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NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE 
As of 9/12/2022 NC1-058-78-04 
 

Schedule Number: NC1-058-78-04 

Some items in this schedule are either obsolete or have been superseded by new 
NARA approved records schedules. This information is accurate as of: 9/12/2022 

 
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These items, unless subsequently superseded, may be used by the agency to 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 THE ONES 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SUPERSEDED AND OBSOLETE ITEMS 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They are superseded, obsolete, filing instructions, non-records, or were lined off and 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. 

 
ITEMS 55/6 AND 56/4 WERE SUPERSEDED BY DAA-0058-2021-0007-0001

 



R'i(}UEST FOR RECORrJlaisPOSITION AUTHORITY 
(See lnstru~ on reverse) 

LEAVE BLANK 

J08 NO 

fiC l 5 o ·/d 4 
TO· GENERAL SERVICES ADMINISTRATION, 

NATIONAL ARCHIVES AND RECORDS SERVICE, WASHINGTON, DC 20408 
1. FROM (AGENCY OR tSTABLISHMENT) 

DATE RECEIVED 6 APR 1978 

Treasury Department NOTIFICATION TO AGENCY 

2. MAJOR SUBDIVISION In accord~nce with the provIsIons of 44 U SC 3303a the disposal re 
__ I_n_t_e_r_n_a_l_R_e_v_e_n_u_e_S_e_r_v_i_c_e ______________ -; quest. 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3_ MINOR SUBDIVISION be stamped "disposal not approved" or "withdrawn" in column 10 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 

Roy Shiflett 376-0593 
6. CERTIFICATE OF AGENCY REPRESENTATIVE. 

I hereby certify that I 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 6 page(s) are not now needed for the business of 
this agency or will not be needed after the retention periods specified. 

D A Request for immediate disposal. 

~ e Request for disposal after a specified period of time or request for permanent 
retention. 

C. DATE 

4/4/78 

7. 
ITEM NO 

RCS-206: 

E. TITLE 

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

Program Manager, 
Records Mana 

The records covered by this request (Records Control 
Schedule 206) are created or maintained in Internal Revenu 
Service Centers in carrying out their functions pertaining 
to revenue collection and accounting; processing, analysis 
and disposition of tax returns, tax information documents 
and related records; mailing of tax forms, transcription 
of statistical information, and preparation of special 
reports. 

20. Quality Review Forms, Reports and Records. 

(1) Forms 3926 and 4687. 

(a) DISPOSE at end of current quarter, plus one year. 

(2) Weekly Summary Report, Weekly Unit/Group Report, and 
Periodic Defect Frequency List. 

(a) DISPOSE of weekly listings at end of current 
quarter, plus one quarter. 

(b) DISPOSE of quarterly listing at end of current 
quarter, plus two years. 

9• 10. 
SAMPLE OR ACTION TAKEN 

JOB NO. 

NCl-58-77 2 
3-3-77 

STANDARD FORM 115 
Rev,sed April, 1975 
Prescribed by General Services 

Adm1nislra11on 
FPMR (41 CFR) 101-11.4 

http:D..;,..C--=..20


.lard Form No. Ulla 
1lt Noven ~ 1951 

,nbed by General Services Admmistration 
,, Reg. 3-IV-106 

Job No. ____ _ 

7. 
ITEM NO. 

20. 
(Cont'c 

47. 

48. 

56. 

57. 

58. 

65. 

66. 

REQUF.sT FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

8. DESCRIPTION OF ITEM 
(WITH INCJ.USl'IE DATES OR RETENTION PERIODS) 

(3) Individual Review Validation (IRV) and Alpha Individu. 
Review Validation Listings. 

(a) DISPOSE at end of current quarter, plus one year. 

(4) Sample Control and Error Logs. 

(a) DISPOSE at end of current quarter, pus two years. 

(5) Forms 3926, 3927 Invalid Data Listings. 

(a) DISPOSE after corrections post. 

(6) Selected Cum Records and Master ID File. 

(a) DISPOSE old one when new one is printed. 

(7) DDES or Keypuch Input Forms 3927 and 3927A. 

(a) DISPOSE after data has posted to the Master ID 
and Cum Data File. 

(b) Other DDES or Keypunch Quality Review Input Docu­
ments can generally be disposed of after the data 
posts. 

(8) Quality Review Index. 

(a) DISPOSE after review is completed. 
~ 

Sub Item (3)<;.t) disposition changed from 2 years to 3 
years; .Ju,1,- A~t'V('--y ~-,~~ c/i-cJ"~_,_ K #ou 
6 ~-t/. ~ ~~OJ 4ddur. 
Deleted, reserved for future use. 

Cut-off and disposal changed. 

Disposition instructions revised and clarified. 

Title changed and clarified. (Formerly RCS-204 item) 

Language clarified. (Formerly RCS-204 item) 

Deleted, reserved for future use. 
is no longer used. 

Schedule A (Form 940) 

~1 

9. 
SAMPLE OR 

JOB NO. 

NCl-58-76-9 
(Item 32 

NCl-58-76-9 
(Item 7) 

NCl-58-78-1 
(Item 1) 

NN-168-16 
(Item 1) 

NN-173-15~ 
(Item 10) 

Page __..2 __ 
of __ 6_ pages 

10. 
ACTION TAKEN 

Foar copies, incladiag original, to be suhmittecl to the National Archive• caad Record.a Service 10-6V428-2 QPO 



tandard Form No. lllin 
;cviscj Novcm 11K 1951 
!rescribed by General Services Adn11mstrat1on 
c!SA Reg. 3-IV-100 -Job No. ____ _ 

7. 
ITEM NO. 

72. 

86. 

89. 

90. 

101. 

117. 

118. 

REQUFST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

8. DESCRIPTION OF ITEM 
(WITH IIICLUSIVE DATES OR RETEIITION PERIODS) 

Deleted, reserved for future use. 

Title changed and clarified. (Formerly Item 126 RCS-2O4) 

9. 
SAMPLE OR 

JOB NO. 

NN-17O-16 
(Item 43) 

Liquor Tax Assessment Work Sheet (Enforcement). Used to New Item 
determine rate of tax and amount of tax and penalties in 
enforcement cases. 

(1) DISPOSE 7 years after end of processing year. 

(2) RETIRE to Federal Records Center 1 year after end of 
processing year. 

Title changed, language clarified and reference to forms 
deleted. 

Changed to include Microfilm Operation. 

Disposition changed from 2 years to 4 years and provis­
ions to retire to Federal Records Center added. 

Disposition Instructions revised and clarified. 

Document Register - Block and Selection Record. Used to 
establish and maintain control of documents (block 
listings) for returns and related documents. 

(1) Document Register (Form 813). Identifies documents 
with. remittance and those without remittance for 
assessment. 

(a) Master File. 

1. Original copy. 

a. DISPOSE when related returns are destroyed. 

2. Duplicate copy. 

a. DISPOSE two years after end of processing 
year. 

NN-17O-16 
(Item 61) 

NN-17O-16 
(Item 54) 

NN-17O-16 
(Item 62) 

? 

Pagc_3 __ 

of __ 6_ pages 

10. 
ACTION TAKEN 

Four copies, lnclvcllng original, lo be Sllbmilled lo lhe National Archives and Reconb Service lf}-l\9428-2 GPO 



tandnrd Form No. 115a 
Levisc, Novemi115 1951 

' 
' ~ -

,'mseribcct by General Scn·iccs Ad111!mstrat1on 
OSA Ucg. 3-IV-106 - A 

~ob No. ____ _ 

7. 
ITEM NO. 

118. 
(Cont'd 

124. 

145. 

146. 

186. 

205. 

213. 

214. 

215. 

REQUFST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

8. DESCRIPTION OF ITEM 
(WITH INCLUSIVE DATES OR RETENTION PERIODS) 

(b) Non-Master File. 

1. Original copy. 

a. DISPOSE when related returns are destroyed. 

2. Duplicate copy. 

a. DISPOSE 30 years after end of processing 
year. 

b. RETIRE to Federal Records Center 2 years 
after end of processing year. 

(2) Block and Selection Record (Form 1332). Identifies 
returns and related documents without remittance. 

(a) Original copy. 

1. DISPOSE when related returns are destroyed. 

(b) Duplicate copy. Used to transmit SS-4 Forms. 

1. DISPOSE when related SS-4 Forms are destroyed. 

Disposition instructions revised and clarified. 

9. 
SAMPLE OR 

JOB NO. 

NCl-58-76-9 
(Item 12 

Deleted. Item now covered by New FTD Section (Item 327). NCl-58-77-6 
(I tern 1) 

Disposition changed from 3 years to 10 years for tickets 
marked ("Bonds"). (Formerly Item 181 RCS-204) 

Title changed and clarified. 

Language clarified. 

NN-170-16 
(Item 100' 

NCl-58-76-9 
( Item 24) 

Title changed and sub-item added to cover disposition for NN-170-16 
duplicate copies. (Item 112 

Title to sub-item 1 changed and sub-item 2 added for 
disposition of duplicate copies. 

Form 4638 added to the narrative. 

NN-170-16 
(Item 112 

NN-170-16 
(Item 113 

Page_-'-4 __ 
of _6 __ pages 

10. 
ACTION TAKEN 

Four copie•, including original, lo be su.l,milled to the National Archive• and Recorcla Service ltr-60428-2 GPO 



Jtandard Form No. lU!a 
~cvisc,1tNovcm'._ 1951 

r 

' . . ,. 
Prescribed by General Services Admuustrntion 
GSA Reg. 3-lV-106 • - -• 

Job No. ____ _ 

7. 
ITEM NO. 

216. 

219. 

220. 

221. 

223. 

224. 

225. 

226. 

227. 

228. 

242. 

245. 

246. 

254. 

255. 

256. 

257. 

REQUFST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

8. DESCRIPTION OF ITEM 
(WITH IIICLUS!VE DATES OR RETENTION PERIODS) 

Deleted. Item covered by the New FTD Section Item 328. 
Reserve for future use. 

Language clarified. 

Item changed to include Tax Preparers. 

Old item pertaining to SCRIP Monthly Audit Run 715:50, 
Controls of Information shipped to Data Center, deleted. 

9. 
SAMPLE OR 

JOB NO. 

NCl-58-77-6 
(Item 1) 

NN-170-16 
(Item 114) 

INN-170-16 
(Item 220) 

NCl-58-76-9 
(Item 27) 

New item for Annual List of Income Tax Preparers (Form 5717) 
added. 

New item for Employee Plans Master File (EPMF) Name 
Directory. 

New item for Employee Plans Master File (EPMF) 
Taxpayer Index. 

New item for Employee Plans Master File (EPMF) 
Removed Accounts Index Record. 

New item for Control Record List and Summary (EPMF). 

New item for Glock Completions List (EPMF). 

New item for Suspense Release List and Summary (EPMF). 

Narrative changed. 

New item for Special Activity Report (IDRS). 

New item for Command Code Usage Report (IDRS). 

~C-174-162 
(Item 11) 

Narrative clarified and disposition changed from 10 years ~Cl-58-76-'l 
to 6 years. Item 40) 

Disposition changed from 5 years to 2 years. 

Deleted the 60 days requirement in the disposition. 

Deleted the 60 days requirement in the disposition. 

NCl-58-76-'J 
,Item 25) 

NC-174-162 
Item 24) 

NC-174-162 
~Item 25) 

Page ___..5'--_ 
of ___6_ pages 

10. 
ACTION TAKEN 

Foar copie■, inclucling original, to be ... bmitted to the National Archive■ ancl Records Semce 16-69428-2 GPO 



StandnNl Form No. lllln 
Revise.Ii Novcm'tM 1051 

~ . 
Prescribed by General Scrv1ees Administration 
OSA Reg. 3-lV-106 

Job No. ____ _ 

7. 
ITEM NO. 

259. 

260. 

261. 

271. 

272. 

273. 

274. 

275. 

REQUF.sT FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

8. DESCRIPTION OF ITEM 
(WITH INClUSJVE DATES OR RETENTION PERIODS) 

Disposition changed from 10 years to 6 years. 

Narrative clarified and disposition changed from 5 years 
to dispose after new copy is received. 

9. 
SAMPLE OR 

JOB NO. 

NCl-58-76-9 
(Item 26) 

NCl-58-76-9 
(Item 35) 

Disposition changed from 5 years to dispose after new copyNCl-58-76-9 
is received. (Item 36) 

New item for Master Record of Employee Numbers (IDRS) 

New item for Unit Command Code Profile Report (IDRS) 

New item for Dishonored Check Records Dropped From the 
File. 

New item for Dishonored Check File Analysis. 

New item for Dishonored Checks (15 day listing). 

6 Page __ _ 

or_6_pages 

10. 
ACTION TAKEN 

300 THRU 327 Previously approved. 

328. Formally item 216, transferred to new FTD Section, 
Narrative clarified. 

NCl-58-77-13 

NCl-58-77-6 
(Item 1) 

329. New item to cover FTD N.C.C Confirmations (Form 3824). 

350 THBU 369 New Section added to RCS-206 
mation Management Systems (AIMS). 
System for Controlling Returns in 
duction (SCRIP). 

to cover Audit Infor­
Replaces Audit's 

Inventory and Pro-

Four copiH, including original, to be submitted to the National Archive■ and Recorda Service 16--69'l28-2 OPO 



I • 
._ _______ . ·-------

... 
( I ) Di~po~c 2 yc.1:-, J:·rcr ce;rnp:Ction of program. 

16. Machine Logs ;rnJ r..:l:1:ccl L.ilkt,r!lc!lb u,cu tLl 1c­
corJ machine u,c 011 c·:1ch l'ft)gr..r.1. 
(I) Di\pO~l' 1 yor :.iftc·r d.1tc oi !Jst e:-1try. 

17. Work Mc11s11r,·111e11: ,\11,1:cr lou/1. b:1 1l.o_,c.: i\1.is­
tcr CarJ\; 01g.111i1Jti,),,, Function :!:1d Pro£1<1m 
~1a\tcr C,1rJ,; :--L1ch1nc :--1:1\t·~r C.1rds: 2.;iJ cqu:\ a­
lent forms and Jc)cu111:1,t~ 
(I) Di~posc of Jropout or tliscon:in1.:ed c.irds 6 

month~ ;1ft~r e;:J o! c',!Ch (H,1tl.i1h r.:p,.Ht.ng 
pe1ioJ (Ju:ic 30 J1:j Dc.-:cmbcr 31). 

18. Work t-.·fca.111ff11,en1 11'01.!: !'lunni,,-.; ,11«! Control 
Cards. Job RecorJ Detail C.:;J, :--!:l\:!1:nc l !01:r 
Card. Employee Pcrfor,11.rnc~ Ca1J . ..i,:d cc:;t..1\·a­
lcnt forms anJ Jucu;::clit~ u,cJ for 111put :rnc! out­
put in prep:.iring nun-hou~ JiiJ m:1ch:nc-1lour re­
ports. 
(I) Di~posc ()0 J.1ys :iftc; rcbtcJ 1c:pon, :m.: 

printed. 
19. Mag11e11c Tape Mr.1111c·11a11cc· Records. 

(I) Incident Repor,s. 
(a) Rccortl copy. 

l Dispo,c af,cr 3 ), c:i r~. 
(b) All other cop.cs. 

I Di~po,c "lwn no :ongcr needed 111 
currc:1t opcra,10:1~. 

(2) Tape Operations Records. 
(:.i) Dbposc I yc;ir aitcr comp:ction of ac­

tion. 
20. Qualitr Rci•ic'll' Fo11m, R.rpous and Records. 

(I) Form~ 3926. ~ and .;(i87. 

2 I. 
22. 

23. 

(a) Dispo~t: :.it enc of current qL1artcr, plus 
one y~:ir. 

(2) Weekly Summ:iry Report, Weekly Un;t/ 
Group Rcp,)rt, and PcriocLc Defect Frcqucn:::y 
List H:Ffcct.,e, 1 ,7). 
(a) Dispo,c ,f epd d current::gmrte~ 
C.b) !'.Wle )'Ctll'. 

( 3) l nd Iv id u a 1 Re v1 C\\'6:;_ ;:;::;;;:;=-:::z:Oit:i::~------. 
(a) Di~posc .it end of current quarter, p!u, 

~:.< rnont!1~. one year. 
( 4) Sample Control and Error Logs. 

(a) Di~po,c at end of current quarter, plus 
two year, . 

(5) Form~ 3926, 3927 ln\alid DatJ Li,ti::gs. 
(a) Dispu~c ,1ftcr corrcct;on~ po~t. 

(6) Selected Cum RccorJ, .ind Master ID File. 
(a) Dbposc old one when new one 1s 

l7l printed. 
(~~erved). 
(Reserved). 
Trai11111g Prog11.i111 F,/r::,. Sc:hccu:c~, timct:i'bks, 
evaluation,, and plans of trai!11ng cm1Iscs; Joc:u­
ments and reports pertaining to pzirtic:pation, in­
structions, attenu..:ncc, progr~,, and <!),,Ji111natio:1s; 
requests for m.iter:al, scrv,c.:s and information; 

• 

Delete reference to form 3927 

Delete effective ddte 

of weekly listings at end of current quarter, 
plus one quarter. 
(b) DISPOSE of quarterly listing at end of 

current quarter, plus two years. 

Validation (IRV) and Alpha Individual Review 
Validation Listings. 

(7) DDES or Keypunch Input Forms 3927 and 
3927A. 
(a) DISPOSE after data has posted to the 

Master ID and Cum Data File. 
(b) Other DDES or Keypunch Quality 

Review Input Documents can generally 
be disposed of after the data posts. 

(8) Quality Review Index. 
(a) DISPOSE after review is completed. 

http:m.uer.al
http:anunatio.is


lt,·111 
,\'n. 

42. 

k1c111:c note, and dm:u,:1ci1:;1t10:: rcl.1,rng lo fi11;1l 
.ipprov;il of to,m,. 
(I) l)i,po,c (1 ::,c.11, ,tlkr Ju::1: b,·,·orn,:, ob,olc1c. 
( 2) Hl·tin· ob,o:ctc : u: :n, :ilL·, 10 Fcd~r;tl Rccords 

Ccntcr :,:IL', I :<.:Jr. 

