NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE

Schedule Number: N1-058-97-004

Some items in this schedule are either obsolete or have been superseded by new
NARA approved records schedules. This information is accurate as of: 2/10/2023

ACTIVE ITEMS

These items, unless subsequently superseded, may be used by the agency to

disposition records. It is the responsibility of the user to verify the items are still
active.

All items except those listed below are active

SUPERSEDED AND OBSOLETE ITEMS

The remaining items on this schedule may no longer be used to disposition records.
They are superseded, obsolete, filing instructions, non-records, or were lined off and
not approved at the time of scheduling. References to more recent schedules are

provided below as a courtesy. Some items listed here may have been previously
annotated on the schedule itself.

N1-058-97-004 / 4/2 is superseded by DAA-0058-2022-0003-0003

NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE

As of: 2/10/2023 N1-058-97-004



L

REQUEST FOR RECORDS DISIDSITION AUTHORITY (| Leave ol lilfuna use
(See instructions on reverse) . : A) |-058~-97 - ¢

TO NATIONAL ARCHIVES and RECORDS ADMINISTRATION (NIR) DATE RECEIVED / /
WASHINGTON. DC 20408 11/8-/ 9 ¢

1 FROM (Agency or establishment) NOTIFICATION TO AGENCY
Department of the Treasury

2 MAJOR SUBDIVISION In accordance with the provisions of 44
Internal Revenue Service U S C 3303a the disposition request,
including amendments, 1s approved except
for items that may be marked “disposition
not approved” or “withdrawn” in column 10

3. MINOR SUBDIVISION
Information Systems

4 NAME OF PERSON WITH WHOM TO CONFER 5 TELEPHONE ARCHIV TQ,F THE ED_STATES
Sandy Mvers 535-3936x3033 2 _(/‘.qf / 57/,

6 AGENCY CERTIFICATION

| hereby certify that | am authonzed to act for this agency in matters pertaining to the disposition of its records

and that the records proposed for disposal on the attached _____ page(s) are not now needed for the business

of this agency or will not be needed after the retention penods specified, and that wnitten concurrence from

the General Accounting Office, under the provisions of Title 8 of the GAO Manual for Guidance of Federal Agencies,
X 1s not required; u] Is attached; or a has been requested.

SIGNATURE OF AGENCY REPRESENTATIVE TITLE |RS Records Off|cer

(L/%LZ ,

7 8 DESCRIPTION OF ITEM AND PROPOSED DISPOSITION 9 GRS OR 10 ACTION
ITEM SUPERSEDED TAKEN (NARA
NO JOB CITATION USE ONLY)

~

Records Control Schedule 118 for Servicewide Information
Systems

This Request for Disposition Authority Is intended to cover
records created and maintained by the Information Systems
organization Servicewide, including the Chief Information
Officer.

The Information Systems organization, headed by the Chief
Information Officer, Is responsible for strategic technology
planning, planning and designing multi-functional information
systems; data administration, coordinating and integrating
functional systems into the overall systems architecture,
acquinng, testing, developing, and maintaining computer
equipment and software, providing data security, and providing
telecommunications services

NOTE: This Request is a revision of
original Request submitted 10/29/96.

115-109 NSN 7540-00-634-40604 STANDARD FORM 115 (REV 3-91)

MAR | O 1998



Revised per conversation with Steve Cooper 10/15/97
Records Control Schedule 118 for Servicewide Information Systems

ltem Description of Records Authorized Disposition
No.

Administrative Records

1 Correspondence Files. Destroy after two years.
existing Routnecorrespondence—covering
item, =to= ; ;
descrip- facstmitesandrequisttrons-that
tion refateto-administrative
revised) housekeeping-and-factitativerotes
of theorgantzationandnot
2. AnnuatBusinessReview Retireto-the WashingtonNatronat
(existing Reports—Recordcoptesof RecordsCenter-after 5years:
itemn) program-review-evatuatons-and Destroy-whent6-yearsofd:
associated-—correspondenceonrthe
operationsand-activittes of RS
regionatoffices,servicecenters;
93=5,tem-3)-
3. internal-Audit Reports-and-work
(existing papers-and-—correspondence;
item) tmetudingcorrespondence, reports
otherorgantzations—{Job-NoNC+=
Destroy 3-years-aftercomptetionor
{tRecord-Copy: isstrance-of report:
{2y Altothercoptes: Destroyafter 3-yearsof whenno
tongerneeded-forcurrent
tiome—whic ) -

Stricken text indicates an existing item and disposition will not change
Revised text has been shaded



Revised per conversation with Steve Cooper 10/15/97

Records Control Schedule 118 for Servicewide Information Systems

Item
No.

