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REQUEST FOR RECORDS DISPOSITION AUTHORITY LEAVE BLANK 
(See Instructions on reverse) JOB NO 

NCl-58-84-13 
TO GENERAL SERVICES ADMINISTRATION, 

__ N_AT_I_ON_A_L_A_R_CH_I_VE_S_A_N_D_RE_C_O_RD_S_SE_R_V'_C_E,_W_A_S_HI_N_GT_O_N_, _DC__ 204_08 -; DATE RECEIVED 

1. FROM (AGENCY OR ESTABLISHMENT) 5-30-84 
NOTIFICA TION TO AGENCY 

2 MAJOR SUBDIVISION 
In accordance with the provrsions 0/ 44 USC 3303a the disposal re Internal Revenue Service ouest. Including amendments. IS approved except for Items that,may 

3 MINOR SUBDIVISION be stamped "disposal not approved" or "withdrawn" In column 10 

Facilities Management Division 

4 NAME OF PERSON WITH WHOM TO CONFER	 5 TEL EXT 

/r=12-8¥
Nancy R.	 Gloss 566-9711 nate 

6 CERTIFICATE OF AGENCY REPRESENTATIVE 

I hereby certify that I am authonzed 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 1 page(s) are not now needed for the business of 
this agency or Will not be needed after the retention periods specmed 

o A Request for immediate disposal. 

@ B Request for 
retention. 

disposal after a specified period of time or request for permanent 

COATE E TITLE 

5/7 /84 
Section 
Records 

Manager
and Reports Management Section 

7 
ITEM NO (With 

8. DESCRIPTION OF ITEM 
Inclusive Dates or Retention Penods) 

9 
SAMPLE OR 

JOB NO 

10 
ACTION TAKEN 

This reguest covers records of the Collection Divisio
 
in all IRS D~strict Offices and subordinate field offices
 
(RCS-204) pertaining to the receipt and transmittal of
 
tax returns and documents received in the district office;

the deposit of tax remittances received; the collection
 
of delinquent accounts and securing of delinquent returns;

and the conduct of a year - around taxpayer service
 
program.
 

1	 Federal Tax Deposit (FTD) Alerts. Closed FTD Alerts with 
copies of history, "back-up" reports, correspondence, and 
related data accumulated during the processing of the FTD 
Alert. 

(1) Destroy 6 months after the case is closed. 

IJIK J? 

I~ 
STANDARD FORM 115 
Re vr s e d Apr". 1975 
Prescnbed by General Services 

Administration 
FPMR (4t CFR) 101-11 4 
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.Records Control Schedule 204 for Collection, Taxpayer Service page 1(15)59.24-10 
and	 Problem Resolution Proqrarn=Distnct 

Exhibit 100-1 Cont. (1) 

RECORDS CONTROL SCHEDULE 204 

Item Descnption of records 
No and dispOSition authonzatlon 

(1) Destroy	 2 years after the end of the 
reporting year 

13	 Recumng Reports Progress and produc-
tion reports and related work papers, the 
originals of which are retained In the dis-
trict offices or Area, zone and local offices 
(not covered elsewhere In ttus Schedule) 
(1) Record copy. _ 

(a) Destroy 2 years after the end of 
year In which submitted. 

(2) All other coples 
(a) Destroy when no longer needed In 
current operations, but no later than 2 
years after subrmssion. 

14	 Inventory, Production and Time Reports 
Hecurnnq progress and production re-
ports and related work papers (not cov-
ered elsewhere In this Schedule) that re-
flect inventories of assigned work, produc-
tion records and time reports, the onqmal 
of which are submitted to the distnct office, 
regional office or National Office 
(1) Record copy 

(a) Destroy 2 years after end of year 
(2) All other copies - .. 

(a) Destroy when no longer needed In 
current operations but' no later than 1 
year after end of year, whichever occurs 
first. -

15	 Type "X" and "E" Award Report Files 
Copies of teletypes, correspondence and 
reports concerning mquines and requests 
from the National Office for tax check in-
vestigations and reports on prospective 
Presidentral appointees, or nominees for 
Presrdenual "E" Awards established by 
Executive Order 10978, and on certain oth-
er persons 
(1) Destroy	 7 years after year In which 

report or mvesnqauon was requested 
(2)	 Retire to the Federal Records Center 

2 years after year In which report or in-
vestigation was requested. 