/111c11w/ Co11110/ f-'ile.1. C!ru lile,, ,1ckkr Jik~, :rnd 
other tyrc, of !"ii,.> u,LJ 10 :ccu,u :.ict1,in t2kcr. 
,1nJ control wo,J..fl,iw (:101 cuv~red c:~c,1hcre 111 

tlm SchcJuk). 
(I) Di,po,c ,1IIL'r I )C:1;- 01 ll'hc11 1:0 lon;~r needed 

in curre:it opcr.:1:011,. 

43. ,Ha11ug£'11te11t /)(IC"fl11:n11 lh11r:n1111,!it Co,11ru/, or 
cqu1vJlc11t n:corLi, LI\CJ 1:1 the co111~l'I .1:1d u1,tr1-
but1on of intern.ti n1,1:1Jgcmcnt Jocumcn:,. 
(I) Di,po~c occpt cc:rrcnt c.i:d :ind the one that 

im111cd1Jtcly ;:irecec!cs cu, rent c1rd. 

44. f<1,fac·11ce f-'1/c1. E>.tr:1 Cllp,c, o:· corre,ro,1Jc:1cc 
;1nJ n.:porh, relc,c::Lc copic, of cnr.iputcr-p,mlLccJ 
repo1t\, J1rcctive, .rnd 1ntcr1:,ti ;,1;ln.t'.:'.crncnt do;;u­
Jllenl\, or nther m,:t-:1·1:tl rc:J:neu ,ok!y fo: refer­
ence p11rpo,cs 1n curicnt op~r.1t1c::,. 
(I) Di,po,c 1'11c11 ob,oletc o:· ,up21,eckd. or 

when no lon:~cr needed 1•1 CL1J1c:11 opci.llio,:s. 
45. l?e1id1•111 l'rog1a1n111c1 A11al_1111 (P./',-J J /?ecrnd:, 

( I ) Di,pmc I : c:1 r ,: ftc;- '-,t? pc· I\Cl:ed or when :10 
longc-r ncL·dcJ 111 cu: rent ope, Jtio:1,. 

46. /frnm/1 Nl'iw,ng 10 i/11' P11, at I Au o; 197.J. 
Form 5394, R.::c;u-~\t ior ~otdic:'.,llll'> anJ 

!\cce,s-Sy~tcm (,) of Recore, P~;vJcy Ac; o: 
I 

1
J74. ;111J Pornh '.'i--166 ,111J 5--1G(JA, lm!1-...1du.d 

Record, of Di,cJu..,.11 c · 

(I) Di,po~c 6 yc.i" ;.f:er ..:nJ o'. i1roce,,1n~ year. 
(2) Hclirc to Fc·tk1,tl Rcco,Js Center I )C:H <liter 

end of pruce,,1ng yea, 

47. !11fonna1io11 l11'111s. T;:,,x rel.,tcd _commu;:1czlt1()nS 
alld i11furmat1011 ..il:C~1,l_!; 01 ,:1J1c.di:1::'. a 1·:olat1on 
withrn lhe invcs1igativc jt.md1ctio:1 of the Internal 
Revenue Service. 

I 

(I) Tran,m1tt::il i\1c:no:·Jndum, uf ·'?:1form:Hion 
i 1cm," anJ ··o:hc r 1;, i",11 mation ., f, om cbtrict 
oflice~ to sc:-11cc cc,1:ers 
(a) Di,po,c :liter I )Ci.ir. 

( 2) Non-1.1x rc!.1tcd 1111·01111,t1::111 ,icm, 
( ;J) J>i,po,e {i() J,::,.., ,:f:,r I CC~i[l:. 

( 3) Cili,cd Li>. :el:it:..d 1:~111,. C,:~~cncy Tr,!n,:tc­
t1uJ1 Rero,ts :111d Cu:·,cnc;, \lo::et:iry In,:ru­
llll'lll Rq101t, ,c:1, to file,. 

(4) 

(5) 

(6) 

(a) Obpo~c~ years a;ter c!o,:r::; Jat2. 
Other clo~cJ ta» rcl:tr-:J 1tc1;1~ ~ent to fiics. 

) . 1(/ C • I (il 1)1,po~c,_ yc.11~ :l:te, Ll,lo,ll~: (i.lle. 
C!o,cJ t.1., rcl:i,cu 11cmo. tr.:11,lcr rcJ tu 
another ,.::1 vice center. 
(a) Di~posc 2 )-:'.Jr~ ;1:tcr closlllg Ja:c. 
Clo~cJ t:.ix related ;tern~ sent tu Audit, Collcc-

http:intern.it


//(1/1 

\o 

Page 6 

Dt·,u:p111Jn o; r,(r11.!, 
fdlcf c/1,/J0\,,'11)1/ (,U.'i1nn;ui1,n., 

11011, Employee Pi,rn, a:1d l:\LllljJl 01 ,_:,1n11,,1-
tin11,, or l11tell1gc11cc 
( d) l)i, lll'>C 2 I c::11' :1i1c: ci0,,Il~ ;];ltc 

/111·cs11go111·c ri/£'1. Pro,c·cut·on, :10,1-11;u,cc,it.on 
and di~continucll 1nvc,t1g,\t101h (1::-:\u,l1:ig 1'.1t'.· 

awal rcpo1:b) iL)gcthcr 1-1•rh 1s:l,1tcll ol• ,,ts, 

wo · papers, form,, cori L·,po:,dc:1cc ;in,1 elat1v~ 
data t . t pertain, tu :lCid:il 01 al.,:cccdz· ·ornc .. 1,J 
other tax va,iom, 11 :1gc; 111_c:, cL1,,1;1,cr:lled >1:1;-
111_['. device,, ,ccupat,011:,i :11-~Li c ·,1,2 t.1\c,, ckv 
Ironic ,urve1 ~cc ;cco1d1n , 111c·nicr;ind~1:11, 
note,, etc., 11 hctht: c,111,luc cl bl' :lie IR~ rn 1\:­
ccivcd by the IRS I: Ill tiler ,c;urcc,, ::,,ll o:hc1 
actions inl'c,tigatcd b -l.)1c ln:cli:cencc Div \!Oil 
' . ' -mdcpcndcntly or · ntly 1~·,h other co;11ponc1w, 
of the ScrvJCc. 
(NOTE: 7691-1\, C.is' Su111rn:1rv, 11,h 

l'p:1rcd for the c,1,c. ,t',huu'.d -\Jc I c­
movcd from tile fik _.11 t:1c ~h.i._c Llf c!,1-;-
111g. Ca,c, a1c_ co11,1dc1c'_d .:le~ .i:tcr 
conclu,1on uf tnc Ci 11111n,u ,1,pc.:ct, <,r the 
ca,c.) 
( 1 ) I >i,po,c I() yc,11, :li lc.:1 ca;c 

(NOTE: 

RETURNS PROCESSING RECORDS 

55. /111/iv{(/110/ /11co111e Tox R,·1mn1· (F/1111/s /(),;(),,-1) 

with 1clatcJ Jocu111c:1t, .1lt,,c:12Li l,1 i!;c 1Ct:rn ur 
con~idcrell :1 part of the :1d111:n:\l,a,i1:.: ,1l~. rc::::rci­
Ic,~ of 11 hcthcr ihc Jocumc1~,, :t,c pl!) ,,c.ill/" :th 
the retu111 ur m,u1ll:11::c·d Ill ,1:1 at,,1ch1:1c:1t file 
(Fo11m 10-401\ cor.,ul1<.l:1,c.:d with I 01:m 10.;o 
beginning with Tax YcM 1969 ,ll1d 1·c1mt::1cu b2-
gi11ni11g with Ta:-. Y e::r 1 c; 72 ) 
( 1) l,ctu111 f1lcd in L)~•gin .. 1 bloc!-.., :11 .,cco-..,nt 

11un1hcr. or1g1:1:1'. L\.lCu,11ei.t :,)c.i,or nu:nlicr 
( DLN) ,cqu•cncc, ,1r rc;1umhe1cd ,,1 doc;i­
mcnt l0G1tor 11u1:1bcr ,cquc.:ncc 0;1 or bc:01c 
April 15. 
(:1) l>i,po,e 6 \C::r, .iftcr d.1.c ,11 r.:1n~. 
( b) l{clire lo ·Fed,·1 ,ii Rcc,1: ti, Cent;, bc­

g11111111!! J::i11t.:111 2 1:irnucil .\L11ch 31 
f,1l!Cl111:1g the ~ ~-ir 1;: \\ h:ch I c1u111, -'-'ere 
numbc1cd ;.ml p;occ,,cd 

( 2) n,cturn, f1kd, n,1mb~~CLl 01 ~211u;nbc-1,'d '" 
Jocument l,,cJ,01 ,i.::n.J~, ~eutie.:cc :\or.I '.6 
through J c111c 30. , · 
(a) Di,po~c 6 ) ,·:1;, ":·1cr 11u;nocr1:1'.'. anJ 

proce,sing bc~111ni11g July 1. ~ 
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ii, ,c ripr1011 of rccor,!5 .A. 
and dl\,'10\t,'1011 uu:liort~L.:-

(b) Retire to FeJer;.il Records Center be­
ginning Lrnu;.iry 2 through :-\::\,ch 31 
following th..: ><.:,ir 1!1 11hd1 1c;1..rns 11·<.:rc 
numbered ;.ind proce,~cd. 

(3) Return, filed, numbe1cd or rc11c,:dic:·c-1 111 

document locator number ~cc.;ucncc July l 
th1ough December 31 
(a) Di,po~e 6 year~ alter cnci ot process­

ing year. 
( b) Retire to Feder ,Ii Reeurd, Ccn:cr be­

ginning J:in,JJr) 2 througl1 \L,rch 31 
followmg the year 1n 11 l11ch returns 11c1c 
numbered .:ind procc,scd 

( 4) Return~ m,1inwined 111 supplcmen·,;_il :incl de­
ficiency numbereo file,. 
(a) Dispo,e 6 ye;.irs ,:fter the enc! of- the 

calenJ:ir J e:ir in 11 l11ch the dC11C.c11cies 
were prccc,,ed and ca,c cio,cJ. 

(b) Retire to F<.:Lkr<.11 Record, Center July 
I through September 30 i,Jl\0111;1g ihc 
year 1n which th,· 1cturns were numbcrcd 
in th\.! ,upplemc:,t,11 or dc:ic1cncy ,cries. 

(5) Rctu,n~ in pcn;.ilty lik~. Rctu1.1, on wlm:h ;1 
penalty of 50% or more 11.:, been a,,c,,e,:, 
and ca,es for which tl:c lntcllig<.:nc<.: Di\1,1on 
has rcqucst<.:J lor.gcr rctent10:1 
(a) Dispmc 20 )C:1r, ,1ftcr the end of the 

calc11Lfar ) car :n 1, h1ch pe11:.iltic~ were 
a,,cssed and CJ,c clo~ccl. 

(b) Retire to Fedcr:tl RccLJnb Center 
July ·1 through Septcm~cr 30 lol!o111:1g 
the year in which 1:.:turib 11c1c rcnun:­
bcrcd in the pe11Jlt) or ,upplcml.!nt;.il 
series. 

(6) Rl.!turrn, in potent:.il rcfunli lit,~Jlil)ll ca~c 
tiles, Return, and all rcL1tcd cccumcn:~. 
( a) Uispo~e 7 yci.l1 s after est,1bl1,hment of 

file. 
( b) Retire to Feck ral Record~ Center 3 

years :iftcr c,tablI,h1;1cnt ot lik. 
56. Income Tax J?et11ms Filed /Jy lucf11,,duuls, P{,ri11cr­

sh1ps and Ful11ciarics ( o,clude~ Fo11;1, I 040A), 
with rl.!latcJ· ,chcdulc,, cm1e,!1011Jc11c<.:, audit :·c­
porh, work p,1pcr, and uther t:ocum:.:11\s att,!cheli 
to the return or cu11,1Lk1 cd 11 r,11 t ul thl' ,:d1111:11,­
trativc file, rcgardlc,, ot ll'hLther the doL.u1111.:1:t, 
arc phy,1cally with the rc.:turn or lll,1111t,11i1eJ 1n ,:n 
attachment file. 
(I) Returns filed in origi:::.il bloc!,.,, 111 :1ccol!nt 

number, or;g111al docur.i-·nt l,1c,1t,1r number 
~e4uence, or 1cnumbc:·cJ 1n drn.:urnc11t locJtLl, 
,c4ue11cc on or before ~r,r-11--1'°. J December 31. 
(i.l) Di~po~c 7 ycJ1s after d-t.L' ci r,llll~<>--,-: April 16. 
( b) Retire to Federal RccorJs Center be-

g11111111g J ,ll1UJI y 2 through :'\1Jrch 3 i 
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DI'« n/1/1011 of rcror.!1 

nnd cinpO\/l1011 u11tiuni;_at1<111, 

follo11,i11g the year 111 11 h1ch 1c1urn, 11crc 
numbered and p,oce,scd. 

~2) H.ett1111~ Hltd. 1H1mbt1r2tl 111 1,11H1;nlw1,,i 1n 
dt1etmie111 ltoettlnr 1H11Hber I t'tjllt!llt:!e ,\11111 I~ 
tlm'lt1ch hiliC 30. 
( 8) l:)i~lltlS@ 7 ye;11 1 ,ifter 1n,mb,mng 111HJ 

f"P8~CNSili~ bC_ic;llllilllb, Jtily I 
(I,) Hcti.c to Fcdc111! Rcco1d~ E-rntc1 !,,·­

gi,rning fal'.Hi'•;· 2 'hiPu~J1 /1,11ch ~I 
follottit1g the JC:dt 11i' "~1eL rtlttr'1~c ,-.•epc 
uu111bc1cd '111d pto<c.ned. 

(~) l~cto111< filed, 1m111b~1ed tH rt'.numbt'it•d i+1 

doct1111c111 loe!llor I nrn1ber ~equrnce J uiy--1 
Lln ougl1 8ccc11tbc1 ?,-+. 
Ca) Ui.,1msc 7 yens ofter rnd e,f proees~ 

~r. 
(s) Uelire 10 iiedlC!ral l,l,1iw1d1 ('cnt,·r bf'· 

gi4rn1,ig Ja1rnr11y 2 1h1Pugh ~li·r·h ::l! 
fe,!lo .. 111i; lite )tHr i11 .. li,eh rc:tu111., "ere 

2. 11umbercd :md ptM:es.1ed. 
({) Returns lilcJ 111 ~upplemental or Jdieiene;, 

numbered lilc~. 
(a) Di,po~c 7 year~ after the end l'f the 

calendar year 111 which ti1e Jctic1cncy 
wa, processed and ct,c clo,cd. 

(b) Rclirc to FeJe1al Record, Center b,:­
ginning July I through Septrn1lic1 .10 
following the year in wl11-.:h 1c·turn, 1\c'IL' 
numbered in the ~upplcmcntal or defi­
ciency ,ertL', 

Returns in penalty tile Return, on 1,J11ch a 
penalty of soc1r nr more ha, bcc:;1 a,,c,,cd. 
and c.1,c~ for which In1cll1gencc D1v1,1u;1 ha, 
requested longer retention 
(a) Di!'.po~c 20 yc,trs ,1fte1 end of c,tlc11J,1r 

year in which pcnalues ,,ere a~se,,cd or 
case clo,ed. 

(b) Rclirc to Federal Rccurd, CL'llln July I 
through September 30 folio" 1ng the) c.ir 
in which rctu111, 11-c1c 11u111hered in the 
penalty 01 ,uppkmL·nt.11 ,c11L, 

Retu1 ns 111 1~01ent1al refund l111p1t1011 c.i,e file, 
Return, ,rnd all related dl1cumcn1, 
(a) l)i,posc 7 )Car, ,tflcr csI.tbl,,hmcnl of 

file. 
(h) Helin: to h:dn.11 Rcc\lrd, Crntcr :I yc.ir, 

after e\l.1bll'h111rnt ,if Ide 
57. Dcclura/1011 of L.11111wtl!d /ucln·id1mf /11co111c To.1 

or Eq111111/c111 Forl/ls. 
(I) Taxable Dcclar,1!1011 of E,t1111.1tcd lnrnmc ·L1x 

or equ1v,dc11t forms 111th rc,11itt.!11cc. 
(a) l)i,po,c 4 )l'ar, .1ftL'l~ 
(b) Dcclarat1om nu111hc1cd and proccs,cd 

Linuary I th1ourh December 31 
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l 58. 

Retire to FcJc:r:il Rcrn:d, Center be-
i;11111111g J .tllL.:: ! ~.,~-r-5] <:r-­
(nllov ,og 'ill"' ~d.l,; 10 zl~~IJ ni1nlbrr:·A "' 
;mt! prtN:c , ,.d·• 

(2) No11-t,1.\,1hlc Dc·cl.1r:1,1,ln, 
(a) lfopo,e upo1: rcc.:ipl. 

(3) Taxahle :-.:011-1cnullance Dccl.:irzi,:ons. 
(a) Oi\po,e upo:: :-c..:c qi: 

Co11Jura1c l11co111c Tu>., '1l!Jli £.1c.i:11· l'ro/ils Tax~)and a,!- I 
-► includ1:1g ;i\! 1c!atcd doc:umcnt~, corrc~ )Returns 
,pondcncc and oh1b1b. 
(I) Retain. 
(2) Return~ numbered Jnd procc~~cd Jan;.;.1ry I 

through June 30. 
(a) l{etire to Feder;:! Rcco;·J\ C:.::1tc:- be­

g111111ng Ja.1u:i.ry 2. th:ou_,;h Ma1ch 31 
follow1ng the ;car 111 which nu1:1be1ed 
and procc~\.:d 

( 3) Return, numbered ;111d prllCc~,cd Jul::, 
through D.:ccmkr 31. 
(a) Retire to Fcdcr;i! Rccor-Js Center Jc­

ginning L;Jy I th:ougi. Sep:cmber 30 
fol!O\,ing :he year 111 111uc:1 nu:11bcrcd 
and procc•,,cd. 

