
NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE 

NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE 
As of: 2/10/2023 N1-058-97-004 

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Some items in this schedule are either obsolete or have been superseded by new 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These items, unless subsequently superseded, may be used by the agency to 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SUPERSEDED AND OBSOLETE ITEMS 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They are superseded, obsolete, filing instructions, non-records, or were lined off and 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N1-058-97-004 / 4/2 is superseded by DAA-0058-2022-0003-0003



' ' . . 
REQU.EST FOR RECORDS' OIL SITION AUTHORITY . . 

(See mstruct,ons on reverse) 

TO NATIONAL ARCHIVES and RECORDS ADMINISTRATION (NIA) 
WASHINGTON, DC 20408 

1 FROM (Agency or establishment) 

De artment of the Treasu 

2 MAJOR SUBDIVISION 

Internal Revenue Service 

LEAVE Bl.A 
JOB NUMBER 

' .. 
I\ RA use only) 

DATE RECEIVED / / ~ 

NOTIFICATION TO AGENCY 

In accordance with the provIsIons of 44 
U S C 3303a the dIsposItIon request, 
including amendments, Is approved except 
for items that may be marked "d1spos1t1on 

----------------------------ii not approved" or "withdrawn" in column 10 

3. MINOR SUBDIVISION 

Information Systems 

4 NAME OF PERSON WITH WHOM TO CONFER 

Sand M ers 

6 AGENCY CERTIFICATION 

5 TELEPHONE DATE 

535-3936x3033 J. -9-Lj f 

I hereby certify that I am authorized to act for this agency in matters pertaining to the d1spos1t1on 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 periods spec1f1ed, and that written concurrence from 
the General Accounting Office, under the prov1s1ons of Title 8 of the GAO Manual for Guidance of Federal Agencies, 

X 1s not re U1red; □ 1s attached; or □ has been re uested. 

TITLE IRS Records Officer 

7 8 DESCRIPTION OF ITEM AND PROPOSED DISPOSITION 9 GRSOR 10 ACTION 
ITEM SUPERSEDED TAKEN(NARA 

NO JOB CITATION USE ONLY) 

' 
Records Control Schedule 118 for Serv1cew1de Information 
Systems 

This Request for D1spos1t1on Authority 1s intended to cover 
records created and maintained by the Information Systems 
organization Serv1cew1de, including the Chief Information 
Officer. 

The Information Systems organization, headed by the Chief 
Information Officer, 1s responsible for strategic technology 
planning, planning and designing mult1-funct1onal information 
systems; data adm1nistrat1on, coordinating and integrating 
functional systems into the overall systems architecture, 
acqumng, testing, developing, and maintaining computer 
equipment and software, providing data security, and prov1d1ng 
telecommunications services 

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

' 

115-109 NSN 7540-00-634-40604 

MAR I O 1998 
STANDARD FORM 115 (REV 3-91) 
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Revised per conversation with Steve Cooper 10/15/97 
Records Control Schedule 118 for Servicewide Information Systems 

Item 
No. 

Description of Records Authorized Disposition 

Administrative Records 

1 
existing 
item, 
descrip­
tion 
revised) 

2. 
(existing 
item) 

3. 
(existing 
item) 

Correspondence Files. 
Rout11,e co11espo11dence cove1111g 
day-to-day ope1at1011s, t1a11s11,1ttals, 
facs1m1les, a11d requ1s1t1011s ti 1at 
,elate to administ1ative 
I 1ousekeepi11g a1,d facilitative 1oles 
of the 01 gan1zat101, and 1,ot 
p1ocedu1al 11111atu1e. (Job No. NC-
58-75-1, Item 2) 

Annual Business Review 
Repor1s Recoi d copies of 
p1 og1 an 1 1 ev1ew evaluat1011s a11d 
associated co11 esponde1,ce on the 
ope, at1011s a1,d act1v1t1es of IRS 
1eg1011al offices, se1 vice ce1,te1 s, 
a11d d1st11ct offices. (Job No. N1-58-
99-5, Item 9) 

Internal Audit Repor1s a, 1d vvo1 k 
pape1s and co1respondence, 
i11clud111g co11 espo1,de1 ice, 1 epo11s 
on su1 veys, special studies, a11d 
i11vest1gat1ons co11ducted jouitly vvith 
other organizations (Job No NC1 -
50-77-3, lten, 1) 

(1) Record Copy. 