16	 Delegation of Authonty Files (except 
DAR) Record copies documenting the 
delegations of authonty to an mdrvidual or 
office In accordance With prescnbsd regu-
lations and not Included In the Internal 
management document system (These 
records are of a limited nature as opposed 
to delegation of authonty records on a con-
tinuing baSIS which are part of the Internal 
Management Document System) 
(1)	 Destroy 1 year after close of calendar 

year In which delegation of authonty was 
terminated 

IR Manual	 MT 1(15)5924-2 

Offices	 (6--11-81) 

(o 

Item Descnption of records 
No and aisposmon euthonze non 

17	 Certified and Registered Mall Records 
Registers and receipts of incoming and ( 
outgoing certified and registered mall 
(1)	 Destroy 2 years after end of process-


Ing year
 
18	 Cenmcetion of Document Files Records
 

supporting request and use of the seal
 
(1)	 Destroy 2 years after end of process-


Ing year
 
19	 Reference Files. Internal management
 

documents, copies of corrspondence, re-
ports and related documents retained
 
solely for convenience of reference
 
(1)	 Destroy when obsolete, superseded.
 

or no longer needed for reference
 
20	 General ASSistance Program Determina-

tion For purposes of the targeted Jobs tax 
credit (Form 6177). 
(1) Destroy on January 2, 1984 

21 (Reserved) 
22 (Reserved)
23	 LItigation Files In connection With SUitS 

against the Umted States. 
(1)	 ,Destroy 2 years after the proceedings
 

are terminated
 
24	 SpeCial Procedures Staff Index Cards 

(1) Destroy' 4 years after the end of the 
_processing	 ,year, or after cases are
 
closed, whichever occurs first
 

Note' Item Nos. 25 through 28 are reserved for 
future additions to the "Administrative Rec-
ords" portion of trus Schedule 

Delinquent Accounts and Returns Records 

29	 Administrative Summons Reporting Sys-
tem. Forms 5534, Administrative Sum-
mons District Summary, and 5535, Admin-
rstrative Summons Use 
(1) Form 5535 (Part 2) 

(1) Destroy after 1 month after Final 
Action copy transmrtted 

(2)	 Form 5535 (Parts 1 and 3) and 5534
 
(Part 2) maintained by Specral Proce-
dures Staff
 
(a) Destroy after 2 years 

30	 Records of Taxpayer Delinquency tnvesu- »" 
qeuons (TOt's) and Returns Compllance.(-
Program (RCP) Leads - ~ -(1) RCP Leads (Matched) 

(a) Destroy Immediately after match IS 
completed 

(2)	 Closed TOl's and RCP leads wrth cop-
ies of hrstory, "back-up" reports and TOI
 
Supplement sheets Copies of transfer
 
documents, courtesy mvesnqanons, cor-
respondence and related data accumu-
lated dunnq the processmq of a TOI or!
 
RCP lead
 
(a) Destroy 1 year after case IS closed 

31 100% Penalty Case Files 
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Records Control Schedule 204 for Collection, Taxpayer Service . page 1(15)59_24-11 
and Problem Resolution Proqram=-Orstnct Offices (3-10-81) 

Exhibit 100-1 Cont. (2) 

RECORDS CONTROL SCHEDULE 204 

Item Descnpuon of records 
No and atsposmon eutbonzeuon 

(1) Closed 100% Penalty Taxpayer Delin-
quent Accounts (TDA's), with copies of 
data accumulated In the collection 
process 
(a) Destroy 3 years after the liability IS 
satisfied or the statutory period, as ex-
tended, for collection 
whichever occurs first. 

has expired, 

(2) 100% Penalty Case Files, wnn copies 
of all forms and/or documents requ.red 
by Form 5013, 100% Penalty File 
Transmittal 
(a) Destroy 8 years after assessment 
year 
(b) Retire to the Federal Records Cen-
ter 2 years after assessment year 

(3) 100% Penalty Case Files Including any 
claim for refund and/or abatment and/or 
adjudication 
JUrisdiction 

by a' court 
. 

of competent 

_______ :::::-..... 32 

(a) Destroy 2 years after year 100% 
Penalty Case File IS closed. ~ 

Records of Taxpayer Delmquent Accounts 
~ (TDA's) Closed TOA's (excluding current-

ly not collectible accounts reported on 
Form 53) With copies of Revenue Officer's 
"back-up" reports; copies of transfer doc-
uments, where applicable, "correspon-
dence, financial statements and related 
data accumulated dunng the processing 
and collection of a TOA, or equrvalent rec-
ords used to document the history of pay-
ments made In satisfying TOA's; request 
for deferment of income taxes because of 
military service, W1th related correspon-
dence 
(1) Destroy 1 year after the end of the 