( 4) Return, 111 penalty anJ ,upplcme::t;il tiles 
(a) Retire to h::ckr::! Record~ Center be­

g111111ng Jul) I through September 30 
!oilowmg the year 1;1 11h1ch rc:urns \\'CIC: 

numbered in the penalty or ,upplcmcntal 
~cries. 

( 5) Return, in p0tc:1t1.d rc'lund lil1gat1on ..:Jsc 
file,. Returns JnJ rel.1,cd ciocu:11e11b 
(a) Retire to FcG.:r~I Reco~d, Center 3 yc::ib 

after e~tab\1~!1mcnt of !:le 

Tax /11(/cx Curds. ;-.la,tcr rnJex caic.h used a, a 
cross-reference to tc1>.. return~, a,,c.),:ncnt !i,ts, 
ledger account card, (ULC\), and 0tllcr docu­
ments. 
(I) Index CarJ, /or l:1di\1dual, Partncr~!1:;), 

F1duc1ary, Employmcn, .ind ;vbcellJncous 
Tax Returns. 
(a) Oispo~e 30 yc:ar~ after end of processing 

year. 
(h) Hctire ,o Fec-:1al Reco1d~ Center 5 :;-car, 

after ern.i of flfOCl:,,11,g yc~r. 
(2) Index C:rd~ lur Co~ro~ation Income: Ta.\ Re­

turns. 
( a) Retain. 
(b) Retire to Feclcr,11 Rl'CO:d, Center 5 years 

after end of prncc,s111g :> car. 
60. Unsigned and UJ1(/c/11·e10/.>lc Tax Rcru,m w!11ch 

arc not procc,sed or 11ur.1bercd. 
(I) Di~po~c 3 )CJr~ ..ift.::r cnd of processing year. 

61. £stare Tax Re1wm (or:gina/1). Incll:des related 
schedules, corrc~ponccncc anJ documents such as 

_____ l year after the end of the year 
in which numbered and processed 

wm- fi~ Exempt Organization~ 



/1c111 
N,1. 

will,, afliJ,l\ its ot ::ipprJ1,,tb, t1 u,t :1g1.:..:m-:nts, 
power of attorney, brief,. etc., ,rnJ ,1:1y rc!:itcJ _,:,It 

t:ix ·rcturn filed by d.:c..:ucnt. 
( I ) l{ctain. 
(2) l{ctirc lo FcJcr,d IZ.::c,l1J, C..:;;:c·r (J month, <f 

after audit clo,urc. ~ 

62. Gift Tax Retums. fo;·1;1 70'), U::,tc,i State, Gill 
Tax Return: Fo1 m 710. C;f: T:!\ Doncc\ or 
Tru<,1ce\ l11form;it1on R.:turn Df (,1J1,, Forrn 882, 
St,1tcmc11t of Gift Ta\ Due; c111d all rc·!.:t.:d rnr1c­
spondc11cc and d,lcu111..:11ts not ,1,,,ic1:1tcd w,th 
E,tate Tax Returns. 
(I) Retain. 

63, Gift J"(l.x l11/om1atw11 Cal(/. :vl.btcr i1:d<.:x of g1(t 
tax return, v.,hich ~how n,,llle, d1str1cl, accouVit 
number, etc, 
( l) Retain. 

64, Capital Stock Tax Re111m.1 with rcl..1:ed corrc­
,ponJencc, records anJ doc:~:11rn:,. ( D,·c!Jrcd 
Value Exec:-,, Profit, T..1x Act 1cpc.ileJ for the 
years after June 30, l 9--l6.) 
(I) Di~po,c 30 yc:irs ,1f1c1 end of procc,,1E~ yc,,r. 

65, £111plo_1111c11t T(I.\ /~ct1m11· fikcJ by cn1p:oyc:·s and 
covenng w1thhold1ng, ,oc1.i! ,ccu1·ity. 1,ul1cad 1,'-
tiremcnt .JllU UllCllli)loymcnt :a:,,c,-,,..lll.Cl.;.ul1!1g-Sch.:-d- A.c I, 11 ~ .}-c 
u.l.c....A.-(:.F;-Jrm-.. ~4.Q.~ not ~grcc:n~ with ;lie ::mount ~ 
cl.iimed a, credit, anJ rc!Jted docu;nCi~t, J:1d 
corrcsponJencc. 
(I) Di\po~e 6 years :iftcr c:1d of p; cic2,,1ng ytM. 
(2) Retire to Federal Rcco1d~ Ccnt,'r heg11111111g 

January 2, I )'L'ar after ,he c:1d ol :he yc:ir 111 

which returns \,ere numbcrcJ ;tnd procc,seJ. 

66. W.1cdulc A (Fo1111 940) cc1tJ!icd J, :1<?,:.::c11H!.--wnh O "'( J ,., - ~ ~ e l e I ( - ,u p r. IJ .,. ,(_ recorcfs, of the ~late,, 01 fallrng W1lh!ll the prc-
scnbed tolerance~.-. · .. 
( U---Di5po~e 30 d:iy~· ·;ittcr r..:c:ctRt. 

67, Mi~cella11co11s Ta.x H.c11111,.1 covc,11:g exci,c tc1x 
return, on die~el fuel. ga,ol1nc, lubr1cat111g 01h, 
telephone, telegraph, trJ1bportatio11, etc., with re­
lated correspondence a;1d documents 
(I) Dispo~e 6 yc:m aft.::r end of pmcl',,ing yc:ir. 
(2) Retire to Feder:,! Rccorl.h C.:11t.:r l.lcg:11n111g 

January 2, I year ..1fter the end ,if :he ye:1r 111 
which the latc~t 111cludcJ rctcr:1, 1\cre num­
bcrcJ anJ procc~,cJ. 

68. Extension Records. Co, rc,ro:1ccncc and form, 
(not as,oc1atcd \1·1th rcl:1tcJ :.L\ retL:1n,) ;lllo111ng 
or disallow1ng t;_ixp.1yc1~ w .::x,rnd \,me i,1 ll"!rn:h to 

file a return or mal,,c :i t.l.\ p::yn1,·n: due ::nd :.1x­
p:iyers' applications l0r :i ch::n;_;c rn accounl,ns 
pcrioJ. 
(I) Di,po~c 3 ye:irs after end o; c.li~nd:11 yc.ir 1:1 

which rcqucst toi cx:,·11~1,1:-i m clungc Iil 
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RECORDS cor, ,SCHEC,,ULE 206 -~ 
-/)-,-. 1-"-, ,-., /_"_"_· -u f-n-·c_"_"_ 
011d cl1.\;10,,f1(,11 {llltlto,,:.,,i1on, 

accounting pcnud '1\,1, flku. (l'J1cnt corpo1,1-
tion, tile con,ol1c-1:c:d ::ipp:1c1llun, ::it ~c1 vie.: 
c.::ntcr,. J11for111:1tw11 cup1c:, 01: ,u~,,1d;,rnc~ 
tikJ by ,uch corpor.it:,rn, ,1t u.,:1 :ct o!licc~ 
and ,ub.,cqu.::ntly ton1:1:,icd t,l ,c1v1ce ccntc1~ 
may be d1spo,cc oi upon rccc,pt ) 

69. Notice of Nonreceipt of 'fax Rc11m11 111Clud1:1g L!X 

delinquency invcstigat:ons :.:nd rciatcd correspon­
dence. 
(I) Oi~po~c 2 year, after enc! of proccs,,11)-: : ..::lf. 

70. E111p/oyer's Af7pl1cc;t:on jor Jde,u1firn11c,11 .V11111hcr 

(UN). 
(I) Oisposc 6 years after the end of year in wh:ch 

processed. 
(2) Retire to Fcdcr::il Rccort.b Ccntcr beg1nnrng 

July of the yc:H following the: processing year. 

71. A{if)lication for Eu111p11on.1 ClJI(/ l~cgi.1tc1. A;l­
plications for exemption from t.1x r..:,pllnsibil1,1e, 
and regulation, applying to rc~t~1cted or ,pcrndly 
controlled bu,ines,cs such a, :.:mu,c:mc1H,, n:1r­
cotic,, firearm,, etc.; ::!pplications for rcgi,t1 y a, 
person li:iblc for ac.1m1s,;on tax ;;ftcr a ch,111gc: 1,1 
owncr,hip; 01 cqu1l'alcn: forn:s \1'1th rc!atct.! cor1c­
spondcncc and documcn,s. 
(I) lfopo~c 5 years after filing. 
(2) Retire to Federal R.:cord, Ccn:cr after Janu­

ary I of the yc,1r follow;n~ the pwce,,i;1g year. 

72. b=c.JJJ]l//011 App/1cc111011 F;/es with rc\atcJ d~-
mcnl, ~iii<.J-co.r.rcspo;1dc:1cc. ~-
(I) Di~po,c -I 5)'(:'ilh-J.~ tc1 l'!lUhltio~1 or revoca- Delete - Reserve for 'future use. 

tion of cxcmpt1,rn ~tata<;-:-~ 
(2) Retire to Fcdc1 al RecorJ, C:-117:e · oliow;n!! 

the year -i;1·<vhich exempt ~,atus was -
pated or revoked. 

73. Federal ill111rc.nce Co111ri/Jutw11s Au Tax £;.emp­
tion Wa11·ers and related corrc,pondcncc. 
(I) lfopo~c IO years aftu t!1c end of year in 

which proccs~cd. 
(2) Retire to Federal Record, CL:ntcr b<.:g1nni:1g 

Janu::iry of the th1rc.1 yc::ir fol!ov,rng t:ic year 
in which procc,sed. 

74. !'11h/1c Event Mcmi/nt,. Sc1111p\cs of llckct, ririntcd 
along with name of printer, rc1,on or organ1lc1t1on 
ordering the uckc:ts ,:nu ~u..:nt1ty uf uckch pro­
duced. 
(I) lfopo~c I year c:fter l:nd of ca:c:1cic1r ye Jr 

~howinz date of C\ enl. 
75. Neport of Occupation Suo1cct to Specro/ Tuxes. 

(I) Di~po~c 5 year, al tcr date cf report. 
( 2) Retire to Fede: al Re~orJ~ Cl:nt.::r 2 yc;..rs 

after date of report. 
76. Sf)ecial Taxpuycr LISI. L1',t of n.i111c, o: all per­

son~, includmg wagering, \l·ho have appl1cJ for 
special tax ~tamp,. 
( 1 ) Db pose 30 years aitcr end of processing year. 
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RECO,<DS u 

/1011 ' ,,·,, /)1 ", lf'f,(11/ of r, c "' ,, \ 

,1111/ "· ,;111\,/t,111 (1'1//111:1~(1,'/ !//\ 

m.111ul;1cturcr,. p1(Hlt:,:,·1, 1)1 \'c'IILi,•c·, \\hll dc,11.:: 
to 111;1kc t.1:>.-l1L·c jllliL!1.1,,·, Lli' l,1\.1:iiL· ..11t1c!c:, for 
lurthL·r 111.111uL1ctu1c 1ll l,L\.ibk ,1; l1<..'.,·,, 01 lor H:­
,..ilc to 111,\llll!dCIUICI\ f,)I 1:1.,:, pu1po,c 
(-1) Di,pow I )c;11 Jllc'r tc:1111111,!i1(1:1. 1c\Oca:i,m 
or after ;1u1ho1i1a11011 "110 lt111~c1 rcljli.i,·d 

85. /11fo1111a11u,1 l<c:u1111.1 ;111J r.::1,:tcu Lloc:umc:1:, ,.ii.i-
1111t1cd b) U()fllc,11c ;ind l,l1c1;:'.il Ji1 m, :u .idvl\c 1!1e 
11;1111c,, dlllClllil[\ .inJ l) 11c, or lliCOl1H.: other ill.ill 
,..ila1y, paiu lo 111L11v1uu.ib 

86. 

(I) DolllL''1ic F,ku. 
(a) i\\>c'L'l;tlc'd \\Ji!; lll(llilh.: ,,I\ 1.:1u11:, 

Di,po,e or l{et.1in, ,1, .:pp1upri;r!c, 
wliL'll rcl.1tcd lllC(\fllC l.JX !Clum, ,IIC 
dc,t1U)cu u1 1 c:ttrcd. 

( b) Rc,idut.: of I :1lcrfll.1t.01·, Rc::1rm ,t1HJ 
Duc11111c11l\ no, ,1ssoc1,1:cu ,11th 1cl.1tcd 
lllCl·lllC id>. rctu111\. 

Di,po,e· L11 ,ckc:cu ,,1111[)lc (1() d.!)' 

alter dai,l h;:, bc,·11 COll\,'JlcU t(1 11ug-
11ct1c l-1pc:. th.: l,1p,· \,'; ,;';,·Li .111J ·,cnl 
tu l\aii,)11:.il Co:npL,lCi C,·:1tc1 (l\CC) 

2 Di,pu,c of illlll\Ck..:t,·LI cl,i.:ufll<..'lll'> 
aftc1· ,,!mp,.: h,1, h.:c11 ''-'icctcd, but 
no carl1cr -lh-111 L.111c 30th of cu, 1c11t 
pruu.:,'>1:1g ycdr 

( 2) h11c1i::11 Filed. 
(a) ;\\\()C:.1t,·d 11 :th 1nco;11c t,t\ r..:it,rn,. 

Di,pu,c u: l{ct.1i11, ;:, ..!J1prop1i:itc, 
\\ilL·n 1cl.1tc~ 11,,·0111..: td,\ :ctu111, ,lie 

dc,t10)cd o~ JCl!i..:d 
(b) Rc,1d1:c l.ll ln\,1r111,111,in ]{..:turn, a:1d 

D,1cu111..:11i\ 11c)t <1,,\1c1.1t,'d \l',ih rclat,d 
lllC\llllC la;,. ,..:tu, Jl',. 

Di,po,c -I : ,'Ji, .1! i,•; j'I \1cc,,111g OJ 
c,rn1er,inn to m.,g11c·::c t .. pc 

2 Hl'1ire to 1:,Llc1,1: Rccnrd, C:11tcr 60 
da:, ;1!1c1· p:·occ,,.ng or con,e1,1on to 
111,\~JlCtl..-: tap,:. 

~-,Mt<'·/1,1/>f'<'f1cn~--h/,,.~,f-l<.-t!-111~,,1...i,(.()J_~(~11i-;,m.;.,:( Public_Inspec t ion_File_§_ (Hard copy a~d . 
m"•F1d1111w1,'-1-l>1l1111JJ1 vo111-l ~:--..,m~_ r.1. 11 11- ~erture_g_a.E_d_§_) _f QI' Re turns of Organizations 
ta111cd apart l10m the "1ctu: 11 po: tio,i ol t:1c,c or Fiduciaries Exempt from Income Tax 
fo,m,. -- - - - - - - --------) 
(I) l)i,po,c -I year, a:'t,·: c11d ll;' p1oc-:ss111; :> c;1r. 

87. U11dcll\'c1cd Jnf,m110111ll1 !frilim1 (CoJJ_\ I]) tr.1n,­
m1ttcd by cmrluycr,, p:i)-.:1, .1:,d nonrn:cc, to the 
,cr,1ce center. 
( l) Di,po,c J :1n11:,ry 2 ,)f t~c ) e:i: fullo 11 ,ng the 

_',C.11' Ill \\'I\Jch pi,T•,lic'd 
88. /11/L•111u11io11 R.i.:ium1 rec.:::, cu fro;:; cmplo)c.:es ;111d 

rccip1c:11t,. 
(I) l11[\\rfll,1t1011 Rctu111, Jo,0L·1,11c-LI \11:ii 111come 

ta\ rel urns. 
(a) l)i,po~l' or Hctain, .i, apprnpn..::e. when 

rcl,1tcd incun,c t;n 1·cturn, a:c de,t,oyeu 
or retired, 

http:Iollov.nj
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~ P2ge 10 

/ton Ot·H 1i1 1t1<>n of fl'Corc.1 

No. and dl\f)u,r/1n,: n11tf1u11:ut1011, 

(2) Info, 111;1tHJll Return, nut :!,~c1c1.tlcJ 111th re­
lated income ta, rclurn~. 
(a) Di~po~e Janu.i,: 2 of tile )C.:1 foll,m1ng 

the year in which p1cp.11cd 

90. , •11e1ic Ta11e Cor/'/:111umlc11ce File1 reiat::1 11 , 

the re ·i t, p1oces,ing, ;111J 1eturn cf m· '°11ctic 
tape~ con , 1in::; Fo, ,m W-2. W:1gc . nd ·1 ,!>. 
Statement; Fonl'N_Q87. :\011;inec·\ Ir' ! ni.n,on l~c­
turn~; and Form JlN-9..._,_U.S. Iii!' :m,ll1u11 Rctu1n; 
payment Jata filed h) '-G..:.-1vfrnmc::t :rnJ non­
Government org.an1zat'9,li<~-,..::u of p.:i:c~ dt1,u­
ments and the proc.9-<ing of p.1pci'·dQcu;11cnb tk,t 
have been filet.l_y.<.,upplcmcnt or am~d~c t:.ip..: 
files. (NotC' 01'pO,JI of the ;11lor111:1ti,)ll 1'c:.w11, 
and pa' cnt data docu:11.::nt~ ,uc covered c:'st-. 
whc in thi~ Schcd1,;lc.) 

Dispo~c 3 years .1ftcr end uf pr,Jc..:,s11:g yl::ir. 

9 I. Tra11s111111al, Rece1p1 (ii/{/ Co1111 of I< ecu11l.1. Corie­
spondencc, teletype, tr:rn,m1tt,1. kttcr~. 1Cj,01t,, a:1J 
tran~mittal receipt :mu c,)!1lrol document:,. etc., 
( not covcrct.l chc" here rn th,s S.:iie,::1lc) pc1 t.un­
ing to receiving, co11t10:lrng <111d tr:1::,m1tt1ng t,1x 
return<;, taxpayer account rcgi:;tcr,, a:1d rc:latcd 
documents. 

(I) Dispo~c I year ,1ftcr end ol prncc,,1ng yc:.ir. 

92. Adl':CC of Tra11s111i110/ w,cJ to tran,n:1t schedule:, 
to the Sncial Sccumy 1\dm111:-;t1:1t:on 
(I) Ui~po,c I year :ift..:~ enc! or procc,,1n~ yc.11. 