4.
(new
item)

5.
(existing
item)

6.
(existing
item)

Stricken text indicates an existing item and disposition will not change

Description of Records

GAO Reports.

(1) Record copy of IS responses
and copy of reports relating to tax
systems modernization issues.
Arranged chronologically.

Volume 2c¢f
Annual Accumulation <1c¢f

(2) All other coples of reports,
correspondence generated In
response to report, and related
background information.

Revised text has been shaded

Authorized Disposition

Cutoff annually.

Permanent.

Retire to the Washington National
Records Center when 5 years old
Transfer to NARA when 20 years
old

Cutoff annually
Destroy when 3 years old.

Reti he-Washi National
Records-Centerafter2-years-



Revised per conversation with Steve Cooper 10/15/97
Records Control Schedule 118 for Servicewide Information Systems

ltem Description of Records Authorized Disposition
No.

7. information-Systems Destroy 2 yearsaftersetection-
(existing Management CareersProgram--
item) tHasettesdocumentmg-the

8. Administrative Management-and
(existing Organization-Records: Cutoff-correspondenceannuatly:
item) {H—Theserecordsnciude-studtes; studies-and-case-fites;upon

Stricken text indicates an existing tem and disposition will not change
Revised text has been shaded



Revised per conversation with Steve Cooper 10/15/97
Records Control Schedule 118 for Servicewide Information Systems

ltem Description of Records Authorized Disposition
No.

Stricken text indicates an existing tem and disposition will not change
Revised text has been shaded 4



Revised per conversation with Steve Cooper 10/15/97

Records Control Schedule 118 for Servicewide Information Systems

Item
No.

9
(new
item)

Stncken text indicates an existing item and disposition will not change

Description of Records

Study Group or Task Force Files.
(1) Records created as a result of
studies initiated or sponsored by
IS on issues or problems that have
surfaced and resulted in national,
regional, or local impact on the IRS
or taxpayers Examples are i1ssues
relating to tax processing
operations; the filing season; major
ADP procurement strategies;
privacy and securnty of taxpayer
data, telecommunications, and
hardware architecture.

(a) Record copy of final reports,
recommendations, implementation
plans, bnefing papers, presentation
materials, publications, and related
correspondence Arranged
alphabetically

Volume 7 cf
Annual Accumulation varies

(b) Working papers, background
information produced by the study
group or task force

(2) Records produced by other
study groups or task forces dealing
with routine operations, automation,
or administrative I1ssues.

Revised text has been shaded

Authorized Disposition

Permanent.

Cutoff annually.

Retire to the Washington National
Records Center when 5 years old
Transfer to NARA when 20 years

Cutoff annually.
Destroy when 3 years old.

Cutoff annually.
Destroy when 5 years old.



Revised per conversation with Steve Cooper 10/15/97

Records Control Schedule 118 for Servicewide Information Systems

Item
No.

10.
(new
item)

Stricken text indicates an existing item and disposition will not change

Description of Records

Committee, Meeting, and
Conference Records.
(1) These records are created or
maintained by committees, boards,
groups, or during meetings,
conferences sponsored by the
Chief Information Officer (CIO) or
attended by the CIO with other IS
and senior-level IRS executives,
Department of Treasury or other
government officials, and contractor
personnel, as well as speeches
delivered by the CIO. These
records document significant
decisions or discussions on policy;
development/direction of tax
systems modernization projects;
budget; strategic planning;
standards; tax processing
operations, technology affecting
information systems development
and operations; and Issues relating
to systems architecture, integration,
transition, secunty and privacy

(a) Record copy of agendas,
briefing papers, presentation
matenals, minutes, speeches, final
reports or recommendations, and
related correspondence
Arranged chronologically.