(2) All othe1 copies. 

Stricken text mdrcates an exrstmg ,tern and d,sposrtron wrll not change 
Revised text has been shaded 

Destroy after two years. 

Retire to the 'l.Jash11,gton National 
Reco1ds Ce1,te1 afte1 5 yea1s. 
Destroy vol 1e11 1 O yea1 s old. 

Destroy 9 years after completion or 
issuance of report. 

Destroy after 9 yeai s of vvhen no 
longe1 needed for cu1 rent 
ope1 ations, whicheve1 is sooner. 

1 



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 
,tern) 

Description of Records 

GAO Reports. 
(1) Record copy of IS responses 
and copy of reports relating to tax 
systems modernization issues. 
Arranged chronolog,cally. 
Volume 2 cf 
Annual Accumulation < 1 c f 

(2) All other copies of reports, 
correspondence generated 1n 
response to report, and related 
background information. 

Forms and Form Letter Files. 
perta111i11g to the developn 1ent of 
111te11 1al a1,d exte, 1,al use fo1111s a, 1d 
form lette1s, 1ev1s101,s, 111st1uctio11s 
fo1 p1 epa1 at1011 a11d d1st11but1011, 
1ust1f1cat1ons a1,d coo1dmatio1,s. 
Fo, 1, 1 1s placed ii I inactive file vvhe,, 
1esc111ded, supe1seded, 01 1ende1ed 
obsolete. (Note I listo, ical copies 
a, e 111a111ta111ed ii I ti 1e Mult1111ed1a 
P1oductio11s D1v1s101,, Publ1sl 1111g 
Se, vices 81a11cl 1) (Job No. NC-58-
75-1 , Item 5) 

St1bstitt1te Form Files. 
Correspo11dence with p1 act1t1one1 s, 
f11 ms, and i11d1v1duals I elating to 
substitute forms fo1 IRS off1c1al 
forms. Includes app1oval and 
disapprovals (Job No NC-58-75-1, 
Item 13) 

Stricken text indicates an existing item and d1spos1hon will not change 
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. 

Retire to ti 1e Washiligto,, Natio11al 
Reco1 ds Ce11te1 afte1 2 yea1 s 
Destroy afte1 1 O yea, s. 

Destroy afte1 tvvo years. 

2 



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

Item 
No. 

7. 
(existing 
item) 

8. 
(existing 
item) 

Description of Records 

Information Systems 
Management Careers Program. 
(1 )Case files docu111e11t111g tlie 
selectio1, of ilicumbe1 its for 
posItI0I1s 111 the pIogIaIII. Files 
consist of RosteI of Eligibles fo1 
PI omotron and Pr 0111ot1on 
Cert1f1cate, sucl I as Form 4597, 001th 
copies of applicants' evaluatio11s 
and boaId I11eiiibeIs evaluatio1, and 
crIterIa used in the selection (Job 
No NC-58-75-1, lten, 15(1 ). 

(2) Case files of IndIvIdual 
applicants fo1 positio11s in the 
Pl ogr a, 11. Fries COi ISi St of cu 11 el It 
applicat10I1, evaluat1011s a11d otlier 
pertinent docuI neI its as 1equ11ed 
(Job No. NC-58-75-1, lte111 15(2) 

Administrative Management and 
Organization Records. 
(1) Tl Iese , ecoI ds 111clude studies, 
a11alyses, 01 coII espondence voh1cl 1 
establish policies, pIactIces, a11d 
pI ogI ams for ti Ie , 11a1,age111e1,t of 
the lriformation Systems 
01 ga111zatIon. Included are 
01 ganrzatI0I,al c1,a11ges In the field 
and National Office st, ucture, 
functional I ealignments a1,d 
1esponsIbI1itIes, 1011g a11d shoI1 term 
planning documents. (Job No NC-
58-75-1, lten, 1 (1 )) 