33 
year In which the case was closed 

Records of Currently Not Collectible Tax-
payer Accounts. 
that have been 

Case files 
reported as 

on accounts 
currently not 

collectible 
(1) Forms 53 other than those Identified for 

mandatory follow-up 
(a) Destroy 31j2 years after the year 
Form 53 was initiated 
(b) 
ter 

Retire 
1 year 

to the Federal 
after the year 

Records Cen-
Form 53 was 

Initiated 
(2) Form 53-Mandatory Fotlow-Up. 

(a) Destory 3% years after the year the 
latest date for mandatory follow-up has 
passed 

o 

Item ,Descnpflon of records 
No and dlspoSltlon authonzatton 

34	 Proof of Claim Invesflgaflons. Maintained 
by Special Procedures Staff. Case files 
developed as the result of investigations 
made In Instances of insolvencies or dece-
dent estate cases, regardless of whether a 
proof of claim IS filed; or investigations 
made pnor to Issuance of a TOA relating to 
such cases; or as the result of the Govern-
ment establishing claim as a creditor 
agamst a bankrupt, other Insolvent or de-
cedent for the purpose of assessing and 
cotlectmq taxes due. The file may contain 
copies of legal documents, account read-
Ings, evidence of proofs of debt and relat-
ed correspondence.' '. 
(1) Destroy	 2 years after court proceed-

mqs have been closed. 
35	 Receipts for Payment of Taxes Memo 

(record) copies retained for control 
purposes. 1 

(1) Destroy	 3 years after Issuance or 3 
years after Issuance of last receipt In 
book, whichever IS applicable. 

36	 Lien· and Discharge Records (maintained 
by Special Procedures Staff). Copies of 
notices of tax lien filed with the appropriate 
recording offiCial; certificates of discharge 
and reports thereon, certificates of release 
from tax liens and related data; eertmcates 
of non-attachment; Notices of Noniudlclal 
sale, Release of Right of Redemption and 
RevolVing Fund redemptions and sales 
(1) Destroy	 2 years after the account on 

which the lien arose has been satisfied 
or after the staMory penod for collection 
has expired, whichever occurs first 

37	 Lien, DIscharge and RevolVIng Fund Re-
dempflons Work Papers Pertamlng to DIS-
charge of Lien or redempflon under the 
lien. 
(1) Destroy	 2 years after granting 

discharge. 
38	 SUits to Foreclose Federal Tax Liens. Bills 

of Interpleader, btlls In equity or CIVil 
actions. 
(1) Destroy	 2 years after the proceedings 

are terminated. 
39	 Records of SeIzure and Sale of Property 

(maintained by Special Procedures Staff) 
Reports, documents and related data per-
taming to the sale of seized property 
(1)	 Record copy of Record 21, "Record of 

Seizure and Sale of Real Estate," or 
equivalent 
(a) Retain. 
(b) Retire to Federal Records Center 10 
years after processmq year. 

MT 1(15)5924-1	 IR Manual 



Centrallzed SerV1CeS 

D1V1S10n IRM Procedures 

(12)(1 0)25 (~-30-82,1
 

Federal Tax Deposit Alert Closed
 

File
 

(12)(10)251 (:>-30-82) 

General 

Federal Tax ~.ePOSI~Ale~S--~~r:!:)_~re-.. 
r,-P~t.£.i!&~:J~::?~~~!!lI.~atlonary on ~ 
<; service cen\~r high speed pnnters.Jhe service 

center Issues tr;€'FTD Alerts quarterly In March, 
June, September, and December Alerts are 

received Irom tile Collection function for flhng 

and wrll have a red letter "C" on the front to 

Indicate the Alert IS closed 

(12)(10)252 (3-30-82) 

Filing Closed FTD Alerts 

Clos eo FTD Alerts will be filed alphabetically 

by the quarter In which tlley were Issued The 

period endrng dare on tne alert Will Id9ntrfy the 

quarter In whicn the closed Alerts are to be filed 

(12)( 1O}7 5 3 r'-"r~.o;)
 