Volume 20cf
Annual Accumulation 2 ¢ f

(b) Logistical documentation
created in preparation for each
conference or meeting, 1.€.,
notification packages, routine
correspondence to participants,
printing requests, and related
records

Revised text has been shaded

Authorized Disposition

Permanent.

Cutoff annually.

Retire to the Washington National
Records Center when 5 years old.
Transfer to NARA when 20 years
old.

Cutoff annually.

Destroy when 2 years old or when
no longer needed, whichever Is
sooner.



Revised per conversation with Steve Cooper 10/15/97

Records Control Schedule 118 for Servicewide Information Systems

Item
No.

11.
(new
item)

12.
(new
item)

Description of Records

(2) Records created or maintained
by other committees or during
other conferences and meetings
dealing with routine operations or
administrative 1ssues

Congressional Testimony
Records.

Copies of testimony delivered by
the Chief Information Officer to
Congressional committees dealing
with the status of Information
Systems programs, projects or
budget issues. Also included are
working drafts, internal
correspondence and background
information gathered in preparation

of each hearing.

Note Records copies of all congressionai
testimony 1s maintained by Legislative
Affairs

Reading Files.

(1) Copies of correspondence
signed by the Chief Information
Officer or the Deputy Chief
Information Officer Arranged
chronologically.

Volume 6¢f
Annual Accumulation 1c¢f

(2) All other reading files.

Stricken text indicates an existing item and disposition will not change
Revised text has been shaded

Authorized Disposition

Cutoff annually.

Destroy when 3 years old or when
no longer needed, whichever is
sooner

Cutoff annually.
Destroy when no longer needed for
operational purposes

Permanent.

Cutoff annually

Retire to the Washington National
Records Center when 2 years old.
Transfer to NARA when 20 years
old

Cutoff annually.

Destroy when 2 years old of when
no longer needed, whichever is
sooner.



Revised per conversation with Steve Cooper 10/15/97
Records Control Schedule 118 for Servicewide Information Systems

ltem Description of Records Authorized Disposition
No.

Technical Records

13. Program-RequirementPackages
(existing (PRP)—Recordsconststof-mput
item, androutput-dataspectfrcationsand
descrip- retatedprocessmg-formutamvolved
tion meachprocedureof arminformation
revised.) systemwhicharerequiredand

Stricken text indicates an existing item and disposition will not change
Revised text has been shaded

\



Revised per conversation with Steve Cooper 10/15/97
Records Control Schedule 118 for Servicewide Information Systems

Item Description of Records Authorized Disposition
No.
“@rWworkingandreferencecopresof Pestroy-whennotongerneeded-for
Sty
14 ComputerProgramBooks(CPB)
(existing forthe M- B and-the-Master
item) frleand-servicecenter; Data
Centerregronat-or-district-offices
relatedprograms—Requtrementsas
comtamedinthe-PRP's—Ongnal;
cameracopyts-mamntained-for
tpdating)-
tH-EPB-+includingrurndescription Destroy-6-months-afterthetast
and-schematicdragrams-(narrative programin-CPB-hasbeen
and-pictureof-flow-of data-throtugh discontmued:
theprograms-inthe-system)—(Job
. .
(2)y€ B.S inctuding-Core-Record E“‘ troy .S “EIOFIEIH IIS altle| the-tast
Fo-ttem 322
{3 €PB-5detarted-instructrons-for DBestroy-3-months-after-thetast
consoteoperatorsrunningthe program-in-the-CPB-hasbeen
computerprograms—inciudes chscontintred
32¢4))
#tHilesearchrecords—(dobNo- Pestroy-when-nactive-or-after-6
NE-56-75-Hem-32(19)) months,-whicheverisearier-
Ortogoffile-searchrequests—(dob
Destroy-afterG-years:

Stricken text indicates an existing tem and disposition will not change
Revised text has been shaded



Revised per conversation with Steve Cooper 10/15/97
Records Control Schedule 118 for Servicewide Information Systems