Stricken text indicates an existing ,tern and d1spos,t1on w,11 not change 
Revised text has been shaded 

Authorized Disposition 

Dest1 oy 2 9eaI s afte1 select101, 

Destroy 2 years after the latest 
update 

Cutoff co11espoI,deI,ce a, 111ually, 
studies aI1d case flies, upoI, 
co111plet101, of study or at an 
appIopIIate pl Iase. 
Retire to the WashIngtoI1 National 
Reco1 ds Center after 5 years. 
Destroy afte1 25 years. 

3 



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

Item 
No. 

Description of Records 

(2) Reco1 d copies vol 11cl, docume,,t 
tlie h1sto1 y of the h 1fo1 ,, ,at1on 
Systen ,s 01gamzat1011 Tliese 
1 eco1 ds 11 ,elude co11 espo1,de1 ,ce 
and case files of ti ,is type with 
a, ,alyses, coo, dinat101,s, app1 ovals 
a, 1d d1sapp1ovals, 
1ecom111e11datio11s, plans a1,d 
m 1pleme1,t11 ,g 11,st1 uct101 ,s fo1 ti ,e 
pla11s, a, 1d a, ,y backg1 ou1,d 
111ate1 ials vvl lich co, 1t11bute to an 
u11de1 sta1,d11,g of 01 p1 ov1de a, 1 
expla11at101, fo1 co111plete 
documents. (Job No NC-58-75-1, 
lte1 ,, 1 (2)) 

(3) Refe1 e1 ,ce copies of reco1 ds 
listed 11, lte1, 1s (1) a, 1d (2) above. 
(Job No NC-50-75-1, lte111 1 (3)) 

Stricken text indicates an existing ,tern and d1spos1t1on will not change 
Revised text has been shaded 

Authorized Disposition 

Cutoff an,,ually 01 upon completion 
of a study. 
Retire to the 'Nasl 1111gton rfatio1 ,al 
Reco1 ds Cente1 afte1 5 yea, s 01 
wlie11nolonge1 needed 
Transfer to NARA afte1 1 O 9ea1 s. 

Destroy afte1 2 yea, s. 

4 



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

Item 
No. 

9 
(new 
item) 

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 issues 
relating to tax processing 
operations; the f1hng season; maJor 
ADP procurement strategies; 
privacy and security of taxpayer 
data, telecommunications, and 
hardware architecture. 

(a) Record copy of final reports, 
recommendations, 1mplementat1on 
plans, briefing papers, presentation 
materials, publications, and related 
correspondence Arranged 
alphabettcally 

Volume 7 cf 
Annual Accumulation vanes 

(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 issues. 

Stricken text indicates an existing item and d1spos1t1on will not change 
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. 

5 



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

Item 
No. 

10. 
(new 
item) 

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 off1c1als, and contractor 
personnel, as well as speeches 
delivered by the CIO. These 
records document significant 
dec1s1ons or d1scuss1ons on policy; 
development/d1rect1on of tax 
systems modern1zat1on proJects; 
budget; strategic planning; 
standards; tax processing 
operations, technology affecting 
information systems development 
and operations; and issues relating 
to systems architecture, 1ntegrat1on, 
trans1t1on, security and privacy 

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

Volume 20 cf 
Annual Accumulation 2 c f 

(b) Log1st1cal documentation 
created in preparation for each 
conference or meeting, 1.e., 
not1f1cat1on packages, routine 
correspondence to participants, 
printing requests, and related 
records 

Stricken text indicates an existing item and d1spos1t1on will not change 
Rev1seci'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 1s 
sooner. 

6 



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

Item Description of Records 
No. 

