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REQUEST FOR RECORDS DISPOSITION AUTHORITY: .
- o (See Instructlons on reverse)
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LEAVE BLANK |

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

JOB NO

Cl-5879-5

1. FROM (AGENCY OR- ESTABLISHMENT) | -
U.S. Department-of the Treasury

2. MAJOR SUBDIVISION
Internal Revenue Serv1ce

3. MINOR SUBDIVISION R
Fac111t1es Management D1v151on

4 NAME OF PERSON WITH WHOM TO CONFER . . 5. TEL EXT.-

s ¥

Raymond A O'Brien - : : ‘- 566-97'11

DATE RECEIVED
/.., %,.

NOTIFICATION TO AGEK\,Y

In accordance with the' provisions of 44°U S C 3303a the disposal re
quest, mrludmg amendments, IS app;oved except for.tems that,may
be stamped “disposal. not approved’, or “withdrawn™ columr[

iy Ny A%

- Duate Archivist of the United States

6. CERTIFICATE OF AGENCY REPRESENTATIVE

| hereby certlfy that | am authorized to act for this agency in matters pertaining to the disposal of the agency’s records

that the. records ‘proposed for disposal- in this Request of .
~ this agency “or will not be rieeded after the retention penods specmed

E] A Request for immediate dlsposal

page(s) are not now needed for the busmess of

[Z/ Request for 'disposal after a specified perlod of time or request for permanent

retention. - -
C. DATE D. SIGNATURE OF AGENCY REPRESENTATIVE . E. TITLE d . iR
- Actlng Manager ‘Records and Reports
/o//7 £3 ﬁ"“@“" ;{;% Management Section
. y ] D T 9 }
.- X DESC ON OF ITEM : “10.
ITEM NO B . with Ingluswe DF;{Z:lorNReten'hon Periods) sgg;Lsoen ACTIO;I TAKEN
This request for disposal authority covers records created and
maintained in the Physical, Document, and Computer Systems
Security functions of the IRS. These 1tems are contained in
IRS Records Control.Schedule 301, General Records Schedule
18 - Security and Protective Serv1ces Program Records.
HANGE SHEET NOT REQUIRED -
MASS DATA CHANG 3 iToms
’ VALS ~/7~& 7 -
N Gy o RS [ TE Y T L o rom s

Prescribed by General Services
Administration
FPMR (41 CFR) 101-11 4
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GPro 1975 O - 579-387

Request for Records Disposition Authority‘—LContinnation _ "JO,B NO ' 'PAZE OF (e
. c R SERRE '
AITEIV7|.N_O : (vy.m'|ngiugss(l:qg::l|3Nngzng§# Periods) SAMPLE R ACTIONOTAKEN
T " GRS 18] wmorawn
: Item 6 *

2. * Survey and Inspectlon Files. (Government—owned Fac111t1es) GBS 18,1 e
Reports of surveys and 1nspectlons of-Government-owned, Item 10| .. T
facilities econducted'to insure adequacy of -protective and

“.preventive measures taken against hazards of fire,* ",
explosion, and accidents, and to safeguard 1nformatlon
and facﬂltles agalnst sabotage and unauthorlzed entry. .
(a) Destroy when 5 years old or upon d1scont1nuance of’
. fac111ty, whlchever is sooner
3. " Survey and Inspection F11es (prlvately-owned fac111t1es) GRS 18, .
' Reports of surveys and mspectlons of privately owned Item 11
facilities assigned security cognlzance by Government
agencies and related papers. -
(a) Destroy when 5. years old or when securlty
congnizance is termlnated wh1chever is sooner .

4. -.|""GRS 18,

‘Item 12 WITHDRAWN

5. Guard Assignment Files. F11es relatmg to guard, ass1gn— GRS“lS,
mernts and strength ~ . Item 14

. (a) Leader records.

(1) Destroy 3 years after end of contract. - .
- 115-203 Four copies, including orlglna‘l', to bfé:s'ubm'lt’teud to the Nat;onai Archives STANDAhD FORM 115-A

. Revised July 1974
-Prescribed by General Serwces
. Administration - -
FPMR (41 CFR) 101-11 4



o~ - ’ )

- Request for Records Disposition Autho'rtty¥Conginuation . | YO8N ‘ PA%E % ¢
T - T aamer e A -
ITEM NO. . (With Inciusive %Z:Zg lgNch:nltTfry Periods) SAMPLE OR ACTIO.:JO"ITAKEN
WITHDRAWN
6. " Visitor Control Records Reglsters on logs used - "GRS 18,
to record names of outside contractors, service Item 18
personnel, visitors, employees admltted to areas and
reports on automoblles and passengers.
(a) Destroy 1 year‘ after final entry or 1 year-afte“r date
of document, as appropriate.
1. Facilities Checks Flles. Files re1at1ng to perlodlc ’ GRS 18,
guard force facilities-checks. Item 19
(b) Reports of routine after-hours security checks.
(1) Destroy w_hen' 3 years old.
8. Guard Service Control Files. - * GRS-18
~ " Item 20
(a) Control center key or. code records emergency call
cards and building record and employee 1dent1f1catlon
cards. - .
(1) Destroy 1 year after termlnatlon of guard
contract. ‘
(b) Round reports service reports on 1nterruptlons and
tests, and punch clock dial sheets,
(1) Destroy 1 year after termlnatlon of guard
contract .
(c) - Automatic machine patrol charts and reglsters of
patrol and alarm services,
(1) Destroy 1 year after termlnatlon of guard
contract.
115-203 STANDARD F(;RM 115-A

"Four copies, including original, to be submitted to the Nationa! Archives

T

Gdro 1975 O,- 579-387

Revised July

1974 -

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



Request for Records Disposition Authority —Continuation ‘ JOB NO -

PAGE OF

o o 6

7.
{TEM NO

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

SAMPLE OR 10.
JoB Eo ACTION TAKEN

10.