Item Description of Records Authorized Disposition
No.
(New (6) Control Log Problem Definitions Destroy after 2 years
sub item) and Problem Evaluations (PEs) and

coples of PEs generated in the

field
15. Information-Systems-Eqtipment Cutoff-annuatty-oruponcomptetion
(existing and-SystemRequirements of-threprorect:
item, Analyses-and Evaluations—Case Retiretothe-FederatRecords
descrip- fites-includeprocurementrequests Center-after Syears-
tion forauthortres-toteaseorpurchase Destroyafter-t5years:
revised) equipment-and-specificatrons-for

procurement-andmainterance-of

36)
16. Casefilesof information Eutoff-wherrtestiscompteted-or
(existing Systems-Equipment-Acceptabiity contractuatrequirements-of-the
item, Festing-—Contamproceduresand acceptancetesthave beernrmet:
descrip- gundetnes-fortesting;testingforms; Retire-to-the-Washington-Natronat
tion mtenm-and-fnatreportsof the-test; RecordsCenterafter3-years:
revised) and-related-correspondence—{Job Destroy-after6-years-
17. Syst A tabifity-Test
(existing : Destroy-tyearaftercomptetionof
item, (SAT):inctudes test:
tion ' ’
revised) I |:b|e|||.| Eellnntlcns,lccl‘ples'cl

PRPsRISsComputer-Operator's

Handbook; +SPs;-Core-Record

tayouts;-and-End-of Fest-Status

Reports—{dob-NoNE-568-75-tHtenr 38y

Note: This series does not include
documentation supporting Year
2000 conversion testing.

Stricken text indicates an existing item and disposition will not change
Revised text has been shaded



Revised per conversation with Steve Cooper 10/15/97

Reccrds Control Schedule 118 for Servicewide Information Systems

Item
No.

18.
(existing
itemn)

19
(new
itemn)

Stricken text indicates an existing item and disposition will not change

Description of Records

Tax Processing Systems
Software and Database Design
Programming Documentation
developed and maintained for
service center mainframe
operating/secunty systems,
telecommunications, transaction
processing, and program transmittal
software. All programs support
National Office and field operations
Records include instructions or
guidelines establishing program
objective, programming
requirements, documentation,
design specifications, data
dictionanes and related records

Revised text has been shaded

Authorized Disposition

Destroy-when5vyearsotd-

Destroy when no longer needed for
current operations.

11



Revised per conversation with Steve Cooper 10/15/97

Records Control Schedule 118 for Servicewide Information Systems

item
No.

20
(new
item)

Stricken text indicates an existing item and disposition will not change

Description of Records

Tax Processing Systems and
Administrative Systems Project
Files. Each system initiated by the
IRS evolves In the three phases of
the systems life cycle, 1 e., the
initiation phase, design or
development phase, and
implementation phase. These files
contain records which have been
created, updated, or finalized by
IRS or contractor personnel who
are developing new systems or
making enhancements to existing
systems. All of the documents
described below may not be
created for every system.

(1) Initiation Phase
Documentation These records
are created and maintained during
the initiation phase of a system
Examples include, but are not
limited to, the following Project
Iniiation Document, Charter,
Approved Project Master Plan,
Resource Agreements,
Requirements Analysis, Business
Case Analysis, Cost
Benefit/Economic Analysis,
Request for Human Resources
Service, Agency Procurement
Request, Delegation of
Procurement Authority, Feasibility

Study, other contractor deliverables,

and all related correspondence.

Revised text has been shaded

Authorized Disposition

A. Permanent. Documentation for
administrative systems appraised
as permanent Transfer to NARA
with the system.

B Documentation for_tax
processing and administrative
systems appraised as temporary.
Cutoff files annually.

Retire to the Federal Records
Center when 5 years old.

Destroy when 10 years old.

12



Revised per conversation with Steve Cooper 10/15/97

Records Control Schedule 118 for Servicewide Information Systems

Item
No.