93. TaX/lll_l'er Correspoll(/e11ci: Flies. 

(I) Corrc~pondcnce to a1:d from tile puhLc re­
questing information, bhnk iorrn,, or ruhl1c,:­
tions; notification of c:1an~c of .idd;.::,,; or 
letters of general inqu:ry I mm t;1;,.p,1ycr:, or 
their repre~ent:itivc, wl11ch l!O :·wt 1:wol\'C 
sub,tantivc tax liabil1:y c.iuc,tiC1:1,, :.ind wh1..:h 
when ::inswercd or 110tcd. coi1l)ctc the cycle 
of corrc,ronJencc ,mt.I !1ave no v .. duc for :: 
more extended reference. 

(a) Dispo,c after reply 1s made. !11form.ll10:'. 
is furni<;hcd. or :ipprcp: 1.1,c ei1an);:CS ar,· 
made in Sen .cc·c. f<..COr<.1'. 

(2) Loo,e ~c~1cuu:c,: Form I~ 10, S::,t<:1:ic1::, of 
Cl,.11mant to Refund Du..: Dcce::<d ·L,;,.p:i)cr: 
cories of death certificate; e:c .. Ihll as',cc,a:cd 
with applic;:blc retu111 
(a) Dbpo~e l year after du..: [1!.rig date of 

tax return. 

(3) Corre\[)Ondcncc ;1,:11nt:.:inci.l "' ~:hpcn,c f1k 
not as,oc1ated 111,ii ; etu, n, ,ir odv::r ,L~cu­
rnents, or covered elsewhere in :L:, SclicuL!l~. 

MT 1(15)59-1-iB (iQ 1~ N) IR Manual 

Liquor Tax Assessment Work Sheet 
~nforcement ~ Used to determine rate of 
tax and amount of tax and penalties in 
enforcement cases. 
(1) Dispose 7 years after end of pro­

cessing year. 
(2) Retire to Federal Records Center 

l year after end of processing year. 

90. Changed (See Attachment) 

http:asvccia.cd
http:ormau.in


90. Magnetic Tape Correspondence Files ~ting to the receipt, processing, 

and return of magnetic tapes contai· . ; tax statements on wages, gambling 

winnings, recipients of annuities, pensions or retired pay, and information 

·returns. Payment data filed by Government and non-Government organizations 

using magnetic tape files in lieu of paper documents and the processing 

of paper documents that have been filed to supplement or amend the tape 

files. (Note: Disposal of the information returns and payment data 

document~ are covered elsewhere in this Schedule.) 

(1) DISPOSE 3 years after end of processing year. 



RECORDS co· ,._· SCHEDULE 206.... 

ltrm " ----- !J<'.I, nI111011 of rn {//'-

(a) Di,µo~c 30 d,1y, :1i'tcr fi:c: h cl0,c<!. 
( 4) Corrc,po11de11ce 1 c'Llllc,:1ng co;,!c, A t:1x re­

turns l{cquc,t~ f111m :.1:-.pd:C:!~ J, ,ho\1•11 111 

the :.idd1L',, :nc:.1 ol ,:1c 1c1t,1n. 
(a) Di~po~c 4 r.rnnth~ af:L'r rcc;uc~t ha~ bc::::n 

filled. 
94. Source /Jun1111c111.1 u~cd for the c,t.:bl1,hmcnt o! 

ma\lcr lik,, c<1n,1-.t1:1!; of m:ui ,lq1,. :1ddre,,ogr<1ph 
plate lt\t\, :.ilphJbctic:d l1,,11i:;~ by d:,tr1cs <1:1d 
other 11,h of hu,11ic,s 11~,:1~ u,eu :u perfect tlic 
ma~tcr lik. 
( I ) Di,po,e 60 d:1:,, :.i: tc r ,Lita h-i, been con­

verted to 111:1gncuc t:ipc, the t;,;1c \C,1,icd J,1J 

corrected, and Ill,1'ter !ik c,ubl1shcd. 
95. 1\'otice nf Act/01! for /:,'11I,y ,;11 tlla.1Ier Frie or 

cquivaknt forms. 
(I) l>i,posc 5 years :.iftcr end of prncc,s·111g year. 
( 2) Hctirc to FcJc1al Record, Ccn,~r 1 :icar :.iftc; 

end of procc,,mg: car. 
96. ,\la.I/a Fili- E111i11 Cl1un~,·. or cqut\ ::1cnt to,:11s 

1w1 :1"nci:1t..:d \11,h c,1,c f:k, 
(I) l>i,lll>'>C 5 )c,1r, ,1t1er end ot p10cc~,1ng y.:::1r. 
(2) Hl'lin· 10 fcdc.:r.il R,·cu1d, Cc:ntcr 3 yc:.rr, 

altc·r end of pr<1~·c·":Ilg :,,·ar 
97. U/11c/.,, Cu11110/ Cardi, :Illd Cljll!V,1!..:!ll fo:·rn, us.:d 

a, :1 c·:1rd cnntr,11 f,ir d,1c:u:nc:\l~ ,llliu,luccd thrvugh 
the rrocc,,illg c:c!.:. 
(I) }vL1,tcr Cnmro\ C~,,,h 

(a) l)i,po~c 1-~ cl.1:, .1: :er Cc,;;:rol D:1t.! 
Rcc.1p and rc.:qu1:·c...; b:1l.rnc:ng b\·e 1,e2:, 
compktcJ. 

(2) 01hcrC1n..:,. 
(a) Di~pu,c 30 C:l;-'> a,tc: J:11,1 h:1, ~CCi1 co:> 

vcrted to m.1f:net1c t.1pc and t:ipe b:d­
;.inccd and vcnfi(d. 

98. IJMF {Ille/ !MF [:iui11 C/1:11:_c,' Cuui1 thc:d in :'.,c 
prcp:11:11io11 and rn:1,nt..:n,1ncc n'. the 13u,111c,, M,1,­
tcr File ( BMF) ,rnd the l11J11 :du,:I Ma,tcr File 
(IMF). 
(I) l)i,po,c 14 d,1\'> .!l;.:r d,1!.i !1.1, bcc,1 c,l!:\C;tcc 

lo mag11.:11c t::ip.: ,11,J l.ipc b:.il.,::cc·J :.ind \•i.::·:­

fietl. 
99. l//llF and /:\IF Dara C.,,.f,· .11:d 1.:l:1tc.:d \\01b;1.:.:l~ 

a11d t1:1n,..:11pt,, U'c·cl ,11 t1 dl\'>C! :i1c ,i:,la :o :he.: 
m.1,1c1 r,1c-~. 
(I) l>i,po,c 14 tl:i:,, ::ftc.:r 1!:11.1 !:a, b..:cn C(1i1\CilC.:d 

lo m:igncllc tape ,Uhl ,::ire b.:!:rnccd ,,n,J 
vcrliicJ. 

100. Oncr1111,•111 l?ciec'I Cwd, :nu.' T,,:,.11111u:i/1 ,i'CL'. 

in p1occ~,rng tr:1n,.:cii..:1, ::i t:·c l\·lF :Jild B'vif 
p1og1:im,. 
( I ) l)i,pu,c 6U d,l\, .:i:.:1 : .:::10v:.d f: om RcJCCI 