(2) Records created or maintained 
by other committees or during 
other conferences and meetings 
dealing with routine operations or 
adm1nistrat1ve issues 

11. Congressional Testimony 
(new Records. 
item) 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 congressional 
testimony 1s maintained by Leg1slat1ve 
Affairs 

12. Reading Files. 

(new (1) Copies of correspondence 

item) signed by the Chief Information 
Officer or the Deputy Chief 
Information Officer Arranged 
chronolog1ca/ly. 
Volume 6 cf 
Annual Accumulation 1 c f 

(2) All other reading files. 

Stricken text indicates an existing item and d1spos1t1on will not change 
Revised text has been shaded 

Authorized Disposition 

Cutoff annually. 
Destroy when 3 years old or when 
no longer needed, whichever 1s 
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. 

7 



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

Item 
No. 

13. 
(existing 
item, 
descnp­
t,on 
revised.) 

Description of Records 

Technical Records 

Program Requirement Packages 
(PAP). Reco, ds COIISISt of II ,put 
and output data spec1f1cat101,s a, rd 
,elated p1ocess11Ig fo1111ula 111volved 
1n each p1 ocedu, e of an info11,iatio1, 
syste111 'Qvl 1icl I a, e , equ11 ed a11d 
prepa1 ed to, the developn,e, ,t of 
co111pute1 p1 ogr ams for se1 vice 
ceI,te1 s, computi11g cente1 s, 
1 eg101,al arid district offices 

(1) IMF and BMF PRP's--11 ,eludes 
many sectI011s, eacl I of vvh1ch 
pe11a11,s to a pa111cula1 pI01ect 11, the 
data p1 ocessing systen ,. (Job No. 
NC-58-75-1, lte,, 1 31 (1 )) 

(2) FSP--co, ,tau ,s ma, ,y sect10I,s 
each of vvhrch deal 'Qvrth a sub1ect 
a, ea of ti 1e Ser vice Ce, 1teI data 
p1ocess11Ig system (NOTE 
Superseded FSP 1s placed 111 
inactive file when complete). (Job 
No NC-58-75-1, lte111 31(2)) 

(3) Special P101ect PRP's (IMF and 
BMF 1elated)--tl,ese are of a 
continuing natu1e and are updated 
pe11od1cally v111tl, a complete 1e'Qv11te. 
(NOTE. Superseded pages or 
supe1 seded PRP's a, e placed in 
inactive file) (Job No NC-58-75-1, 
lte,11 31(3)) 

Stricken text md,cates an existing ,tern and d,spos,tion w,11 not change 
Revised text has been shaded 

Authorized Disposition 

Retire to the Fede1al Records 
Ce1,te1 1 yea, afte1 nev11 PAP is 
1ece1ved. 
Destroy afte1 9 years. 

Retire to ti ,e Federal Recoi ds 
Ce1 rte, 1 yea, afte, 1 evIs1on 01 
supersess1on 
Destroy afte1 9 yea1s 

Retire to the Fede, al Reco1 ds 
Cente1 1 yeai after rev1sIon 01 
super session. 
Destroy afte1 9 yea, s 

8 



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

Item 
No. 

14 
(existing 
item) 

Description of Records 

(4) Wo1 king a, ,d I efe1 e1,ce copies of 
PR P's (Job No NC-58-75-1, lte,,, 
31 (4)) 

Computer Program Books (CPD) 
fol the IMF, BMF, a1,d ti ,e Mastel 
File and se1 vice cente1, Data 
Ce1 ,te1, 1 eg101,al 01 d1st11ct offices 
,elated p1og1a1,,s Requ11e1,,e1,ts as 
conta11 ,ed 11, the PR P's. (011911 ,al, 
came1a copy 1s 111a11,ta111ed fo1 
updat11,g) 
(1) CPB 1 11,clud11 ,g I u,, desc11ptio1, 
a1,d schematic d1ag1ams (1,a11at1ve 
a1,d pictu1e of flovv of data th1ougl, 
the programs in the system) (Job 
No NC-58-75-1, lte,11 32(1)) 

(2) CPB 3 including Co1e Reco1d 
Layouts. {I la1 d copy p1ctui e of ti ,e 
tape or card record). (Job rfo NC-58-
75-1, lten, 32(2)) 