Stricken text indicates an existing item and disposttion will not change

Description of Records

(2) Design/Development Phase
Documentation. These records
are created and maintained during
the design and development phase
of a system Examples include, but
are not mited to, the following:
Analysis Specification Package,
Functional Specification Package,
Work Breakdown Structure, Source
Code, Program Listings, Database
Specifications, Version Description
Documents, Configuration
Management Policy, Plan, and
Baseline Documents, Critical
Design Review Documents,
Contract Change
Requests/Modifications, System
Architecture Documents,

Training Manuals/User Handbooks,
System Administrator Guide,
Technical Reference Manuals,
System Test Plan, Prototyping
Candidate Evaluation, Prototyping
Plan, Statement of Work,
Acquisition Plan, Performance and
Capability Validation Plan, Risk
Analysis/Contingency Plan, System
Securnty Certification, Secunty
Evaluation Report, Investment
Evaluation Review Report, Capacity
Management Plan,
Telecommunications Plan, Site
Preparation Requirements/Plan,
other contractor deliverables, status
reports, and all related
correspondence.

Revised text has been shaded

Authorized Disposition

A Permanent. Documentation for
administrative systems appraised
as permanent. Transfer to NARA
with system

B Documentation for tax
processing and administrative
systems appraised as temporary
Cutoff files annually.

Retire to the Federal Records
Center when 5 years old.
Destroy when 10 years old.

13



Revised per conversation with Steve Cooper 10/15/97

Records Control Schedule 118 for Servicewide Information Systems

Item
No.

21.
(new
item)

Stricken text indicates an existing item and dispositton will not change

Description of Records

(3) Implementation/

Operation Phase Documentation.
These records are created and
maintained prior to the
implementation of a system.
Examples include, but are not
hmited to, the following' Decision to
Implement, Implementation
plan/schedule, Hardware
Installation Guide, Hardware
Acceptance Test Checklist, System
Implementation & Testing
Documents, Test Contingency Plan
and Post-Implementation Review
Reports, other contractor
deliverables, status reports, and
related correspondence

Request for Information Services
(RIS) memoranda from
organizational components
requesting programming changes
to current and planned computer
systems. The RIS sets forth system
requirements and I1s used by IS as
the basis for planning, estimating,
performing and tracking a project’s
software activity, as well as the
overall management of IS plans
and resources.

(1) Onginal requests and related
correspondence.

Volume 40cf
Annual Accumulation 8c f

(2) All other copies and related
correspondence

Revised text has been shaded

Authorized Disposition

A Permanent. Documentation for
administrative systems appraised
as permanent Transfer to NARA
with the system.

B Documentation for tax
processing and administrative
systems appraised as temporary
Cutoff files annually.

Retire to the Federal Records
Center when 5 years old.
Destroy when 10 years old.

Cutoff files at completion of project
Retire to the Federal Records
Center when 3 years old.

Destroy when 6 years old.

Cutoff at the end of the fiscal year.

Destroy when no longer needed,
not to exceed 3 years.

14



Revised per conversation with Steve Cooper 10/15/97

Records Control Schedule 118 for Servicewide Information Systems

item
No. -

22.
(new
item)

23.
(new
itemn)

Description of Records

Electronic Return File
Specifications and Record
Layouts for Individual Tax
Returns (Publication 1346)
Publication 1346 outlines the
communications procedures,
transmission formats, character
sets, validation critenia, and reject
codes for filing individual tax returns
electronically via telephone lines to
participating Internal Revenue
service centers.

(1) Copies of IMF forms, schedules,
and instructions used to update
Publication 1346.

(2) All other coples, including
working drafts, background
information.

Integrated Network and
Operations Management System
(INOMS). This system provides an
integrated solution to iInventory
management of all IRS ADP
hardware and software, network
configuration management and IS
problem management at
Computing/Service Centers All
data I1s entered through interactive,
real time, screen displays. An
additional inventory interface exists
through the use of a hand-held
barcode scanner that reads labels
for the purpose of performing
inventory certification Inventory
records are recorded from the time
of purchase to the time of disposal
The database contains the following

Stncken\text indicates an existing item and disposition will not change
Revised text has been shaded

Authorized Disposition

Destroy when 2 years old or when
no longer needed, whichever is
sooner

Destroy when 2 years old or when

no longer needed, whichever Is
sooner.