file. 
L!11"cPt,1ld;· (',1•· 11 \ i1:a 1 ►-q\1\'-~d::n~ 1c:.:01d) usLd a-; ' ----:------..;.......;, __ , 
~ 1 Ct'. ck,ett~'Ttrfa~b.rc-:-he--et>f;-eetrmr of 
~~~1-r:tm:rc-:i0'::s·:-· \:Jscd-·•·in--a~:-i:~i::ar.(C.j+i-

Changed - See attached insert. 
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.~---------.-----
JC\lrt{J/f(.•I/ {)j fl'C{)Jl/\. 

and dl\/JO\Jll(II/ uut!,u11:_uitOII\ 

;: ~ pee i ·, 1 ly ~+•--Pny+ltt'n-t-r.:'l'Cm~~'""·ifl l-6e~t'l l::, 
.b'.wnbcr-{-SS N-}-iln<l-E,11 p ! r, ::,·c- r--h:fcr'. r.f.-c-:-: rrc-,~"!lm -
w:r....(.Ll N-h,hangL~:-+ lrn:h:ccs-·n-;:; i ilnt·ct,rnpw;-:-:~ 
.;.a.r-0~)--

(..L.+-.J)i1-po~e-3-y~-H r-s-:1·ftc r·cr: Ll- of- f;'!'tjCt'"'~~~~­
w.-wl-i+e~rel 0wd-:---0i:,..1.1,J1., ,1-110-l-o-:rgt'f••fh.._,..J~~ 
H"tterrr:rl7l1rettr."-

(2) Uctir.-0-tg....FetJcr:rt-·Records--Ee~Htr-f--:~ 
~n.J..0J:..l')f0~"'1'n:;--:,•ea-r-r.r-~-;nc+l-tt<·~ 

02. U11pu.11ah/e, Error and J<c1cu l~l'gi11t'r.1 mid L111-
i11gs 11repareJ anJ u~.::J a: \Cl, 11.:c center, tn pc, kc, 
the ma~tcr tile and rc,olvc erro1:, 111<1dc 111 pi,1ces,­
ing and perfecting opcral1CJ:\). 
( l) Oi~po,c after 30 d-1::,,, ur whc.1 110 lrn:g.:~ f 

needed in currcnt o;)c1·.1,1u:1\ w:11chc,·cr 1, :h~ 
longer pcriot.!, uni-:,~ t:1c Su;_).:1 \'1,01) t\u,'.1to1 
at the ~crv1cc center a,k.:, !or them to be re­
tained for a lont:c'r cc1iod. 

03. Bloch Out of 
0

Ba/m1Z.c Li,ri11!;s. 
( l) 131ocks Out of LLt!;111cc L:\:rn~, ,llld Source 

Dt)CUrnent;, Rellcct111g Cori.:ct,ve ,\ct;o:1 
Taken. 
( a) Dispo.,c 90 d:1J,; afle:· cL:t,! h:,, bc,'n 

conve1tcJ to n1.1g111::,,c t.:pc :111d t:.ipc :i:., 
been bal,rnccd :111d vc11!1d. 

(2) 13lock, Out of Balance: Cm! Ci1cck L1,t. 
(a) Oi~po~c 90 J;,iys after e:1d ot p1occ,,1:1; 

year. 
04. l3/ock Proof Li.1ti11g Reg111cr. Reg:,tcr i, pr,ntc:u 

each cycle rdkcting e:ich doct::1~cnt "1i'['ll1t'' i:1 
th:1t cycle sep:iratet.! as to !MF <11:d 13,\lF in DL:\' 
sequence UseJ daily to fu: 1;1sh ,n:'o: ;n,1c1011 to thc 
di~trict offices. other service center, and ta>.j1:1yn, 
(I) Oispo,c l year aft.:r enc.; of fl!·occ,, n:,: ye Jr 

Cl5. Notice l?cg1.1ters. Li,t by DLI's', El-"' (13\l!') o:· 
SSN (IMF). m:bter file t:ix code. ta\ i1c11t;,I. 11,11;1e 
control hy t)pe of tax rctu111 :!nd computer parJ­
graph number. 
(I) Di~po~c ·1 ye;,ir after end ot prn.:cs,1ng ) c:1r. { 

Cl6. Tra11soi11t Edit Sheets u•;c:u m cxti2.ctin; d.tt:. from 
return, for stati\tical proces,ing prn~r.1:-:1s. 
(I) Di~po~c after complct1cn of each .1n;1ual pro­

gram upon 11otificatio,1 by Stati\:ics D1vis101;, 
National Offict.:. 

~l7. (}11alit.1• A.n11r1111n· Sa11111le Selcu,011 .'i/1/'c/1 unc/ 
A.n11ra11cc Col/lrol .'iirl'l'I\ t:,L·d t,i ,.:k,·t :::id .:.,­
amine ;1 grour of return~ :'0r '.\':1t1,Jn;il 0'.11c.: qu,\l­
ity a~~urance review. 
(I) Di,po,c l yc:ir ,1ftcr c()Jnpckt,011 nt an,;u,d 

progr:1m upon not1li.:a1ion by St:ll!,llc,; D1v1-
s1011, Nat1on;,il Of;1ce. 

)8. Statillics of lncunrc P10:;n,111 T11/Ju,',11111g Cc;u/1 
u,ccl for ~t;,iti,tieal procc:,s,n~'. rn· ''":ec:cci ta., 12-
turns. 
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101. Unposta0 ~nd Nullified Unpostable Cards and 
equivalc records used as source documents to 
facilit~ the correction of unpostable trans­
actions. :sed in all research,. especially in 
payment tracing and Social Security Number (SSN) 
and Employer Identification Number (EIN) changes. 
(1) Paper Records (Not Microfilmed). 

(a) DISPOSE 3 years after end of processing 
year in which closed, or when no longer 
needed for internal audit, whichever is 
later. 

(b) RETIRE to Federal Records Center 1 year 
after end of processing year in which 
closed. 

(2) Microfilm and Hard Copy of Records (applicable 
for service centers which are microfilming 
these records). 
(a) Xicrofilm Record Copy not intended for 

reference use, but to·make additi9nal 
copies, as required. 
1 DISPOSE 3 years after end of processing 

year in which closed. 
2 RETIRE to Federal Records Center 90 days 

after creation and verification. 
(b) Research Microfilm. 

1 DISPOSE 3 years after end of processing 
year in which closed, or when no longer 
needed for internal audit, which~ver is 
later. 

(c) Hard Copy. 
1 DISPOSE 90 days after microfilming and 

film verification. 



Item 
No ' 

VL ...JVI JL.UUL.L. 4~lJ 

DC1u1 1~r,011 of ,,)t; 

(I) l)i,po~·c after COi~:p\ct:on of c:ch ;1nnu:il or 
other rerioJrL· p10:;:1 ,:111 uptrn notriicatrun by 
Stati,trcs D1v1~1un. NJtior:,!i Oilicc. 

109. S11111ple Se/N!Wn Siiec11. 
(I) Dbpo~c I yc;ir ,il:cr ..:o:11pku11n of ann1,:il 

prug.ram L:nlcs, nutrficd 1iti1crn i,c by St.rt1q1c, 
Div1s1on, N:1tio11a: OJliL..:. 

I I 0. Sample Recei111.1· C()IJ/rol Cardi u,cd to key punch 
Sample Selcetio11 Sheet,. 
(I) Di,posc ;rftcr cornplc11,,11 of c:.i..:h .innu:i! pro­

g.ram upon not,!1c1t1on 1,y S,atr,t;c, D1v,,1on, 
~ational Office. 

111. Sa111plc Sdeclwn Sl1c<'l.1 oni! n!lw ld('n1t/1c//11un 

f<ccords i~,ucd 111 the T,i.,r,iycr Com11l1,111cc Mca,­
urcmc11t Progr,Hn. 
(I) Di,po.,c 6 months after comiM::t1on of .innuJ] 

program upon not1tic;1t1on by Stat1'11c, D1v1-
sion. Nat1011,rl Ollicc. 

112. I/lo( J.. /'roof C~1rcl.1 u,cJ a) iJILJd p:oof controi 
carJ for ,tat1,t1c,tl procc,,rng o:" ,clcctcu CO! porJ­
tion tax returns. 
(I) Di,po~c Jftcr complct1on of c:.icl1 ;mnual 

prog.ram. 
113. D11n1111t·n1 Conlrol .\li11.1 U\CU 10 co:11rol anJ rou'.L• 

,tati~tic;:i[ Jocu1ncnb in ,L'rv1cc ccn1c1, ,ind \\'h1ch 
arc not rcturncJ with the documcn:, or return, 
rrocc~,cd. 
(I) Di,po,c I ) car ,!t",cr l·nJ or p; t1cc,,1ng ) c.ir 

upon 11Pt1f1cit1on b; ~tJt1,t1c, D1v1,1on. Na­
tiun,d omcc. 

I 14. S/!111.1/icul !'1oce1r111_<.c_l'rogrcH l{e,!/1111 01, co;:1-
rictcJ dPC\llllCill, c:.ch \\c'd 

(I) ni,IHl~C ..J ;C.11' .lftcr C,!lli ()'. rrcll'c,,111; ) C,lr 
(2) Hctirc tn Feuer.ii Rcccrds Ccn,c:- 2 ;car, ,1fter 

end of proccs,ing 1 car 
115. Valida!1011 Ca11/1ca1cs of i'nnr Alliericnn 011ne1-

.1l11[) nnt! lntcre.11 /;q11u!:~n1ton Tux Co111pliancc 
(Rct;irncd in Anu,)vcr Scnrcc Center.) 
(I) Hdain. 
( 2) l1.l'lirc to fcJi.:1 ,:! R.:cord, Ccn:cr 6 months 

after Ct)lllpk1101: of n,atc:'.;ng "nu vcrif;c:1t1on 
npcr.itic,n,. 

116. Srwii1/ Scn11111· Ten N.cu1r,I C111cl. "I 111,· IX Record 
CarJ or cqu1\alcnt ;-:,01c1, pc:r,.1111,n; to \\Zlf;C and 
exc1,c tax return, 

I l 7. 

I I 8. 

(I) l)i,po,~ /(J 1c,1r, J!!~: c:·,J of ;,1<Jci.:,,1n_l'. yc;1r. 
(2/ Httirc 10 r:cLk1.,I i<.:c,JJ:i, Cu1kr \1l:\.'.n no 

li)flgcr needed 1:1 cu! 1 u1t upLI ,:11011,. 

~ .. I.J:#-l.....Q,_1'1/1//~U//1>1/ ,\lu.,11·r F,1,•~-~'~!5fJ,c,,1,'o/fT'fr Exempt Organizations Master File Vouchers and 
1'11111 1-:11111~~lfi:,o;,.;.,l,aF.:J:.aff..;,-;;run1, -e.- -~-~~ Employee Plans EE.!_i~hanges. 
(,.L,)-l~ph,l' "2 ; c,1r, J::c1 c11d 1~~... (1) DISPOSE 4 years after end of processing year. 
,~LliJJJf:!.!.'l:_. l,1 11111\• 1· l (2) RETIRE to Federal Records Center 2 years 
(I) I3kd L1;rt;r·t;'.~-k1r...,\Li:--:,·r hi.: 13,;.Lu,rr<:. I after end of processing year. 

0 . IC --- _,. "-. (a) 11,c111a L'J'Y ..... --;-----:-_ 
I 1>i,po,l,'.-••1\·h~n :cL1tccl rctunfs---!H'C 

d6fi.-oycJ 118. Changed (See Attachment) 
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118. DoCl:Dent R~pist~r - Blocls-~~---- dection Record. Used to 
establish a~d ~aintain con~: ~f documents (block listings) 
for returns and related docc:· 0,-:-.ts. 

(1) Document Register (For~ 813). Identifies documents with 
remittance and those without remittance for assessment. 

( a ) Mas t e r Fi 1 e 

1. Original copy 

a. Dispose when related returns are destroyed. 

2. Duplicate copy 

a. Dispose two years after end of processing year .. 

(b) Non-Master File 

( 2) 

1. Original copy 

a. Dispose when related returns are destroyed. 

2. Duplicate copy 

a. Dispose 30 years after end of processing year. 

b. Retire to FRC two years after end of processing 
year. 

Bleck and Selection Record (Form 1332). 
and related documents without remittance. 

_, 
Identifies returns 

(a) Original copy 

Dispose w~en related returns are destroyed. 

(b) Dup:icate copy. Used to transmit SS-4 Forms. 

l. Dispose when related SS-4 Forms are destroyed. 

N-6't~.: ..... -/-Eor~ 8p are separated :iy ;,.jaster File and '.\on-:'la-ster rqe. 
Probl'ems\witr. Ma·ster 'file Forms 813 can be rcsear~h throu.gh' 

\ ~ \. \ ' 
\:'.icrofil111:··• Non-~fo.ster File:; F'or;-ns ~813 are'•not established dn'· -· 
~icriofilrn) There(ore, the\'paper docuce::nt is needed for 
·c.grt\ficat\on purposes. ',. 

•' \I 
I 
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/('111 

1/n. 

... .. /Jc.IC fl{1/1011 of rcrorJ, -

und (11\f)0\1/1011 o";l1un::.u!1011\ 

!--'a 6e 12 

Dupl'1ca:c copy u,cd .:, ,uu1ce uocLm 
for service cc:~tcr conl!ol tile:. 

Di~po~c 3 ) e:.ir, after cnu of 
ng year. 

(2) Lt. 111g, for ~0,1-:Vla,ter File 
Origin I Copy. 
I Di~po ' \\'hen str1ppcu ' llm ;ctur:1 ! 

filed in • pin ,equcncc, ' 
subscqucn p.tyment, .itcr ,um:r:li'l­
zation, J0UI, lioti,)1 :rnd vu1!1c1t10;1 
act 1011, .1,c cu,, 1kyu. or \I h.:;1 ,ct urn 
filcu Ill DLN ,c, ,cnce J:-, d.:strO\S::U. 

(b) Duplicate copy 111·,1 · 
t1011 on revc 

Ifopo~ f p, clCe,,-
ing year 

2 Retire o Fcdcr:11 Recore.!, Center 5 
a:·tcr end of proce,"n= year. 

( c) Tripi' ate copy u,cu .1, ,c,11rcc doc 11e:1t 
f o e rvicc center con'. rol ti 1e. 

Dbpo~c 3 years :ifter c:HJ of proce,, 
ing year. 

19. Exan1111a11011 Uccurc/s l'rocer11'cl ior /\011-1\J1;.11c:r 
File Re111ms, no return, atl.lchcd. 
(I) Di~po~c 3 years :iftcr end ,lf p;oce,,::1g ~car. 

20. Dec/ararwn of Ueceipts of /Jo/111wl Co11111/){ftio11.i 
(I) Oi,po,e on April 15. 5 yc.ir\ f,llloll'1ng the 

yc;_ir date on upp.:r right h.!nu s1Je oi for,m. 
( 2) Retire to Fede, :ii Record, Cc::.er b 0·;1nn1ng i 

January 2 following the end ot }'Ioces,ing 
year. 

21. Presiclent/Cll Elccrio11 CwnJ!ili);II F1111d, Sr1,1n11e111. 
(I) Di,po~c 6 years after enu of proc.:s,1ng ye:ir. 
(2) Hrtirc to Feder.ti Recorcb Center bq;inn1ng 

January 2 following the end of procc,,rng 
ye.Jr. 

22. A 111111a/ E111ployer'.1 Ret11111 jor 1:.11;p/0_1 ce's l'c1mo11 
or Profit-Sharing !'/ans, 111cludliig :.111 rclJtcd sched­
ules, document~. corre~pondcncs: ami cxh1::iits, f1lcJ 
by the employer who rna1ntain, :i p!Jn or plam for 
his cmrloyees or for h:mself. 
(I) Di,po~c 6 years alter end of procs:,,:ng yc:u. 
(2) Hdirc to Feder.JI R.::rn,ds Ccn:cr :?.O month~ 

:ifter end of procc,~:1,g: c:..:r. 

23. /11stul/11H'11t /Jtl/111g C/u.l('i/ C1~1c F,/n lnc.uuc:c; 
Service Center no:1ces, comput.::r j)JI ,1g1 aj)h, 191 
and 480 printed on Form -Ii 79, bJnk flir,:1, used 
as po,t1ng document, to ma11u,1l:y upd,!IC :,1,ta:1-
mcnt cases. An 1mt;_ill1:1cnt cJ,.:: file :s cl,hcd when 
the account i\ timely 211u f,tlly p.mi 01· \1,hcn th.: 
account is trJn~fcrreu to TD:\ ,t.11us 
(I) Di,po~c 1 year ;_iftcr caknu:ir yea, rn which 

case was clo,ed. 
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~ECORDS CON SCHEDULE 

Dt'\C ri{':1nn l)f re, (Jrd, 
""d d:,110\il1u11 u111l,011:at1011\ 

124. Vcl11clc l?cg11/111111 Nc·cord1 U,ct! t',)r :he J 11!,'.liw.:y 
U,c Ta\ (I-IUT) Ccm11!1.incc P10~1J;11 

1 1 , , •• ,i , l ;· • 

, ~ conq,k-
. ~ , , U,c .1., 

ompl1a11cc Pr,)g1 Jill 

125. lnformMion H.e1urn.1· f',og1w11 P,1: cc T;:i:-- Jde11t.f\­
c,1tion :--;um\.Jcr (Tl:\') l'crlc~·t.011 Match L1,1, (CP 
2010, Fo1m 4')06); Rcqutq, !'01 Vcrif1c;:itll1 ll ,>i 
N;1rnc ;:inJ ss~ (CP 20: 1, Fo, rn 53.'\2). l':I\CC 
Tli\ Pcrfl.!ct1011 Rc,ca,ch Notice~ ( Cl' 2ll I 3, h1: Ill 

5502); Payer Correc11,)11 Tra11,cr1pi~ (Cl' 2016, 
Form 5437); l'.iyc·c Tl:'\' J\:: icc11011 Upd:,tc l~cj.::ct 
Reco1ds (CP 2014, Fnim 37'.'.S); :rnd J>,1:c·r Co1-
rection Update Reject R,•corcJ, (CP 2017, Fo:m 
3624). 
(I) Di,po~e of Jocumcnts 30 d.1ys aficr d.1i.i h.i:, 

been converted to mag11ct1c Lipe:. the t:1pe 
vcriliL'd, and the t:1;1c u,cd io upcl.t,c t!ic ,cl\-
1cc ccntcr-P:iyce Tli\ Pcrfcct:,rn File or PJ)Cr 
Correction file. a, .1pp:op: 1,:ic 

126. Audit {//Id A/J/l l?ccouls of 1/;e lnfrm11mio1: l<c­
/ums l'rogrwn Di.1·crc/JWIC_\' and U11dc1re;)()r:cr l<.c­

/(l[ed Ooc11111e11tJ: 

127. 

I 128. 

(I) Tr;,imcript Limiil:,g C11c1, Specific T,·,1n,cnpt 
C1rJ, ;:ind AuJ,t hnde: C.,rd. 
(a) Di,po~c of c.::1J, 3() day~ ;:iL..:r ,L,ccc~,tul 

input to '.\l.,g;;c!ie Tai1c l,1r ~clcct2J 
c:.i~c c:1rc1~ or ,:mult,mcou,iy ,1 :tL u,,­
po,:11 oi tr;:i:1,c1;pt~ fur llOi\-,ckcteJ c.1,..: 
c;:irJ~. 

(2) 0'01Mclcct Audit (Di~c1".:pancy a,1J LJ::dc1-
reporte r) T ran~cri pt>. 
(;:i) Di,po,L' of 1: .. n-,c:ccted tr;:n~c, ljJh (i() 

Li,1y~ after f:nal .1ct10;1. 
(3) Unm;:itchcd .t\ud:: F:mkr Cird L1,ting. 

(a) Di~po~L' of li,,i;,,; I ,1ceJ... :.iftcr ,uccc,~f1;l 
corrective ;1..:iio:1 h.1, bcc.n :,1f-:cn tor 
fmd..:r ca1d~ :nJ;c;;:cJ nn t11c i:,t. 

Ac//lllr_\' f,foil111g Li.11 fll/OIJll/1/(()1/ F,ll:n 53c1s ( .lC­

CUlllUiatL·cl in Andovc, S"1'v1cc Center 01il)) 
( 1) Di,po~e ,\ftcr 3 )c'a:·,. 
Em1,frn l'C l'/1111.1-P/a,i C1i.\C C1,1:/I o/ I 1111,11 I<. rco, d. 
Form -U1'<(1/\ 
( 1) Di,po,c 9 1;1<111·!1, a!1cr jJrucc,"1;_;: cl.iic 

(1'1orc,,•ng date·:, Juli::n c:,::c, 4th. 5th, .ind 
(ith d1!.'il, oi cc111trt1i ,:;1111l,c, J 

(NOTE: Item 12c1 ;, rc,c1,cJ l,1r futu:c :1Lid,tio:, 10 t!-,c 
~~l{ctllJil\ P1·occ~~lll~~ R~corJ~n iJUlt10i1 1.)! ~:1:~ 
Schedule.) 

CASHIER, ACCOUNTING MW 
ADJUSTMENT RECORDS 

130. /)oc11111c111 Rc111i11a,:cc ,:11d .·l ,.1·c.1.1111011 Jfrc,1.<i<.'1.,, 

Ce111(ie111cs of DcpoJII. Cop:.::s cl registers :i:,d 

(1) D-~20SE 14 months after COffipleting the match 
HUl leads (Vehicle Registrant Records) 
against the 2290 Alpha Listing. 



I\L.\.,Vr\U..:) ~UL ~~~tUULt_iUb , 

Item 
No. 

, , .• 

Dcscri1i1,011 of .els 
and cl, 1pos1110,1 ''!!/fff10,,~alion.f 

(I) Dbpose 3 yc:u, after the close of year in 
which the stamp, were ,old. 

140. Cover Cert1fica1c:s in Ji~u of lost or dc,troyc.:d 
special tax stamp~. 
(I) Dbpo~e l year af:cr issuance of l:lst ccrtitic::itc 

in book. 
141. Pu11ch Card Requew for t::ixp::iyer address infor­

mation from the IMF. 
(I) Dispose ::iftcr m:.11L,:g information to requester. 

142. Narcotic Regis1ra11ts, /11ve111ory Rccorc/1· and Pur­
chase Orders, 
( I ) Dispose 5 yc:llS ::ifrcr end of prucc,si,1g J car. 
(2) Relire to Feder,!! Records Center ;,;ftcr Janu-

ary I of the year fol101,ing the proces~ing 
year. 

143. Records of Receipt.\ and Di.1po1al oj Narcotics. 

t 144, 

145. 

146. 

147. 

Monthly reports submiucd by rcgistcrcd mers and , 
sellers of nzircotics including all rcbted corri::­
spondcncc. 
(I) Dbpose 2 year~ followi.ig the year in which 

filed. 
Encoder Tapes and Logs. 
(I) Dispo~e 6 yi::zirs after end of procc~sing ycJr. 
Federal Tax Deposit (FTD) Forms or equ1v2icnt ( p: 
documents used by t:.ixpayers to d~posit Fcderzil 