(3) CPB 5, detailed inst1uct101 ,s fo1 
co1,sole operato1 s I u111111 ,g ti ,e 
co,, 1pute1 p1 og1 an,s. l11cludes 
ope, ati1 ,g inst, uct101,s fo1 1/0 units, 
Set-up Switches, I lalt List, and 
Message List (Job No NC-58-75-1, lte11, 
32f4tt 

(4) File search records. (Job No 
NC-58-75-1, Item 32(19)) 

(5) Log of file search requests. (Job 
No NC-58-75-1, Item 32(20)) 

Stricken text indicates an existing ,tern and d1spos1t1on w,11 not change 
Revised text has been shaded 

Authorized Disposition 

Destroy vol ,e1, 1 ,o 101 ,ge1 1 ,eeded fo1 
cui I e11t ope, at101 ,s. 

Destroy 6 1 nonths afte1 the last 
p1og1am 111 CPB has bee11 
d1sco11t11 ,ued. 

Destroy 3 ,,,onths afte1 the last 
p1og1am ii, CPB has bee,, 
d1sco1 ,tinued. 

Destroy 3 months afte1 the last 
p1og1am in the CPB l,as been 
d1scont111ued 

Destroy 11tthe1, uiactive or afte1 6 
months, oohicheve1 is earhe1 

Destroy afte1 6 years. 

9 



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

Item 
No. 

(New 
sub item) 

15. 
(existing 
item, 
descrip­
tion 
revised) 

16. 
(existing 
item, 
descrip­
tion 
revised) 

17. 
(existing 
item, ' 
descrip­
tion 
revised) 

Description of Records 

(6) Control Log Problem Def1rnt1ons 
and Problem Evaluations (PEs) and 
copies of PEs generated in the 
field 

Information Systems Equipment 
and System Requirements 
Analyses and Evaluations. Case 
files i1 ,elude p1ocu1eI,1e11t Iequests 
fo1 autho11t1es to lease 01 pu I cl ,ase 
equ,pn,er,t, a, 1d specrfrcatrons for 
p, ocu, e,,,e,,t a11d n ,aintenance of 
equ,pn ,ent (Job No NC-58-75-1, lte111 
Sfit-

Case Files of Information 
Systems Equipment Acceptability 
Testing. 601,tarn procedures a11d 
gu1del111es for test11 ,g, test11 ,g fo1 n,s, 
111te11I,, and f11 ,al reports of the test, 
and related correspondence. (Job 
No NC-50-75-1, lte111 37) 

System Acceptability Test 
Documentation (SAT). hicludes 
pr 01ect folde1 s, syste, n test pla1,s, 
pI edete1 ,,,11,ed results, test data, 
Problem Def1n1t1011s, copies of 
suppoI-til1g documentation, i.e., 
PRPs, RISs, Comr,uter Oi,erator's 
I la11dbook, FSPs, Core Record 
Layouts, and End of Test Status 
Reports. (Job No NO-50-75-1, 1te11, 30) 
Note: This series does not include 
documentation supporting Year 
2000 conversion testing. 

Stricken text md,cates an ex,stmg item and d,spos,t,on will not change 
Rev,sed text has been shaded 

\ 

Authorized Disposition 

Destroy after 2 years 

Cutoff annually 01 upon co1T1pletio1, 
of ti ,e pI01ect. 
Retire to the Fede1al Reco1ds 
Ce, 1teI afte1 5 yeaI s 
Destroy afte1 15 yeaI s. 

Cutoff ~vher, test rs completed 01 
coI,tI actual I equ11e111e11ts of the 
acceptaI ,ce test have bee1, 1, ,et. 
Retire to ti ,e Washi11gtoI, NatI0I ,al 
Reco, ds Ce11te1 after 3 yeaI s. 
Destroy afte1 6 veaI s 

Destroy 1 yeaI afte, completI0I, of 
test 

10 



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

Item 
No. 