(d Arms d1str1butlon sheets charge records and
receipts.

(1) .Destroy 1 year after termlnatlon of guard
contract.

(e) Training records.

1) Destroy 1 year after termination of guard
contract or departure of individual guard

Logs and Registers. Guard logs and reglsters not
covered elsewhere in this schedule. :

(a) Central guard office master logs.

(1) Destroy 2 years after termlnatlon of guard
contract.

(b) Individual guard post logs of occurrences entered in
master logs.

(1) Destroy 1 year after termination of guard
contract. .

IDRS Audit Trail - History Record of Command Codes
(Magnetic Tape) and Extracts. An audit trail

produced daily by the IDRS Security System. Weekly

and monthly cum files are produced. The dally and
weekly audit trail files may be disposed of in accordance .
with existing procedures once the monthly cum file is
produced and retained. It contains records of all
command codes input to IDRS and includes pertinent -
reference information, e.g., TIN, MFT, Tax Perlod date,
time, terminal ID, and Employee Number

(a) Magnetic tapes in service centers

(1) -Destroy 6 years after end of processing year.

(b) Magnetic' tapes in other offices.

(1) Destroy when no longer needed, or 1 year from
date received, whichever is earlier.

(¢) IDRS Audit Trail Extracts.

(1) Destroy when no longer needed, or 1 year from -
date received,-whichever is earlier.

GRS 18,

New Sub-
Item .

Item 21

GRS 18,
Item 40(1
NC1-58-
80-1

-

115-203

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

GPrO 1975 O - 579-387

STANDARD FORM 115-A

Revised July 1974

Prescribed by General Services
Administration

FPMR (41 CFR) 101-11.4



Request for Records Disposition Au.thority—Continuation J08 NO - -RA?EGSEQ, Lo
9. .
ITEM NO With Inciusies Dates lgNRgngfr;A Perods) - SRR R? ACTION TAKEN
11. Master Record of Employee Numbers.A A per‘imar‘}e‘ht record that .| GRS 18,
-associates the IDRS user employee's name and SSN with the’ Item 40(3) . »
employee number for the purpose of maintaining an audit trail. | NC1-58-
The record will include the date that the employee number was | 80-1
assigned and the date that assignment was terminated. ’ a
(a) Destroy 6 years after latest termination. ‘ .
(b) Hold each page currerit until .all assignmenté are terminated. ‘
12. Employee Access Processing (EAP) Mamtenance Reports - GRS 18, |
includes: Update Report - listing of additions and _ - | Item 40(6)
deletions to the new EAP SSN file; IDRS Non—Natch Report - - | NC1-58-
a listing of employee records which appeared on the EPSF but 80-1
were not on new EAP SSN file; Invalid Card Report a
listing of input cards in the card update deck which
contain invalid entries and causes the card update run to
abort; Rejected Paroll Records Report - a listing of
invalid records appearing on the new payroll data file that
cannot be used to update the new EAP'SSN file. ‘
(8) Destroy 1 y.eer after date of listing. .
13. Daily Security Report. A record of Security violatiohs . GRS 18, o
terminal lockouts, and other-security data. 1t is produced Item 40(7)
daily by the IDRS Security System and is used to monitor NC1-58- |
IDRS security. 80-1
wnﬁnkm&u e
(b) Other offices. )
(1) Destroy 1 year after date of listing."
14. Special Activity Report. A perfodic 'report which shows 2 GRS 18,
any action taken by an IDRS user to the account of any - - Item 40(8)
IRS employee or h1s/her spouse. - | NC1-58-
80-1
WITHDRAWN
(b) Other offices. . .
(1) Destroy 1 year after,l date of listing'.
115-203 Four c'loples, lncludlng orl.glnal, to be sdbm!ned to the Nattonal Archives . - STANDARD FéRM A115‘-A‘

GPO 1075 O - 579-387 s ) P,

Revised July 1974

Prescribed by General Services
’ Administration

FPMR (41, CFR) 101-11.4



JOB NO

-

GPO 1975 O - 579-387

Request for Records Disposition Autho‘r‘ity—'(;ontinukat,iori ’ PA:EOO?Q .
: 9. 'c ]
ITEM NO (WlthAIngluglssgg::llc?rNﬂgzan:ﬂ Periods) SAMPLE OR ACTION TAKEN
15. Unit Terminal Profile Report. ‘A record of all IDRS GRS'18, .
terminal ID's and their respective Time on the Air and Item 40(10) : oo
Time Off the Air. Th1s report must be produced at least .| NC1-58- -
quarterly. : . . 81-3
(a) Destroy when superseded or no longer needed whlchever
' is'sooner. B :
16. Securlty Violation by Terminal Report New
A listing of the security violations by type that occurred Item -
on each IDRS terminal. .
(2) Destroy when no longer needed orl year after
date of- 11st1ng, whlchever is sooner.
17. Unit Command Code Profile Authorlzatlon A record of New
the new minimum authorized command codes for any Item
employee in a unit. ~
(d) Destroy 1 year after end of year that record is-
.superseded or unit is discontinued:." o
18. Maximum Profile Authorization File Authorization. ) New
A record of the maximum authorized command codes for any | Item
 employee in a unit, :
- (a) Destroy 1 year after end of ‘year that record is
superseded or unit is discontinued.
115-203 Four coples, including orlglnal,'lq_ be submitted to the National Archives STANDARD FORM 115-A

Revised July 1974

Prescribed by General Services
Administration

FPMR (41 CFR) 101-11.4