taxes with' a,_~ommercial b;r.k;-•'bcpositary for 
Federal Taxe~, or with ::i -Federal Re,erve B::ink. 
After completion qf. processing tile FTD forms -arc 
retired to the_Fcd-eral Records- Center at :Vf;;chzin-
icsburg, Pa:-· -
(I) Dispose 3 years J:ter close of list year. 
~f-!Yepoi ii s and DC posiTTlcTc ts. 
( .LL-Dispo~-r-,...aJ.tc.::.~f.Jist-v-eaF- - ff> 
Loose DR LISlings. Registers rcOccting zill De-
positary Receipts (DR's) that have become sep-
arated and referred to a~ Loose DR 's. PrintcJ each 
cycle ( when there arc Loose DR's) by EIN and 
district sequence. The DR cred1t 1s inpt.:t to the 
master file. Used to determine tax pa;mcnts and 
to furnish information to district offices and tJx­
payers. 
(I) Dispose 10 yezirs after end of processing 

year. 
(2) Relirc to Federal Record, Center 4 years 

after end of proccssrng year. 
148. DU Tra11.1·111i11a/ L1s1111f;~. 

(I) Di~pose 6 years dtcr end of proccs,ing yc;ir. 
(2) Retire to Fcc'.eral Records Center 6 mor.ths 

from Tape D;iro. Control Sheet date. 
149. Unused DR Listings furrnshed by Federal Reserve: 

150. 

Bank. 
(I) Dbpose after all it2m, have been closed. 
Schedules and Lists of Canceled and U11dcli1:ered 
Checks and Bonds. 
( l) Di~pose after audit by General Accounting 

Office (GAO) or when 3 years old, which-
ever is earlier. 

146. Certificates of Deposit:, aud Deposit 
Tickets. 
(l)Deposit Tickets (marked "Bonds"). 

(a) DISPOSE 10 years after close 
of list yec1r. 

(2) Deposit Tickets (others). 
(a) DISPOSE 3 years after close of 

list year. 



18 I. 

182. 

183. 

184. 

/)c1e n/>/11111 of rc1ord1 
uncl dl\J>1niiion ,·urhu11.:.11l1u1·, 

(I) Di,po~c after ;1ud1t h\ (.,!\O ()r ,1hc:n 3 
old. \1 hichcvcr 1, c:,1, !1cr. 

yc:,11, ! 
Concurrrnc..: of Rcg,,1n,t\ !11,pcc,,ir \\;,ill l·c u\,­
t:iincd for any d1,p(1s;tl bdu1e the three yc;11,. 
Sc/1cd11/cs of Ncjcct,'d Clw1111 
(I) Di,po,c 3 ye,1r, ;1ftc·r end of p:-nc:c:"111!_: yc.ir 
TC'cl1111cal Section "C/,,,ctf Scr11ir,-1·1'" (',11e J-"ulrlcr.1. 
Re!,idual paper, rd11;11n111g 1;1 t!i,• tnldL·1~ ,uc\1 .i, 

work p;:iper~; t1a11,eriJ'tt()Jl\ of lei\ ;1CC()lJJll ()f ,1,·­

counts: Form 3~70, Rcqucq 10r ,\llJ,:,:1;1cnt. :llicl 
4173, Special Ca,c Relcrr:il; a:1u copic:, o\ co1-
respondencc. 
( l) Di,po!>c 18 nwnth, :iftcr ..:!o,cd date 
Tramcriprs vf Acco111i:s re4uc,ts .11,d 1cl:ncu 
documents. 
(I) Di,po~c 18 month, ;iftcr end oi prli:.:e,,111'-! 

year. or ,1,hen no longc·r needed 111 c1111 L'ill 

operation~. 
A 1u/1t I A ppcl/nte .A c/111s1111c111 /1d11cc.1 ( /.\1 F and 
BMF). 
(I) Di~po~c after internal .lllt.lit of o;)c1;itions and 
accounts. 

185. Payments Tracers. 
(I) l)i!,pO~c I yc;ir .1tter p:1y,;;erit t,.1c..:~ is clo,ccl. 

186. Report.\ of rmt.Z'" Ta.t('S. lnpLil m:htc,· 
file information. or to noti!'y ::iccc:i;"iilT,;1g o[ uncol­
lcctihlc stat11!> ot non-m:i,:c~ tile TD.-\ 
(I) Di~po~c after cnu of p1 occ,"ng yc;ir, or :iftcr 

posting to the m:i,tcr :i!c. 

87. O[/crs in Co111pro11u.1e. C:isc file, includin'.'.- J;1t;1 

concerning ofTcr, 1n l'C'mp~om,,.: b> c,1,h. 11i~,:d i­
mcnt, transm1tt;ils, and .icccpt:111cc of o!:er, 1,·1tll 
rel:itcd correspondence. ( ;--.: otc: If <1 co1,1;:i10;11isc 
ca~e file con1a1ns ;m 1n,tai.mc11, t~lkr. or 1f :111 o!Tt?1 
involves a coll:1tcr,il agreement. the d:11c: of cl:J<;ing 
the case shall be the cJ,1tc tile offer 111 c,1111p10:.1i,c 
is accepted or rejected .,ftcr pJymen, in full ]1.1~ 

been received, or the date on 11h:ch :u:! comp'.1-
ance has been m:icJe w:th the: tc1 ms of the coll;iter::I 
agreement. whichever 1, the lJtcr date.) 
(I) Di~pO!,C 6 year, after close o: c.1,c. 
(2) Retire to Federal Rccc1d, Ccntc;- 3 >c:l!, 

after close of case. 
88. !Jarred IJC'(rc1c11cics. Cop1e, of Forn; 3909 t:,2 J 

to 1eport st.1tute o,p1r.1t1u:1 o: b.11 rei.J J-ciic,cnc,~, 
anu m er:isscssmcnts .111d on ccrtJ1.1 no c:::::;112c 
and ~urvcy c:i,cs to the rcg,011:11 oflicc. 

89. 

90. 

(I) Di!'!po~c after 3 year,. 

Liquor Tax As,ersnient lvo1 k Slzee1 E11wrcc111c111. i 
Used to determine r:itc of t:J\ <1;1J c1rnou:ll 0£ t,1x 
and penalties in enfcHcc1:1c:1t L'. .. scs. 

1 
(I) Di~posc 7 yc,1rs after cnJ nf _p: oc.t?,~ing yc:ir. 
Statement of Account for Jlwticipcnts u, /11d11,11/i1,.i/ 
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/rem 
No 

(I) Rcco,d copy ( micro:ilm). 
(a) Di,pu,c 30 yc:.irs alter enLI of 1lilKe,,1ng 

year. 
(2) Coric, required for ,c~C:lrch 

(a) Di~po,c 3 ~c .. r, :liter cnJ of prricc,,,ng 
)Car, or \,)1c11 no lrn~gcr nccJccl 1;1 cu1-
1 cnt opcr ,li Ilrn,. 

205. NMF Acco1111t.1 /<('_1;n1cr 011d NM/' Nc,ll(e /)1rec-

1nry. Contain, Ll,lt.t f1om G,lt. E,::1tc, h·Jcrnl U)c 
Tax on I fighw,1y Mntor Vc·h:ck,. T:ix on \\'.1gc?-
ing, a11d Spcc,,t! T.1x Returns. 
(I) MJstcr _.. Jor prior c, cks - Cop, '(!>J 

.(a) Oi\po,ttipon 1ccc1pt .rncl vc11:ic.:t1on of 

new wcdly RMF·~'iiiL.------· Cop.'e.t 
(2) All copic\ prodc1ccci '.or :·c,c:!rch pu:p0,c,: · • 

(a) Di~po,c when no lo:1gcr nccJcd in cur-
rent opcrauon). 

206. llM F A cco11111s R et:/\lcr. \-! i.:rn1Jlm p11 n i,iut on 
_;1 wcd.ly ha\i\ ,t:irt1ng .tftcr July I, I %8 The 
BJ\.·IF Account~ Rq.:1\l..:r rcp:.icc, the ll\1F !,~ck» 
Rcgi,tc1, S·:ttlcmcnt Rcg1,1cr, .11:u t:1e Out,i.!ncling 
13alancc L1\t. Each cycle :in entity or t:1:-- j)Cr1od ,s 
active, :ti! ro,ting, t,1 t:,.li 1).:rnid \, ill :1ppc:1r 0:1 

the wcd,ly account\ rcg1,1cr. The :iccou;~t, rc,_:1,tcr 
for that cycle i, mc;gcd \\'Ith the .. ccoun:, rcg,,'.cr 
for the next C)..:lc. Thi.;,, t:1c,c cycl.:, :ire ac:::urnu­
latccl for a ,cries until .t fi11.J! :1ccumul;1t1on i\ n1c1dc 
on a four-wed. b.1,i) E.1ch t.11-;).l:.:1 rni the 1,·,::'.1,­
tcr i, li\tecl by t:1x p.:nd. within :--fa,tcr F:le T:ix 
( i\lFT) Code. w;thi:1 El'.'!. The ~cquc11cc wi!! be 
hy region, district, El;':. !\·!FT .1m! t:1x p.:nod. 
(I) l3MF Monthly Cumulati,c .. ~ccou::t, Rcgi\tcr 

(record copy). 
( ;i) Retain. 

(2) Copies of Bl'v!F \fonthly Cumul:n:vc R.cg;\­
tcrs required for re,c:1rcl1. 
(a) Di~po~c 5 year, Jfter c11c of proccs,ing 

~car or \•.hen no ion6c1 nccdccl 111 cur­
rent operat:on). 

( 3) Weekly 13M F Accriunt~ l'\.:gi,tcrs. 
(a) Di,po~c t,pon recci1)t ,lf ~ub,cqi.;e:lt 

weekly rcg1~:er mc1g;,1g j)Iior rcg:,:cr, 
,~ith all of the acuvc .1ccount, for the 
current wee!--. 

207. /1MF Reference l?egi11cr i\·11crofli:11 rnclc\ to CJ­

mulativc BMF Accou1m Rcg:,tu Rcfc;cnc ;cg­
i,tcr 1~ proJuccLI i11 ;1ccoun'. number \, ith J;si1 ,ct 
ollicc ~cqucncc anLI Ii~:, the cyc!c 11u111bc, 1n wh1,::1 
a tax module la\l ;1ppc,::cd 111 a cu:nuL1tJvc rc,,:i,­
tcr. Reference rcgi)tcr is upclJt.:d every :our wcci-.s 
on a cumulative ba,1~. 
(I) first and t:i,t G\1F Rcfc.-cncc Rcg1,:cr o: 

year ( record co pie~). 
(a) Retain. 

(2) Copies of 11N and la~t B\1F Reference Reg­
ister of yc:ir required for ~cscc1rch. 
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~[CORDS, CONl i,, SCHEDL:iLE 206 -----------'-~-
year, or when no longc:' needed 111 cur­
rent oper:1tion~. 

(2) Quarterly Cu111ulat1\'C Regi~tcrs. 
(a) Di~po~e 60 d.1ys afte;· rccL·1p: of annual 

cumulative reg1,:er, or when no longer 
needed in current opcr:1tion~ 

212. BMF Taxpayer Nu111her Direcion·. Numeric list­
ing by taxpayer's EI:--:. n:1me, ,,ddre,s, employ­
ment code. location code, i111d fili1:g code. 
( l) Annual Directory ( reco1 d copy). 

( ;i) Retain. 
(2) Copie~ of Annual Di1ectoric, required flH 

1 cscil rch. 
(a) Di~pose 5 year, :1fter enc; of ;:iroc.:s,ing 

year, or when no longer needed 111 cur­
rent oper:1tion,. 

( 3) Quarterly and I ntcnm Di1 cctoric,. 
(a) Dispo~c after receipt 0f annu,ll cir quar­

terly directory covc1 ing ~amc taxpayer, 
and tax pcrioLk 

213. 'f'::v.e111pr Orga11i~Mio11 /vf(llrcr File (EOMF) ,Na- See Attachment 
rin11al Alpha Regil'fcr cont:1i11in~.: ;1I! cn::t;cs on the 
EOMF, i c., org.rni1at1L1n 11,1111c, ;1:.Jd1·e,,, region, 
district code, am.I other iC..:cr.ti[y111g ,ymbols ( pro-
duced by Mid-Atlantic ServJCe Center). 
(I) Annual Rcgi~ter. 

(a) Retain. 
(b) Retire to FcdcrJI Rccor,i, Ccntc; 5 
, · - years after end 01 ;)rocc'>S,ng year. 

~ Supplcmcnt;tl Rcgi~tcr,. 
(.i) Di~po~c aftc1 1ccc1pl of an1111:1I rcgi\ler. 

214. i!::,,·Miµ_r O,.,,m11ai1io1J Masrer File (EOi\!F) Trnns- See Attachment 
actin11 llistory l?cgi1ter (:in11u:il) 111c'.udcs ;ii} 
trans;ictions posted in the -EOMF fnr a ,pcc1f1cd 
period. ,~,·•""' 
( I ) Retain . 

.,R-j'if~tire to Federal Records Ccn:cr 5 ycJr~ 
;i ftcr cnJ of procc~~1 ng year. 

215. (Mil)) J'apc /11dcx T?.cgi1rcr and l\•w11c D11cctory 
containing entity d;it;:i 011 non-m:!S:cr 1;1c rc:,Jrn, 
(Fonm 942. 943. l 065,'tl!,~iLlL~05J. ,T[ic_ l,r;d~.;,,._ _ . ._.4638 
Ref!ister is m EI N order, the ~ ame Di recto: y 1, 
in al phahcl ie 01 dcr. 
( l) Annual Rcgis:cr and Directory ( record 

co pie~). 
(a) Di~po~c 30 ycJrs after c;1J of processing 

year. 
(b) Retire lo Fedc1,tl Rc-::ord, Center 3 

year~ after end of p1 occ,,ing) car. 
(2) Copic, required lc,r 1c"c:n·'.1. 

(a) Di,po))C 5 yc.H, :cltu cnJ of ;Jrocc,,111!; 
year, or \,hen no long.::r nccJcd in cur­
rent opc1 ations. 

(3) Tcmrorary Register, Jnd Di1cctonc, (quar­
terly). 
(a) Dbpose upon receipt of subsequent 
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213. Exempt Organizations ALPHA Registers ·: Cross-References (National and 
District - Microfilm/Hardcopy) and E~: ~~gisters (Microfilm). Containing 
all entities on the EOMF, i.e., organizJtion name, address, region, 
district code, and other identifying symbols (produced by Mid-Atlantic 
Service Center). 
(1) Annual Register - Master. 

(a) RETAIN. 
(b) RETIRE to Federal Records Center 5 years after end of processing year. 

(2) Supplemental Registers - Master. 
(a) DISPOSE after receipt of annual register. 

(3) Duplicate Copies. 
(a) DISPOSE upon receipt from the field 

214. Exempt Organization Master File (EOHF) Transaction History Register (annual) 
includes all transactions posted in the EOMF for a specified period. 
(1) Masters. 

(a) RETAIN. 
(b) RETIRE to Federal Records Center 5 years after end of processing year. 

(2) Duplicate Copies. 
(a) DISPOSE upon receipt from the field. 
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,',-1/-. IC-r-ip-li_O_IJ_O_f _rr_C_Or-~-,S- . -•-----

Wld d11po.111,011 1,,,,.',on~a1io111 

quarterly reg1~tcr) and d1rectoric) cover­
ing same taxp;:i) c1, ;\, ll'c!l :i, :1:I new 
taxpayers added ior the 0:1:nc t:1:-- pcrioti. 

16. Federal Tax Dcpo:,it /frgi,1ers (FT[)). (0-'amc· 1~ 1 
Control, EIN Rcgi,tcr, A:11ount Regto:er) Listing 
of FTD payments received by the Sc1,1cc in the 
National Computer Center. All FTD p::iymcnts arc 
forwarded to the NCC on mag:1L·t1-:: up.:: by the 
Office of the,.Trcasurer of the l_j,S. P:1>mcnt~ :1ic 
listed in three -scp:iratc sequences to provide: n:­
scarch sources fo,r trJcmg a:1d 1cknt1fyi11_£ FTD 
payments. ·•., / 
(I) Name Control and EIN Rcg;s,crs: 

(a) Cumulative Regis,crs.(Rcco:·d Copy). 
I Dispose 2 ycab 1 after encl of proc­

essing yc::ir. >. 
(b) Weekly and MSJrithl)' Register,: 

I Di~posc up6n receipt of cumula11vc 
',, quantity register. 

(2) Amount Rcgiste'r: 
(a) Cumul,Hi~'c Registers (Recor,! c;:opy). 

I Di~posc 5 years ;iftcr encl o: proc-
essing year. '·,. 

(b) \Ve'ckly :md·Monthly Registers: 
11 Di~po~c Ui')On recc1p: oi curnulati\'e. 

qu,rntity register. 
7. Regi.1ter of Unapplied Tra11rnuw111· ( Incl1v1uu:1l 

and Estimated Returns). Li~:1ng of u;imfe1, bc­
twccn types of tax between d1)trict,, or to list un­
applicd tra ns;:ictions. 
(I) Record copy. 

·(a) Di~posc 2 years :iftcr end Llf procc,smg 
year. 

(2) All other copies. 
(a) Dispose when no longer neeucu i11 cur­

rent opcratio:1s. 
18. Alphabetic Index Regis1er (Gasoline Tax Rcbnu 

Claim). 
( I ) Record copy. 

(a) Dispose 30 years after end of p~occs~;:1g 
year. 

(b) Retire to Fcdc1al RccoiJs Center 5 
years after cnJ of proc;:ss1ng year. 

(2) Copic~ required for rcsc:irc!1. 
(a) Di~po~c 5 yc:ir, 2.ftcr c:,d of proccs,ing 

yc.1r, or when no lo:1gcr nccl!.:d 111 cur­
rent operations. 

19. Master of Micm(i/111 /i:Jex, D1rtcturie1 n11d 
Registers. l\1.1stcr tJpcs, o .1er 1an ,1osc Ill tcm 
205, from which service centers m;ikc copic~ of 
indexes, registers and directories Thi~ ~~i~-;..;n;,.;.o...;t _____ cop y 
intended for reference use, bu, to m.ikc :id1ITtional 
copies, as required. 
(I) Retain. 

IT 1(15)59-WHt (lO 19 j?f') IR Manual 
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RE<. 

/J1·\U,/Jt1011 of rrcou!\ 
and d:,(10\tl 011 ou!l1rn::-r:flnn\ 

(2) Retire to Fcdcrzi: Record, Center after 
111011 \ '.1 <; 

220. Tax l'rau :r 10111"· !? 1'C: 1 ,rrr ----·-and Preparer 
(I) Di,po~l' .11:c1 rcc~1pt of ,:pda:ed rcg1stc:-. ,,. 

whc1, no IL1n,.:cr nccL'.cJ fo1 r2,c.1:Li1 jlUl-

po,cs. 
221. SCRIP \fo.uh/. ,110/,1 n~"' 7/5.5Ci Co11t1ob 

of li,form1t,iB+t-',-tt-t;,1•eu to D11ltt C2.1:er4 
fl) l)i•,po,e 11f12. 1 'd?.:. 

222. Ou1pu1s un ror111 36]4 from 1-/.Mf R:111, 
(I) RMF IZC\:.'.111.JC I\CCC:pt, Controh-Rc::1 

961-01, c)rig1·1,ii r,,1,;: :-h2~. \\'c•:1...1:, R,,:, of 
RcvCllllC Rccc:rt,, TDCS c1:~d Jclc:cc block, 
(<1) l)i,po,e ;i!tcr I :sc:1:-. 

(2) Rr--•IF Control D.1,,1-Run, %1-13 ;i:1d 961-
05, or1g:11ol Fo1 "1 3624. \\ c::kly sort and 
mcrgc ol procc,,1ng ru:1. 
(,1) Oi~po,e after 1 yea~. 

(3) RivlF E,t1::c: Dzit.1 Controls-Ru:1 961-09. 
ortg1nal Fo1 m 362J. \Vce,;iy pr111tout of dc­
linquc:wy check run. 
(a) Di,po~l' alter I year. 

(4) IZMf- Prou:,,1:1g Cont,oh-Run 961-13. 
or1g1n,1\ Fmm JG=::. f\C,i\'L' cnt,iy ;11:d :1ct:\ c 
t:1:,; nwduk, 1ncludi11g unro,t.1blc ou1,tJnJ::1r, 
I3.li.incc L1,t. 
(a) Di,1rnsc ofter I yc;i1· 

· (5) RMF 01\ier D,1ta Co:1trol,-Ru11 961-15, 
original Form 3A2C:.. \\'cdly 1 u:i of 1,1oney 
,incl count o1 Notice and TD,\'~ 1nclud,:,g 
unpo~tab!c,. 

(6) 

(NOTE. 

(,1) Di,po\c after I ycu 
R\1F Acc,:1nts Rcg:~tcr-Ru:1 961-17. l!u­
pl:c:,tc Form 3G24, ,\,sc:s,mc:ll ancl Settle· 
mcnt Register. 
(a) Di,1rn~c after 1 yc1r. 
Items 22'/ tl-nnugh 23'.i ;ire being rc,cr\eC 
for futmc ;1cid1t1l;ll, 10 1lic \.1.1chinc ( P:1pc1) 
P~tntout, a11d M1crof'ilm Rcg1,tcr,. lnd..:xc,, 
and D1rcc'.oncs portion of tlm Schedule.) 

INTEGRATED DATA RETRIEVAL SYSTEM COMPUTER 
OUTFUTS AND RELATED RECORDS. 

23G. Trn11suc1io11 Jfrg111crs. 
(I) Include,: 

la) R..:m:tt.111ce, 1\dded to Unidcr,tificd Rc­
rn:1unce !-tic ( URF). L1<;t;11g of :1il new 
1tc.m, ;1ddcJ daily to the LRF. Items ;1~c 
listed by d1,t1ic~ ol:icc, UR contrvl num­
ber ;ind ,l!nou:H. 

(b) !?_c~tr1c1ed <\ppi1cJ'.:01, from the URF. 
D.1tlv l1,t111" t1I vo,d,. d:,110:iornl c!icc'.,, 
an:J -corrcc~d n,0ncy ,11,,ou,1:, !o: :!1c: 

URF. ltc1m ;11c li'-.lcd hy di,t1,. · ·.i 
s'.10w the UH. Cc111:rol Numbc1, 
hcfon: c]1,1:1gc .. rnwunl as corrcc ·,.\ 
l) pc of cori cction. 

Annual List of Income Tax Preparers (Form 