18. 
(existing 
item) 

19 
(new 
item) 

\ 

Description of Records 

Quality Revie11v Feedback Sheet 
(Report 30(242)0-2) A feedback 
sl 1eet Is pI epaI ed fo1 each 
dIscI epaI icy. Tl Ie dIscIepaI1cy v11III 
be co11cisely docu111e11ted a11d 
categoI ized by Schedul111g, Tape 
Llbl aI y, aI1d Opel atI0I15. Each 
feedback sl 1eet 0v1II be ass1g11ed a 
Quality Revievv Co11t1 ol Numbe1, 
vvl 11cl I will be used to t1ack, coi 1t1ol, 
aI1d file ti Ie sl 1eets. Tl Ie sl 1eets v11ill 
be used as a tuII1-aIouI1d docume11t 
fo1 II 1fo1111at1011 S9ste111s 
maI1ageIneI1t to pI ovIde coII ectIve 
actI0I1 to quality I evIevu fuI1ctIon. 
Media. Pape1, LocatI011 Se1 vice 
Center. (Job No N1-58-93-5, lte,1114) 

Tax Processing Systems 
Software and Database Design 
Programming Documentation 
developed and maintained for 
service center mainframe 
operating/security systems, 
telecommunications, transaction 
processing, and program transmittal 
software. All programs support 
National Office and field operations 
Records include instructions or 
guIdelInes establishing program 
ob1ectIve, programming 
requirements, documentation, 
design spec1f1cat1ons, data 
d1ct1onanes and related records 

Stricken text tndtcates an existing ,tern and d1spos1t1on wtll not change 
Revised text has been shaded 

Authorized Disposition 

Destroy vvhen 5 yeaIs old 

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) 

\ 

Description of Records 

Tax Processing Systems and 
Administrative Systems Project 
Files. Each system 1rnt1ated by the 
IRS evolves in the three phases of 
the systems hfe cycle, 1 e., the 
1rntiation phase, design or 
development phase, and 
1mplementat1on 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 1rnt1at1on phase of a system 
Examples include, but are not 
limited to, the following· Project 
lrnt1at1on Document, Charter, 
Approved Proiect Master Plan, 
Resource Agreements, 
Requirements Analysis, Business 
Case Analysis, Cost 
Benef1VEconom1c Analysis, 
Request for Human Resources 
Service, Agency Procurement 
Request, Delegation of 
Procurement Authority, Feas1b1lity 
Study, other contractor deliverables, 
and all related correspondence. 

Stricken text indicates an existing item and d1spos1t1on will not change 
Revised text has been shaded 

Authorized Disposition 

A. Permanent. Documentation for 
admimstrative systems appraised 
as permanent Transfer to NARA 
with the system. 
B Documentation for tax 
processmq and admm,strattve 
systems appraised as temporary. 
Cutoff files annually. 
Retire to the Federal Records 
Center when 5 years old. 
Destroy when 1 O years old. 

12 



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

Item 
No. 

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 limited to, the following: 
Analysis Spec1f1cat1on Package, 
Functional Spec1f1cat1on Package, 
Work Breakdown Structure, Source 
Code, Program L1st1ngs, Database 
Specif1cat1ons, Version Description 
Documents, Configuration 
Management Policy, Plan, and 
Baseline Documents, Cnt1cal 
Design Review Documents, 
Contract Change 
Requests/Mod1f1cat1ons, System 
Architecture Documents, 
Training Manuals/User Handbooks, 
System Administrator Guide, 
Technical Reference Manuals, 
System Test Plan, Prototyping 
Candidate Evaluation, Prototyping 
Plan, Statement of Work, 
Acqu1s1t1on Plan, Performance and 
Capability Validation Plan, Risk 
Analysis/Contingency Plan, System 
Security Cert1f1cat1on, Security 
Evaluation Report, Investment 
Evaluation Review Report, Capacity 
Management Plan, 
Telecommunications Plan, Site 
Preparation Requirements/Plan, 
other contractor deliverables, status 
reports, and all related 
correspondence. 