15



Revised per conversation with Steve Cooper 10/15/97

Records Control Schedule 118 for Servicewide Information Systems

Item
No.

Stricken text indicates an existing item and disposition will not change

Description of Records

components-

(1) Operator/User Profile
Database. The database contains
records concerning the user’'s
name, ID, password, location,
phone number, organization,
security level, and query time imits.

(a) Input Records These
records include source documents
used to collect information on
adding and deleting system users,
i.e , name, location, phone number,
organization.

(b) Output Records These
records include management
information reports and audit trail or
equivalent documentation.

(2) Inventory Management
Database. The database contains
information describing hardware
and software In the inventory by
barcode numbers, serial numbers,
manufacturer's name, model
numbers, device type, location,
disposal codes and date,
procurement, maintenance, and
depreciation information.

(a) Input Records. These
records Include source documents
used to collect information
describing the hardware/software
and location information, as well as
the final disposition documents.
NOTE Baseline data resulted from

conversion of data from previous inventory
system

Revised text has been shaded

Authorized Disposition

Delete record from database
immediately upon notification that
access to the system is no longer
required

Destroy when one year old or when
no loner needed for operational
purposes, whichever is sooner.

Destroy/Delete from database
when one year old or when no
longer needed for operational
purposes, whichever Is sooner.

Delete 2 fiscal years after disposal
date

Destroy when one year old or when
no longer needed for operational
purposes, whichever Is sooner.

16



Revised per conversation with Steve Cooper 10/15/97

Records Control Schedule 118 for Servicewide Information Systems

item
No.

Stricken text indicates an existing tem and disposition will not change

Description of Records

(b) Output Records These
records include management
information reports, program-related
reports, ad hoc quenes, and audit
trail or equivalent documentation in
electronic or hard copy formats.

3) Network Configuration
Management Database The
database contains records
describing the physical and logical
connections through parent/child
linking of ADP equipment via a
Local Area Network (LAN) or a
Wide Area Network (WAN), L.e.,
bndge/routers, circuits, front end
processor, cable interface,
software, switches, and
workstations

(a) Input Records. These
records include source documents
used to collect information
describing the hardware/software
and location information, as well as
final disposition documents.

NOTE Baseiine data resulted from
conversion of data from previous inventory
system

(b) Output Records. These
records include management
information reports, program-related
reports, ad hoc quenes, and audit
trail or equivalent documentation in
electronic or hard copy formats

Revised text has been shaded

Authorized Disposition

Delete/Destroy from database
when one year old or when no
longer needed for operational

purposes, whichever is sooner

Delete two fiscal years after the
disposal date.

Destroy when one year old or when
no longer needed for operational
purposes, whichever Is sooner.

Delete/Destroy when one year old
or when no longer needed for
operational purposes, whichever is
sooner.

17



Revised per conversation with Steve Cooper 10/15/97

Records Control Schedule 118 for Servicewide Information Systems

Item
No.

Description of Records

(4) Problem Management

Database. The database contains

records on Computing/Service
Center problems by ticket number
(generated by the system), name,
phone and location of person
reporting problem, priority code,
description of problem, actions
taken to resolve and date resolved,
identification of the piece of
equipment, software, or other
appropriate identifier related to the
problem occurring.

(a) Input Records. This data Is
input directly to the system and
documents the date and ime the
problem was reported, name and
location of reporting party, date and
time problem occurred, system or
application affected, description of
the problem.

(b) Output Records. These
records include information reports,
program-related reports, ad hoc
queries, and audit trail or equivalent
documentation In electronic or hard
copy formats

(5) System Documentation
Records. These records include
Inventory Management Overview
Guide, User Reference Guide, Data
Dictionary, File LLayouts, Training
Manual, procedural guides, and
System Design and Analysis
Manual.

Stricken text indicates an existing item and disposition will not change
Revised text has been shaded

Authorized Disposition

Delete from three years after date
of problem resolution.

Delete from three years after date
of problem resolution

Delete/Destroy when one year old
or when no longer needed for
administrative, legal, audit or other
operational purposes.

Destroy/Delete when superseded
or obsolete

18