(1) DlSPOSE 3 years after end of processi~ 

year. 

223. Employee Plans ~faster File (EPMF) Ki.Ji 

Directory. Containing all entities, 
the EPMF. 
(1) Weekly Register. 

(a) Obsolete after Cycle 7728. 
(b) ~ETAL.~ Cycle 7728 register~ 

)~6 years. 

224. Employee Plans Master File (EPMF) 
Taxpayer Index. Containing all tran 
actions posted to the EPMF for a spv 
fied period. 
(1) Weekly Register. 

(a) Obsolete after Cycle 7728. 
(b) RE'fAffi Cycle 7728 register ~ 

l)~A 6 yea rs. 

225. Employee Plans Master File (EPMF) 
Removed Accounts Inde~ieco~-.-~on­
taining all those entitie-s no·t being 
moved from the obsoleted registers t· 
the active registers. 
(1) This record will be printed once 

should be retained with the lasl 
EPMF Taxpayer Index for 6 years. 

226. Control Record List and Summary_(EP~ 
(1) DISPOSE 18 months after end of 

processing year or 1 year after 
internal audit of operaions and 
accounts, whichever is later. 

227. Block Completions List (EPMF)• 
(1) DISPOSE 2 years after end of 

processing year. 

228~ Suspense Release List and Summar_y_(}~· 
(1) DISPOSE 18 months after end of 

processing year or 1 year after 
internal audit of operaions and 
accounts, whichever is later. 
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38. Unide111i(icd Re111i11w1ces. 
(I) Added in la,t 15---15 d::y,. l~L';,'.!,:Lr rcnccts 

all item~ added to the lilc :ind 110 .1::1c1n h.1, 
been ta\.._cn. Thi~ rcg1,:cr, \\h1ch ,cncd :i, J 

follow-up tool, wzis 11ot produced :1ltcr Jan­
uary 1.1974. 
(a) Di,po~e ziftcr 60 d.iys. 

(2) Aged 10 Month,. Monthly pr!il,Out used :i, 

· a last attempt to apply mo111:: 1 l1or.i URF 
before being aged to F.,cc,~ Co!kct1uns. 
(a) Dispose ziftcr 60 -!:!y, 

:19 .. Unicle111i(ied Re111111a11ce Fdr Drop/Jed L1.11111r.: A 
pcrmzincnt record of the L:JU=- prnJ1:~cd .is 1icms 
arc aged from the URF .if:cr clos11:g :1ct:on The 

· Dropped Listing i<, u,cd to purge the op~n alpha­
betical (paper) bach:-u;) file of 1.,11:dcntilicd rc:11il­
tanccs. 
(I) Accounting I3rJnch, UniLknt::·1:d function 

copy. 
(a) Dbposc 5 years :1rtcr c1,J of processing 

ye Jr. 

(b) Retire to fcL!c,al Record, Center 2 
year, after c:1d of procc,,:;,.,'. :-c,11 

(2) Accounting l31:111ch, Juurn.il Funct:011 copy. 
(a) Dispo~e after (JO d.iys. 

40. Alplw/Jeric File uf U11ide11u(ird l\r:n1111an,fs, con­
sisting of mi\cellancous docu111cn1s. corrc,pond­
cncc, photocopies of cheds and 111oncy orders, 
etc. 
(I) Di~po~c 5 year~ ziftcr rnd of prcxc,,:,1g yczir. 
(2) Retire to federal Rccc11ds Cenlc1 I >c.1;· a:ter 

closed (listed 011 URF Dropped L1,ung) 
41. EJ.ceH Collecrio11 Po.11111:-: Dorn1nc111. Computc1 

Paragrziph 550 ( Form 4830) 

(43. 

(I) u~cd ;1~ an opcn exec~~ cnlkcti,in document. 
(a) Di~po~e :1ftcr money 1, :1ppl.cd 

(2) U~cd a, J clo,cd c;,,cc,, collccl1on docu:11cnt. 
(a) Di~pose 5 year, Jftcr cr,d of ;-irocc,~1ng 

year. 
//)/IS Coflecrion Lis1i11g oi U1!1c1·cn·ecl Tr(1111nc-
1io11 Cnde 594 and 599. \\'cdly l1,t,ng becomes 
obsolete when ca_scs unrc~olvcc..i 111thi11 ~ w2ch.~ / .f 
generate a transcript. • ____, 
(I) Di,po,c :1ftcr (i months or ,iftc:r ,:II rc,c.1:-ch 

is complc1cd "hicht.:\ er:, ,no11L;·, 

Remi11a11n' lfri;1stcr (Um/_\). 1\ d.11ly ;,:·::~ll)ut. by 
area ollicc, of the payments 1,cc;:i\cd :rnd i1·put 
on-line through the l DRS tc1 min.ii-,. The or 1grn:il 
is mailed to the area oflicc. with one copy 111ai11-
taincd in the Accounting Br.inch for rc~carchlllf: 
pziymcnt tracers and one cDpy m,11nl.11ncJ by lhc 
Accounting Branch Ledger Function to: not.Jt:on, 
and adjustment~. 
(I) Accounting Branch copy. 

(a) Dbposc 1 yc:1r after end of prncc,sing 
year. 

http:not.u.on
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(2) Accounting 131:mch Lc,'.,:c'J Fum:t,0,1 COiJy• 
(a) Di,po~c 20 :,e:1,, al1c, end ol p1occ,s111g 

year. 
(b) Retire to Fc,kr.il IzccorJ Cc1·,1er 3 Jc,11, 

after end of jll l1CC,,1i1g yc.,1 
{)oc11111c11t Rq:1.11cr. L1~1,11g by d.,111;! ,hl'" 1J1g 
El or SSN of Taxp;.iycr, n:1mc co11trol, ta>. il~~:oJ 
and amount. 

(I) All copies. } 
(a) Di,po~c I yc:M at tcr .:,~cl ,ii pru,·c,,, ,~g 

year. 
.is. ("R"cscrvcd.) 
-+ (,. ( -R-cst-rf,cd.J 
-+7. • llJRS S<'rvicc Ce111er Cunl/'o! Cu.1r l1n,:n101v 1,11d 

Service Cc111er Cunrro! l111·e111on· Neco11. -L1,t,11g~ 
arc by age :ind c;.itc_L:ory of ,:1..: to:,d c:ird~ con­
trolled on IDRS which :ire ,1i;I open .irn.l a~,1gJ1cd 
to each Scct,on, lisw.l by UJ11:. 
( I ) O, iginal. 

(a) Di,po~c 2 years ,1 I le, c,;1d cf paK2,,1:1g 
year. 

(2) Copies. 
(a) Di~po,c upon rcce,p: oi :~c11· lhi'ng 

48. JURS Sen-ice Cc111er Co11uui Ctl.\c 01 cu;r.;c J,11i­

i11g. Complete I,~t,ng by tJ:>-p-1y~r ,Je:1'.if:c,:,on 
number. tax pcricxl. c,itcgo,y of llpcn c,1,--:, more 
than 30 days old b:i,cJ l)ll 1hc I RS r,·c.::11·eJ J,:tc, 
a~signcd to each LI>. c;,..imrncr 
(I) Di~posc when ~1c1v l,st:n_!,: ,ecc,1.::J 

49. I DRS l're-Jo11ma/1~e,i !~,·u1:J. Cl11,t:1,11, d.1:.: !D 

journalize applic<111011, 110111 l''~ LRF C,eJ,t 
Tran~fcrs ;111d Arca 0111cc P.1ymc11t 
(I) L>i,po~c IO yc:ir, ;.ifte: .::11-! of proce,~1ng }c:i:·. 

( 2) Hctirc to Fctkr,tl Rcco;·,b Cen,cr I ~-c:,r .1f'.cr 
intcrn:1I audit of ope, a,;;111,. 

50. Rlv!F Accounrs and Adi11111111·111~ f\.l:::,~iurc11:du11:, 
from IRS areas rcquc,t:11g cr-:d:t tr:rnfc1, :Jr ad­
justment,. 
(I) Di,po~c 2 year, af1c:r end o:· p:·c,ce":ng : c::::-. 

51. NMF Acco11111 Adiu1111:c1ii\'. ;'l.·kmor.1mh:1;,s or 
copic, of unit ledger c:11ti, hom IRS a:c:1, rc­
qucsting credit tran:,fcrs <'r JC:Ji:s:mc1,:,. 
(I) Di~pm,c 2 years after c11J of prncc,,,ng 1c:ir. 

52. Lei/er lo Taxf)ayer Co11ccmi11g /(cj,111r/ I-'01111 
RSC 253 for \1a1 ch j l)7:. .:nd pr.()/ :1:1tl r·,,, ;n 

4728 beginning ;\i:,rch :'J72. F.:r,11;u·u, ,c:lu:,d 
letter~ and related hi,10:y ,h-:...:b. The: ,;;,,:iu:--: lrn 
collection of cnoncous 1du:1i.h c;,.p,rc, twD )<.:Lll, 

after the refund date. 
(I) Di~posc 2 yc:1r, aftc, c:ml of :11 ccc''>\111 6 yc·,l!' 

.53. R<'n11//a11,e {)oc111nc11rs 111{)11/ ro if)/(') Ill ,,J,c:r, 
OJ!ices. Y:11_.1ous documcnb u~c": hy .1,c.1 c,!l'i...:...:, to 
input on-lrnc remittance,. Docu:ncn1, .ire: then 
mailed to service center in the account:ng p:1d .. :gc 
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245. Special Activity Report. A periodic 
by an IDRS user to the account of an. 
(1) DISPOSE 6 years after end of prr 

... ••• 
ort which shows any action taken 

·-.S employee or his/her spouse. 
.ssing year. 

246. Command Code Usage Report. A periodic report detailing which command 
codes were used by an employee or unit and how many times each command 
code was used. 
(1) DISPOSE 6 months after date of listing. 



R[COR_DS CL .'i, SCH~DULE 29.k 

ltrm , 
No. 

Dew n1>1w11 of rco,;//■~--~---­
and cl1,1NJ.,1/1011 "1,rhor,;,1tir)l1~ 

255. 

with the certificates of Jepo~it Jnd other account­
mg document~. 
( I ) Di,po~c 5 ~ c:1r, :1f1cr end of prncc~s111f! ) c:ir. 
l2). Retire lo Feder.ii Records Center bee1nn1n,, 

July I, 18 n1011th~ :.ifter cnJ o: pro~e~~in~ 
year. 

JJ)f?S Audit Troil-llilfory Record oj Co111111a11t! 
Cudrs (Magnetic Tn,'Jl') . .a.,~ -m1dit 11~1,! 1,1~d 
~I I:, by tk IDlH~ ~1rit;- -,l,3 s.et... \\ .\~n 
T)ML),.Plhl21 CPI?Jtil@ lJ.. b,~u,g ~r,Muccd dttn~ [C[l,Lltt+, 

-Mr'Cckly· rilc .aa.t; 6e cl~ ef iit dt:ee1't1i-~~ 
existing proc,~durcs Ji CO"f?10s r--cnrA.d• Qt..111a.l 
~t>11ui111l"lei s@r.llil~ i,~,~~[,,.4.,.,-J.BJ<~ ·am:I" lii....lude, pMi­
+acgf rgf@r@nec i11f~,. ,nai ..... •.►,. (!~ .. TJ~\.,..J..1.r~r +,i1x 
~, iod, 1'dte, 'fliiiC, sre, iltithil._ li), Jiid Et.tpt,eycc 
~ulilt,I:!'!·. {; 
( 1) Di~po~~ .,l,,(f ye;irs after cnJ of p,occssi,:g yc;ir. 

I f)f? S Change No11fica1io11 ( D11pioyce Profile Sc­
rnrr1_,. Frie, For111 5801 ). U,cc.l to add :in employee 
to the EPSF, delete an -:mploycc him the EPSF, 
update ;in cn1plo::,cc ,ccurity profile. verify crn­
plnymcnt, and verify initiation of background in­
Vl'Sl1g:1tin11. J... 
( 1) lfopo~c 5 ye:1rs ;if:~r end of ::,c:ir in which 

employee is removed from the· EPSF. 
256. NMF Unit Lt'dga Cnu/ Trw11crip1ion Sl1cc1. Used 

to enter the NMF ULC !eco~J on !DRS. 
( l) Di,po~c s 2.ftcr entering into 1DRS 

257. l?l'q11cst for /)c/inqucncl' Nouce or Tf)J (]DRS), 
For111 4864. G~etl to c'>t:ibli,h a delinquency rec-

258. 

259, 

l 

ord on the TOI Notice f-1!t:. 
( I) lfopo~c ~ . :1ftcr record has been input 

to the TOI Notice 1 1:. 

I Dl?S Employee /.'umber Folder, con,ain,ng back­
up documents for various inputs to !DRS, i.e., 
Form, 3177, 2424, 2363, 2650 and 4256. 
( l) Dbpo~c 5 years after end of procc,,ing year. 
(2) Retire to Federal RccorJs Ccnt~r 6 months 

after end of proces,ing year. 
/DRS Daily Security Repol/. A record of security 
violations, terminal lod.,)uts, and othn security 
tbta. It is produced daily by the lDRS security 
sy<;tem and is used by the Service Center Sy,tcms 
Security Admimstra:1on-IDRS to monitor seci.l-
rity. 6 

An audit trail produced dctily by the 
IDRS Security System. Weekly and rnonthl~ 
curnfiles are produced. The daily and 
weekly audit trail files may be dis­
poposed of in accordance with existing 
procedures once the monthly curnfile is 
produced and retained. It contains 
records of all command codes input to 
IDRS and includes pertinent reference 
information, e.g., TIN, M.RT, Tax Period, 
Date, Time, Terminal ID, and Employee 
Number 

ro 
(I) Di~posc ),6 years aft..::r cnJ of p~occssing year.{ 
Unit Employc Profile Report . ..>....i. JJ( rti 6~1'8-R-S A record of 
~1il.iiroo eccat!ty pro":,fcs 1'ls rt<ci31tkCJ 011 ttt profiles as 
..f PSs .I.L.is pFf¥lw;c<Lo·1 r,;utW" ·11od m..i..i. 1.~pilO- is produced 

&1110HI atJQ11r,b0t'l~Cfl!!Jt!"c!-rte,i,. produced at 

IGRS ereployee security 
recorded on the EPSF. 
on request and must be 
lea?t once 4 sonth. 

It 

> 

I 
261. 

( J ) Di~posc 5 ,·..:a. s .if:~: eEe cf p1 occs~lng 5-.:,11. /1 5 .- e;. /~ '" >t-' c "/' .J /.) rec<?, v.-cf. 

Unit Terminal Profile Reporr. A ,e-::01d of !DRS 
terminal security profiles as recorccd on tbe TPSF. 
It is produced on request and must be produced 
at lc:ist once each quarte;·. . 
({) DJ:SfvJ[ /1{,.'j"U· /v'-°W c,,,~.r /5 rc>ce, "'~-1. 
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Oc1rr1/>/11J11 "! record, i 
and tf1spo\1f1u11 ruu11on.-(.t1:u;, 

~) l)ifi~t?kQ S :tH~n hf\-t1r on l elf ;sm ..... ,<11g )L.iT. 

262. E111ployce P1H.1woul /1.1\°i_c:n111cn; Forr11, Fun>J 

3728. Used to notif) ;!11 cmp'.t1ycc of ,:,,:_c.11111,i-.t 
·of a new !DRS pa,,11·t1rd 0;1 the· occ.,,1,l:, or pc:ri-r ~,A:~ 

odic pas~word updating of the EPSf. ,]:1~',,j'tj 
( I ) I) . ' . r h J •· . ,-,✓-•:'•,_, 1~pose on cornp1ct:0;1 o t c r,·q:!,rc rro- r.· ~>:t;;;·t'I 

ccdurcs for Jistribu:1;1g nc:w p;:ssll'ords. · 
263. List of Additional Pa.11·1,·oro'I". .·\ list111g oi v;ll1d 

!DRS passwords not ;i,signcd to ;1ny c111ploycc ' 
that is produced on the occ:1~:on of p::::-1ociic p.1,~­
word updating of the EPSF. Used !i:r :he S::,ste;n, 
Security Administrators-lDRS to ;i~s:~n new 
pas~words to cmploye<.:~ when ;1ccdcd. 
(I) Di~pose after receipt of :he ~up21 ,cd,ng Li,r 

of Additional Pass1,orc!s fro1:1 t]1e next peri­
odic password upcbtc of :he EPSF. 

'.64./!DRS Ter111inal Uukution FiC'/Jort fNO-AC/"S: 
A-238) A r<.:port sumrnari1.i11g IDRS te~m1i:al 
usage by a variety of mcth,,J,; ,uch ;1' by com­
mand code, organizatio1l.ll fu::Clio::, I DRS termi­
nal, ere. 
( l) Dispose lhrcc yc;:irs ~ifter the end of the 

processing yc:ir. 

'.65. /MF-I DRS Control-R.1111 761 _{)/. Con:rol, fro:11 
a computer run ~hewing :,ems po,tcci ,u !DRS 
from 111ainl111e l loncy11 ell 1 u,b. 

( 1) Di~po~c after 30 dav~. 

'.66. !DRS Generated l?e1u11d i<.cri,Jrt (!Jw:'_i ). Com:i:ns 
information u,cJ by Acc,l::n,111g to p1cp.ir..: Form 
J·J66, Voucher and Scl:cdui-: of :->,1:1:,,·nt-,, 1~hich 
:iccompanies ·the IDRS (,cne:·;itcci RcfJnJ 'L,pc: ' 
toRDO. 
(I) "Paid" copies 

(a) Dispose 10 ~c;1;s ;,i't,', :nt1 of proc:-:ssing 
year. 

(b) Retire to f,'Lici ;ii R<.:cords C:nter 3 
years from closrilg date of la~t :,cr1ctl 
audited. 

(2) Suspense copies. 
( a) Di~posc when IiO lo,1ger r-,cec.l..:cl 1;: cur­

rent oper.-ition, except \I ten u~cd in lieu 
of "paid" copy. 

167. !DRS Net Tux Rcf11nd Hermr: (r>Cii/y). Com:,ins 
total amount~ by disa1ct and tot.,:lcd for ,cr•:ice 
center of DONS Gen<.:ra:cci Rc;unJ, LJ,ed by A<.:­
counting to compik a mo:1tbly report. 
(I) Official file copy ( reco~d copy). 

(a) Dispo~c after aut.l1t by Gcncr,il :-\cc,rnnt­
ing Office or whc,1 3 ) c:u s o!d, wl:ich­
ever is earlier. 

(2) Accounting work co;l1;:-;_ 
(a) Dispose 2 ye;i1 s ,liter end of reporting 

ye:ir. 

http:ation.il
http:tcrmu.al


lrrm 
No'. 

,,-, 
U-r"'"rc-,-ir-,i-o,-, -of-,-c-c1_H_d1 .... ...._ ___ _ 

and dnpo.\ltun: aurhnn:.or 011~ 

by files to alloc.itc space anu in,urc receipt of the 
IDRS Transaction Record~ ( Form 5 J-i 7). 
(I) Dispose of I year .iftcr e:,d r.f prncc,~ing) car 

270. I DRS Tra11.1action Rccorc!r Th cs.: records repre­
sents many types of tran~actions processed to t:ic 
Master File via IDRS. 
(I) Di~posc at the sJme time :1~ th.:: rcbtcd 
source documents. 

271 & 27 .S Added (See Attachment) 

"1T 1(15)59-..a.8 (iQ lQ :Zl) IR Manual 

(NOTE: 
O.'r'e. 

Items 27.D through 299 ~ reserved 

for future addition to the 

IDRS portion of this Schedule.) 



271. 

272. 

273. 

274. 

,,,.. ......... • Master Record of Employee Numbers. 
the IDRS user employee's name and :) 
purpose of maintaining an audit tr~· 
that the employee number was assig,, .. 
terminated. 

'?ermanent record that associates 
~ith the employee number for the 

The record will include the date 
and the date that assignment was 

(1) DISPOSE 6 years after termination of Employee Number. 

Unit Command Code Profile Report. A report showing the connnand codes 
authorized for each organizational unit using IDRS. 
(1) DISPOSE when no longer needed by the Systems Security Administrator. 

Dishonored Check Records Dropped From the File. A record of the dis­
honored checks dropped from the file after closing action. 
(1) Accounting Branch (Dishorlored Check Function Copy). 

(a) DISPOSE 5 years after end of processing year. 
(b) RETIRE to Federal Records Center 1 year after end of processing year. 

(2) Accounting Branch (Journal Function Copy). 
(a) DISPOSE after 60 days. 

Dishonored Check File Analysis. Daily inventory, cumulative for 
of activity on Dishonored Check File Items. Items are listed by 
and shows previous balance, new balance, and cumulative totals. 
inventory is checked and adjusted, listing becomes obsolete. 
(1) Accounting Branch (Dishonored Check Function Copy). 

(a) Daily Analysis. 
1 DISPOSE after end of month balancing operations. 

(b) Monthly Analysis. 