Orsp o srtron of the Closed FTO
 

Alert Frle
 

F TD f'l('rl~ m,lJ' be rcrnovud ilno de suoyeo In 
aCCClr<J.]IIC(-Wllh IIlM 1(15)'jO 2~ Hc cor ds CC>II-
trol ScilPoule 201., tor Collection Ta xp ayer 
Service ano Probicrn Resolution Program-
Drstnct Offices 



I~L' :')- :lG':I 

((.-10-83)
Fi21d Co lle c tion Techniques 

5~10 { _ .~_71'} 2 II Ihrrl! ar c open: "'.1 :. Ifl 1111: ,olll'c 

Feder,,1 Tax Dc p o s rt I\lerts \I()rl Qllicu function ri'quC'~ \ il <, ~>CIC ,-ilion 01 u.o 
C;!<;"S wllh Ih8 FTO AIC:lt lor r~rc"9r,ml]nl to ti,e 

5511 (l/-,S·7n, Ilelo 

General (d) s r.r e e n c ur r c n t a ro r t s a q a in s t i n e 

The Feo!]ral T;lY OloPOS,1 (FTD) svsiern oro- closed alert files and associate pror closed 

vloes 2. vehicle lor r.e ue. ensur mo Ihat Federal alerts wllh the current alert 

\;1'('5 will tHO' p21d on" c ou ent basts Taxpavor 
cornpllance Wllh FTO r e ouu e rneru s also a s- 5513 2 (lI-J-{lOj 

. SUfCS the '2ypdVer against havIng to pay a large AssIgning Alerts to the Cotle ctro n 

accrued t3), t.aiance 121('r w.lh IhE tel, rplurn FIeld Func tron 

1 rl0 FIG !~I",r, pr ov.ccs lJS with Ihe opportunuy (1) 1 he Cnntt atrz cc Scr vrce s Br anch z Sec-
to prevent the 1<;"Lance 01 a TOA or TOI through lion wdl 
edrly contact Wllil la}'Ddyers wno have 1;1lled to (a) process alerts and lorwilrd them to el· 
nr;,kC' Ilrnely Feoeral Tax DC'DOSII~ We ;H8 "hie ther ihe Field B'anch C~lIel or Orv.s.on Cmet, as 
10 make> contacts prior 10 IIle oue date 01 Ihe appr opnaie. or dn ecuy 10 the appr opnate group 
return to ..-SSLHeli .3t the delinquency IS COlleCI ruanaoer wrj hm 5 working clays 01 rccerpt,
 
eo early and "II "ust lunds cue ;,r8 paid pnor to
 (b) lorward alerts to the Couecuon F,elc:J 
tile II1111g0; Form Y~l 9'11PR or CT-l 

tunct.on wllh two COI~: Form..tSlJi Ass,rgn. 
ment Slip __ -- ~_ 

5512 (r~H>-83) ...--.'::::J;;j r etam a thrrd copy of Form 197/1	 andFTO Alert Issuance Cru e na
 
~ Part 4 of the alert fOCG.o.Qtrol purposes. j


Service c e nt e r s will Issue FTO Alerts In \
 

(d) In dstncts where alerts	 are forwarded
March, June. Seplember and December lssu-

dir ectly to the group manager, prepare a tourth 
ance cruer.a are In LEM 511 Exrnbrt 5500-32 

copy of Form 1976 and forward It to the Freld
explams the mtorrnauon on	 the alert Alerts on
 

---·th.....,..A--t I d \ Branch Ch,!?f or OI\,I"lon Crnct 2!-. appropriate.
 
taxpaycr s WI! IJ open cases In e u ornate , 

~BIi.~rf$y~~m(A!::;l):FtI~ied· onto 'lo. lor mf orrna uon purooses 

~CS I,ll o t n e r s wlli be assigned to drs t r rc t 
(2) TIle Conecuon Field tuncuor. WIll return 

ott.cas 
one copy ot Ihe Form 1976 to the Centrallz.ed 

Ser vice s 5,anch/Secllon acknowledging reo5513 n2-J9-/'S) 
ceipt ot the alerts

O:slnct Office Processing 

5513.1 (11-20--«" lulf 12-20-81)
 

Recelpt, Control and Initial
 

Processing
 

(1) UPo~~.~Rqr~~ each quarter.

'ftne C§'ntrillize'BjS 'e~t~~~~lli~1,Jj'Jl:B'\ 5514 (12-1 <;"7B)\,Q:;4~~&..3.~'\.!~~~_ '~
 
Colle c non Field Funcuon
Jil) v(mly the count rec eived Irorn Ihe servo
 
Procedures
 

Ice center. 