Stricken text indicates an existing ,tern and d1spos1t1on w,11 not change 
Revised text has been shaded 

Authorized Disposition 

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

B Documentation for tax 
processmq and admm,strattve 
systems appraised as temporary 
Cutoff files annually. 
Retire to the Federal Records 
Center when 5 years old. 
Destroy when 1 O years old. 
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Revised per conversation with Steve Cooper 10/15/97 
Records Control Schedule 118 for Servicewide Information Systems 

Item 
No. 

21. 
(new 
,tern) 

\. 

Description of Records 

(3) Implementation/ 
Operation Phase Documentation. 
These records are created and 
maintained pnor 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 
orgarnzatIonal components 
requesting programming changes 
to current and planned computer 
systems. The RIS sets forth system 
requirements and Is 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) Original requests and related 
correspondence. 

Volume 40 cf 
Annual Accumulation 8 c f 

(2) All other copies and related 
correspondence 

Stricken text indicates an existing item and d1spos1t1on will not change 
Revised text has been shaded 

Authorized Disposition 

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

B Documentation for tax 
processmq and admmtstrattve 
systems appraised as temporary 
Cutoff files annually. 
Retire to the Federal Records 
Center when 5 years old. 
Destroy when 1 O 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. 
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Revised per conversation with Steve Cooper 10/15/97 
Records Control Schedule 118 for Servicewide Information Systems 

Item 
No. , 

22. 
(new 
item) 

23. 
(new 
item) 

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 criteria, and re1ect 
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 copies, including 
working drafts, background 
information. 

Integrated Network and 
Operations Management System 
(INOMS). This system provides an 
integrated solution to inventory 
management of all IRS ADP 
hardware and software, network 
conf1gurat1on management and IS 
problem management at 
Computing/Service Centers All 
data Is 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 cert1f1cat1on Inventory 
records are recorded from the time 
of purchase to the time of disposal 
The database contains the following 

Stncke~'text indicates an existing item and d1spos1t1on 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. 
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Revised per conversation with Steve Cooper 10/15/97 
Records Control Schedule 118 for Servicewide Information Systems 

Item 
No. 

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 limits. 

(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 
deprec1at1on information. 

(a) Input Records. These 
records include source documents 
used to collect information 
describing the hardware/software 
and location 1nformat1on, as well as 
the final d1spos1t1on documents. 
NOTE Baseline data resulted from 
conversion of data from previous inventory 
system 

Stricken text indicates an existing item and d1spos1t1on will not change 
Revised text has been shaded 

Authorized Disposition 

Delete record from database 
immediately upon not1f1cat1on that 
access to the system 1s 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 1s sooner. 

Delete 2 fiscal years after disposal 
date 

Destroy when one year old or when 
no longer needed for operational 
purposes, whichever 1s sooner. 
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Revised per conversation with Steve Cooper 10/15/97 
Records Control Schedule 118 for Servicewide Information Systems 

Item 
No. 

\ 

Description of Records 

(b) Output Records These 
records include management 
1nformat1on reports, program-related 
reports, ad hoc queries, 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), 1.e., 
bridge/routers, c1rcu1ts, 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 Baseline data resulted from 
conversion of data from previous inventory 
system 

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

Stricken text indicates an existing item and d1spos1t1on will not change 
Revised text has been shaded 

Authorized Disposition 

Delete/Destroy from database 
when one year old or when no 
longer needed for operational 
purposes, whichever 1s sooner 

Delete two fiscal years after the 
disposal date. 

Destroy when one year old or when 
no longer needed for operational 
purposes, whichever 1s sooner. 

Delete/Destroy when one year old 
or when no longer needed for 
operational purposes, whichever 1s 
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 Comput1ng/Serv1ce 
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, 
1dent1f1cat1on of the piece of 
equipment, software, or other 
appropriate 1dent1f1er related to the 
problem occurring. 

(a) Input Records. This data 1s 
input directly to the system and 
documents the date and time 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 1n electronic or hard 
copy formats 

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

Stricken text indicates an ex,stmg ,tern and d1spos1t1on 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 
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