been prepared
for NNS concurrence, it appears to us that NNS should also concur én this
job.

%ﬂﬁ(}%/ Ons, JR.

Chief
Judicial, Fiscal, and Social Branch
Civil Archives Division

2%
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