5514 1 (12-1~7B)(b)	 rrnrn e dra t e ly send 10 Spec.al Pr oc e-

Receipt of Alerts
dures Iuncuon (SPf) alerts systermcauy cooed 

If,JTEL (Cr rrrun a l Investlgallon) Sce ExhIbIt (1) The Couecuon F,eld tuncuon WIll 

5500-32 lor an ~'xplanatlon 01 wllere Ihe I~'JTEL (a) receive alerts under cover 01 onqmat 
c.oomo appeat s on the alert	 and dt.:;:>lrcate Form 1976. 

(b) verify Ihe number of alerts r oce.veo 
. (c) c+iecx 10RS 10 octerrrune If ther e are 

and return on acknowledged copy of Form 1976 
open TOAs or Tfns on the taxpayer 

to the Centr atrz ed Services Branch/ Section. 
1 11 there are open cases In the field, and 

assrq» Ihe alert 10 the revenue oti.cer as srqnec 

the ouen cases or MT 5-246 5514.1 
IR Manual 

http:Centrallz.ed
http:tunct.on
http:Orv.s.on


r:~;c' :c.-Jill 
(G-l0-f'.3J 

(c) co rua c : the Centralized Sc r vic e s 

8ranch/SC;Cl!on 10 .csorvc any dl<;cr('>p;lnr:I~S 

551<12 (1?-1:,-8Cl!
 

Asslg;lment to Revenue Of f rc er s
 

(1) In y.C'epln() wtth ttH" ()llJrJeli"es lor assign-

ments set lorih In the, Cd',e ,t. s s.qrvrrient GUide 

101 RpvenuE' Othccr s, gloup manaqer s should 

2S<;lgn alerts to GS-11 or 12 r evenue otticer s 

(2) The Cenu ahz ed Services 8rancn/Sec-

non rrt?y ?SSlgn alerts based on 10RS ro s ear ch 

The pr e-a s smr icti revenue othcer should gen-

er atly receive the FTO Aleri Howe _er group 

rnana qer s may change a ssrqnrnerns consistent 

With the glJloellnes .n (1) above 

(3) The group manager <;110uld e stabhsh a 

control to ensure timely d.spos.uon 01 alerts 

(e g , rnamtarn a copy of tl1e alen or a listing by 

taxpayer) 

551<1 3 (4-14-78) 

Taxpayer Contacts 

551<131 (12-15-80) 

General 

(1) The FTO II leri Identifies taxpayers who 

reourr e per sorial coruact tor the purpose of pre-

'/6ntln9 the Issuance of a TDA or TOI Thor s-

fore, r everu.e officer s must contact taxpayers 

pnor to the due oate of the applicable return 

(2) Revenue officers shoulrJ make contact 

wtth taxpayers as soon as poss.ble alter receipt 

of an alert If Inltl",1 contact IS,delayed for more 

than 15 C'llencar days tne revenue officer 

shaul a note file case history wltl1 the r easons 

lor the delay 

(3) SPf ,....,11process alerts on taxpayers un-

oer a Cnrn.na' rnvesuqanon (INTEL) in accord-

ance wtlhlRM 5141 Revenue othcers wrh work 

INTEL cored alerts Issued for frelo contact tn 

accordance With SPf mstrucuons 

(4) Alerts With a selection code of A' or R' 

rdenuty repeater taxpayers 

551432 (I,-20--8I) ten 12-20-81)
 

nequlred Actrorrs
 

(1) Tile revenue officer should conduct a full 

compliance cner k. Incluolng a deterrrunauon 

W'1etner the taxpayer IS m compliance With the 

depost1 r equu ernents 

(2) If the taxpayer IS In full compliance, no 

turther action tS necessary, and the alert should 

be closed Immediately 

5514.1 MT 5--245 

IR , ~anual 

5500 Field Collecuon Te chruque s 

(3) 11 the t,,>'Oily"" IS no longer rc:qlJJred to 

cJ('PO~lt (I e , out of lJu~-,JllL"S or no employees) 

tl18 revenue offlc.er should irnmedra tely prepare 

Form ?153 (Mrlstel File Entity Change) to re-

ouest that the appropnate ftllng r equu ernarn s 

be deleted A change IrJ ItllrJg r e qo u e m e n t s 

s h o uld be document cd In the alert history 

shect 

(4) II the taxpayer IS not If1 compliance, fhe 

revenue offrcer should 

(a) secure any deltnquent returns With 

payment 

(b) denver Notice 109 and review the de-

pOSJ1r equuernerus wltl1 the taxpayer, 

(c) explain the applicable CIVil and cnrnmal 

penalties 

1 5% FTO Penalty 

2 100% Penalty 

3 IRC 7512 and 7215 

(d) diSCUSS monthly filing under Tr e a sury 

Regulations 31 6011(a)-5, 

(e) cor sider Issuance 01 Letter 903(00) If 
the taxpayer IS a repeater Since Letter 

903(00) no longer Involves currenf monllortng 

also consider more strtngent actions, sucn as 

prompt asses srnent and enforcement, tf war-

ranted by the facts tn a particular case 

(I) If Letter 903(00) IS not Issued, the reve-

nue offtcer should, pnor to clOSing t~e alert 
1 secure the current quanerly reCurn and 

take aepropnare action to secure any balance 

due and 

2 verily the taxpayer s compliance wrth 

the oaoosit r ecuu ernents for the first month of 

the succeoomq ouarter 

(5) for CT -1 taxpayers, rf compliance cannot 

be secured coris.o er securtng a jeopardy as-

sessrnent to minimize revenue loss and protect 

the Interests of the government See IRM 5213 

for jeopardy assessment procedures 

5514 4 ("-2~,) (ett 12-2~1! 

Alert Clo smq Procedures 

(1) Revenue oti.cer s should close FTO Alerts 

Within 60 calenda. days of the date received rn 

the group 

(2) Close an aleri wnen the actions tn IRM 

551432 are cornptereo 

(3) The group manager should totlow up on 

alerts to ensure timely closure 

http:offlc.er
http:G-l0-f'.3J


", 

(~) Eilch croscc alen rnusl nave ;J hl<.,lory 

$11(;(;1 a us ctir-o ejp<;cCllllnS] illl a c uoru, I"ken 

Th~, hl~:ory sheel <;iloulci docunieru Iheli Ihe 

lequII8d nCl\[ln~-, OUllHH10 HI 181\.,'1 551~ :12 wr-r e 

lilkC'n In accordance wlih IRrv1 51:',1 Irle re-
ceived date should hf' thc III c.t ontry iottowcd by 

enu ies ,n chronological order 

(5) The revenue otlrcer should prepare Forrn 

.18·,4. Requesl lor 1e.rrunal Action requesting 

Input 01 TC 136 (Input 01 TC 136 suppresses 

Iutur e alerts) whon closing an alert on a taxpay-
er who meets lil0 alert rs suanco criterion and 

(a) IS In bankruptcy and a cneck wllh SPI 
venues H,ai :hp iavpayers current compliance 

IS being monuor ed or 

(b) has IIr egular payr oils wltlch cause alert 
Issuance or 

(c) IS being monitored under BMF Install-
ment Agreement procecJurcs 

(6) The TC 136 suppresses alerts mdc tmue-
Iy Tner eror e when rnonuonno 01 a taxpayer's 

current compliance In any 01 the above err cum-
stances IS no longer warranted TC 137 must be 

mplJt so iha: the taxpayer will be Included In 

fulure alert analyses 

(7) Forms <:84'1. requesting InpUI of TC's 136 

nnd 137 will be lorwarrted to the Centralized 

Services lunclion 

5514 5 (12-15~OI 

Processing Closed Alerts 

::{1}~-c.e~-lr6Irzect'S~1t1 e i'ictT~~'~il' ~aln-
h"'~1 ",~:rr-~:t~;l\¥, ,----~- -~!!). :kl?.§.~_e?---",. __ 

(2) A designated employee should file the 

alerts In the appr opnate files as they are closed 

(3) See IRM 5(14)51 for revenue officer In-
structions on processing alerts on Form 795. 
Daily Reoon 01 Collection Activity 

(4) District Collection function IS r equ.r ed 10 
report trie nurnber 01 alerts received and staff 
hours used to wor « alerts 011 Form 4572 Collec-
uo n Ac uvu i e s Monlhly Report SEE IRtI." 
5(14)71 7 

~(5r ~~~)j4§.~~f~i~sl 
~2I~~.I~~?lliFi~'f~~r~ -

(6) 'Charge lime expended by the Collection 

Field function on FTD Alerts 10 ooer auon 707 