the month, 
district 
After 

1 DISPOSE after completion of the next month's balancing operation. 
(2) Accounting Branch (Journal Function Copy). 

(a) Daily Analysis. 
1 DISPOSE after end of month balancing operations. 

(b) Monthly Analysis. 
1 DISPOSE 18 months after end of processing year or 1 year after 

internal audit of operations and accounts, whichever is later. 

275. Dishonored Checks - (15 Day Listing). 
(1) Aged 15 days. Daily printout used to help meet the 21 day cycle. 

(a) DISPOSE after 60 days. 



(NEW SECTION FOR FTD Pi'•.-_ ,ZA.t'1) 

This gives the disposition :_:,.· Federal Tax Deposit (FTD) 

forms or equivalent documents used by taxpayers to deposit Federal 

Taxes with a commercial bank,_ Depositary for Federal Taxes, or with 
a Federal Reserve Bank (FRB). 

'300. FTD Error Registers and Delete Lists. 
(1) Includes: 

(a) FTD Error Registers. Prepared and used at the service 
center to perfect transaction records prior to forwarding 
to Master File. 

(b) FTD Error Delete Lists. A list of items that cannot be 
co=rected from the Error Register and must be deleted 
for the accounting function to correct and reinput. 

(2) DISPOSE after 60 days, or when no longer needed in current 
operations, whichever is later. 

301. FTD Block Out of Balance (BOOB) Listing and Swnrnary. A recorci 
of blocks that fail to pass other validity checks. 
(1) Listing. 

(a) DISPOSE 6 months after d-a ta has been converted to good 
tape. 

(2) Summary. 
(a) DISPOSE l year after date of listing. 

302. FTD Block Ou~ of Balance (BOOB) Delete List. A list of blocks 
that cannot be corrected froD the BOOE Re9ister and rr.ust be 
deleted, corrected and reinput. 
(1) DISPOSE -6-ttlG-R-t~ after data has been converted to good tape. 

30 d11Y.I 
303. FTD Control Record List and Surr~ary. Replaces the Cor.trol Card 

List and Tape Data Control Sheet of the BMF Operations. 
(1) List. 

(a) DISPOSE 18 months after end of processing year or l year 
after internal audit of operations and accounts, which­
ever is later. 

(2) Summary. 
(a) DISPOSE 3 years after end of processing year unless the 

Supervisor Auditor at the service center asks for them 
to be retained for a longer period. 

304. FTD Invalid Posting Transcripts. A daily listing of all invalid 
Control Records which will not post to the Service Center Control 
File (SCCF). 
(1) DISPOSE 6 months after end of processing year. 



305. Variance Reports. 
(1) Includes: 

(a) TCR Variance Report. A Listing showing Transmittal 
Control Records (TCR) extracted whenever the service 
ce~ter's (SC) deposit date is earlier tha~ the FRR's deposit 
date. 

(b) FTD Variance Report. A report produced to indicate 
variances between FTD payr.ient c:ates anc the deposit date 
of the related transmittal. 

(2) Daily Variance Reports. 
(a) DISPOSE after end of n:onth following the month ir. which 

the report is pro~uced. 
(3) Monthly Variance Reports. 

(a) DISPOSE after the quarterly report is produced. 
(4) Quarterly Variance Reports. 

(a) DISPOSE l year after date of report. 

306. FTD System Transrr.ittals. 
(1) Includes: 

(a) Missing FRB Transmittals. A daily listing printed after 
7 days lag from SC received date indicating the.SC 
record had posted to SCCF but the FRB record has not. 

(b) Missing Depositary Transrr.ittals. A daily listing printed 
after 7 days lag from the FRB Day natch date indicating 
the FRB verification record has established a SCCF 
module but the related SC record has not yet posted. 

(c) Matched Unclassified Transmittals. A daily listing 
printed after a 7 days lag fror. SC received date indicat­
ing all transmittals either in BOOB status or transcribed 
and under control but not processed to completion for 
which there is also an FRB verification record. 

(d) FRB/Depositary Transmittal Arnot.:.nt:s Difference. A listing 
indicating that both a SC record and an FRB record have 
posted to SCCF but transr:,ittal ar.bunts c1re not equal . 

. (2) DISPOSE 6 months after date of listing or when no longer 
needed in current operations, whichever is later. 

307. Block Completion List. A monthly report of SCCF modules which 
meet all the criteria for a closed module to be removed fron the 
current SCCF and placed on the historic SCCF. 
(1) DISPOSE 2 years after end of processing year. 

308. Commercial Bank Address File. A list of c1ll depositaries trans­
mitting FTD forms to that service center. 
(1) DISPOSE when an update~ listing h2s been received an~ ver­
ified to be accurate. 

309. Historic SCCF Analysis Report and Special Transcripts. A 
monthly report which provides management inforr.ta tion regarding 
timeliness of processing FTD's. 
(l) Report. 

(a) DISPOSE l year after it is produced. 
(2) Transcripts. 

(a) DISPOSE after review is completed. 



310. 

,,,........._ 

Month End Unconfirmed Classified Re:,, . and Surnmary. 
and summary of modules tha.t have bef. ,,1.assified but 
FRB verification record has been rec ·, :ed. 
(1) List. 

(a) DISPOSI: 30 ciays after date o: :..istins. 
( 2) Summary. 

A listi nc; 
for w;1ich no 

(a) DISPOSE 
Supervisor 
be retained 

3 years after end of processing year unless the 
Auditor at the service center asks for therr to 
for a longer period. 

311. NMF FTD Release List· and Summary. A listing of those FTD 's 
applicable to Forn 1042 returns, which is generated in the T[P' 
runs for transaction records to be transferred to the Philadel­
phia Service Center. The Surr.rr.ary to be used as a tape release. 
(1) List. 

(a) DISPOSE 18 months after end cf processing year or 1 year 
after internal audit of ope1ations, whichever is later. 

( 2) SUil'.mary. 
(a) DISPOSE 3 years after en0 of processing year unless the 

Supervisor Auditor at the service center asks for them to 
be retained for a longer period. 

312. FTD TEP Good Tape Release List and Surr~ary. A daily listins 
identifying each TLN and the related count and amount for trans­
actions placed on the transaction tape to Lie sent to t~( ?a:.io: ";· 
Computer Cenler. The Revenue Receipts Summary is ~scd as a lap~ reif:ase. 
(1) List. 

(a) DISPOSE 18 months after end of processing year or 1 year 
after internal audit of operations, whichever is later. 

(2) Summary. 
(a) DISPOSE 3 years after end of processing year unless the 

Supervisor Auditor at the service center asks for the:~ to 
be retained for a longer period. 

313. FTD TEP Mismatch List. A list printed for all discrepancies and 
nonmatches between either release records, delete records, or 
manual deletion cards and the good tape FTD block. 
(1) DISPOSE 18 mo~ths after end of processing year or 1 year after 

internal audit of bperations and accounts, whichever is later. 

314. FTD SCCF Generated Delete List. A listing of all blocks deleted 
from the good tape transaction tape because of aiscrepancies 
between control records and the SCCF. 
(1) DISPOSE 18 months after end of processing year or 1 year after 

internal audit of operations and accounts, whichever is later. 

315. SCCF Special Transcript List. A transcript of selected SCCF 
modules used for analysis purposes. 
(1) DISPOSE 60 days after date of listing or when no longer 

needed in current operations, whichever is later. 

316. FRB Day Classified Report. A computer generated report that 
reflects the matching of FRE verification records for a specific 
day with the commercial bank transmittals input. The report 
lists the tax classification of those items matched and classified, 
each item where adjustments to the block are required, the ver­
ifica ticn cards input ~:hc:re there is no rr.atchinq corrJr,ercia.l bank 
transmittal on the SCCF and the amount on the SCCF not yet clas-

___ sif_ied. ________________ _ ___ _ 



317. 

318. · 

319. 

320. 

321. 

322. 

3 23. 

324. 

(1) DISPOSE 3 years after end cf p- · ·•-~ssing year unless the 
Supervisor Auditor at the serv:~e center requests that thev 
be retained for a longer perioc. 

Subsequently Classified for FPB Day Ref-Ort. 11. report reflectincJ 
subsequent classification of those ite~s reported as unclassified 
on the FRB Day Classified Report. 
(1) DISPOSE 3 years after end of processing year unless Super­

visor Auditor at the service center asks for them to be 
retained for a longer period. 

Credit Transfer Voucher (Form 2158). Credit Transfer Vouchers 
used to transfer t:Iv'.F Fern, 1042 transactions to the Philac:!elrhia 
Service Center. 
(1) DISPOSE 6 years after internal audit of accounts. 
(2) RETIRE to Federal Records Center 1 year after internal. audit of accounts. 

Deposit Tickets (Form 21':i) and [eti t VouclH:rs C f',,,i f1'1 5"501- 0 .... ss ,s). 
(1) DISPOSE JO years after close of processing year. 

Federal Reserve Bank Day Classified Report Balancing Proof (Form 
5804). A verified record attached to the report shrn1ing it was a 
balanced report. ,-
(1) DISPOSE 3 years af_ter close of processing year J ~, .v :. C' :: , j ,·{.;·'•-,i- ~<._':- 7/?.. 

flt.,1J,io/) I'':: ~;,, .c ·)~~,·',;/:(' ~- {(.".--:./."; }-equ r-s.-:-.; lot.:l' ..... t·; ,~ .. '"~/.-) ~··.~,-~~. 
Subsequent Day Classified Report Balancing Proof (Form 5805). P 
form used if there is any classified amount shown on the report 
or if there is any change to unclassified totals. r 
(1) DISPOSE 3 y_ear~_ after close of processing year

1 
:' .':,,· ,'- -.<J ..)W __ ,.-n;.. V.J,.; 

Dvd,,c-s- nr Jl;r Jr;--v,·,~ (e/.-r~i J-rq,u'JrJ fo---;,Cf?fr ;,-cTr,,,-1,.')--<-·, 
Microfilm of FTD Cards. 
(1) Research Microfil~. 

(a) DISPOSE 3 years after close of processing year. 
(2) Record Microfilm. 

(a) DISPOSE 3 years after close cf processing year. 
(b) RETIRE to }~dcral Records Ce~ter 90 days after creatio~ and VErlf:cution. 

FRB Verification Card List and Cards Receivcc fror.1 th<= Filli' s. 
cards and Lists showing individual advices of credit which total 
to their relatec deposit ticket. 
(1) Listing. 

(a) DISPOSE 6 months after FRB date or when no lenser needeC 
in current operations, whichever is later. 

(2) Cards. 
(a) DISPOSE after data has been converted to n~gnetic tape 

and FRB Batch Day closed. 

FTD Control Registers. A number of manually prepared control 
registers used to isolate the various segrnents of the FTC syst.er:i 
for the statement of classified collections for Revenue RecEipts 
Reporting and for balancing infonna t:ion to insure the intE:<:::ri ty 
of the sys tern. ~ ':J mMrr:l)s 
(1) DISPOSE ~years;\ after end cf processing year. 
(2) RETIRE to Federal Records Center 3 years after interna:. ac:d1 t of '.:he F''D 



325. Daily Wire. Transreitted daily tc -~asury reflecting classifle~ 
data balanced to data reported b~ . ~ FRB usin0 data fro~ t~e 
Classified Reports, confirmed an~ ~ust~~nt Forms 215 and 55)4. 
(1) DISPOSE 60 days frorr, date of ·.· .;>aratior. or ¼'hen no longe.r 

needed in current operations, · .ichever is later. 

326. FTD Adjustment llction Request (Form 5526). A request used to 
notify the FRB when an adj ustn cr,t is being macie to the corc:IT'.cr:::ial 
banks original advice of credit. 
(1) Regulcir Adjustments. 

(a) DISPOSE 6 months after date of confirmation from the FRB. 
(2) Other Adjustments. 

(a) DISPOSE 3 years after date of confirmation from the FRB 
for dishonored checks, credit reversals and credit 
additions. 

327. Federal Tax Deposit (FTD) Fqrms or equivalent doc~~e11ts used by 
taxpayers to deposit Federal Taxe~ with a co~~ercial bank, Deposi­
tary for Federal Taxes, or ·with a. Federul Reserve Bank. 
(1) FTD Forms or equivalent documents (hard copy). 

(a) DISPOSE 6 months after microfilming and films verified, 
correct. ------------

328. /"C'dernl 711\ /!q,, 111/ 1-,~·,,t,'II" tif"IJJ (,'.,111:c 

Cuntrol, Fl\' l{cg1\lc:1. :\,:,,Hint Rc:•:1,tcr) l.:,:11;,• 

,·if FTD Jldy lllc'llh I LcC!\"c•J hy i!., ·\,·; \,,·, 111 th~ 
N:111011.d Crnn;1\1lc:r Cc:111cr .i\il··f· I I) p.1~...i.; ....... ~ 
~~ht:1 >'CC ,i+<-++-h-W-1--....+!,:-r:TjT~ :,, --r+;\; 
0111'"•' (>.[ th,, l"t•' ()Jl:Li" ill (11( '\; ') f'<1'1-tttt-~\ ,II~ 

l1,tL'd 1n t!:rci: ,L·p.11.,tc ,,·,1:1,·11u:, :,1 i':ll,,,k r-:­

~carch ,our..:c, J1)r tr.,c11:); .i,:d :L!c:n11:)1il!:'. l· j"!) 

paymc:nt, 
( l) N;imc Con1r0: ;111,! El.'\ Rc~;..,tc:,. 

(,1) Cu111t1L111,c l~c:g1<,·h ( l{c:c,1:cl C.1p1 ). 
I Di,po,e 2 )L'.•i\ .tit..:1 Ll,d ,~! p10.:-­

L'"i\Illg JC.ll 

(b) \\\·di\ ,lllcl :--l1'.,\ihlj l,c•:::1,i,1,· 

I Di,po,c ,q1,1;: tc'cC:ljll oi" ,·unll!!.111•._· 

cJlldilllly r,•:::;,tcr. 
( 2) Allllllllll !,C!;i\lt:r 

(a) CumuJ,11;,c Re;:,:,-~, (R,·c,11,I C,lp;) 
I Di,po,c· 5 )c.1:, ,:II,: Lilli ,1: pr,k­

c...,,1ng }L,1r 

(b) \\'L'L'~!) ,:11,I \l,)11thly l,c:;1,ill", 
l Di,po,L' u11, 1 11 r,·~c:1111 nl cu1nul.111,c 

Cjll,llllilj 1,·:::>'i,•1 

NOTE TO REVIEWERS: The above item was formerly 216 that 

was deleted by Manual Supplement l(lS)G-119, however, it 

is being reinstated and added to the New FTD Section per 

several- requests from the field. 

http:Cumul.u.vc
http:p.IJ,..H4


329. FTD N.C.C. Confirmations (Fe .. 3624). A list prepared 
weekly by National Computer :1ter confirming all FTD 
tape shipments received fro,,~ ,;ervice Centers. 
(1) DISPOSE 6 months after end of processing year. 

(NOTE: Item Nos. 330 through 349 are reserved for future 
additions to the "FTD Records" portion of this sch<~dule.) 



' 
..'.,_, EW SECTION ~ ADDED TO R~ ... :?.06 - AI I DROGRAM) 

AUDIT INFORMATION MANAGEMENT : . 'i"EXS (AIMS) 
(Replaces Audit's System for ( trolling 
Returns in Inventory and Pro~· tion - SCRIP) 

350. Delivery and/or Inventory Repc~~s. Computer generated 
reports used to order tax returns for Audit Program. 
(1) DISPOSE 2 years after processing year or after 

Internal Audit Approval, whichever is later. 

351. Computer Finder Cards for Forms 709, 2290 and 4638. 
Cards for all cases ~~aiting classification. After 
casses are classified, cards are input to generate 
labels and charge-out documents. 
(1) DISPOSE after 6 months. 

352. Selected Case Card File. Cards held for research 
purposes showing th~ district to which case was 
transferred. 
(1) DISPOSE after 6 months. 

353. Multiple Filer Card File. Multiple filer cross­
reference file on open cases in Audit. 
(1) DISPOSE when case is closed. 

354. Audit Unpostable Cards. Computer cards showing which 
case is unpostable and the unpostable code. 
(1) DISPOSE 3 years after end of processing year in 
which closed, or when no longer needed for internal 
audit, wpichever is later .. 

355. Statute Cards. Cards showing statute period cases 
in Audit. 
(1) DISPOSE after 3 years. 

356. Nullified Unpostable Card (Form 2258). Record of 
what action has been taken on nullified unpostables. 
(1) DISPOSE 1 year after end of processing year in 

which action was taken or when no longer needed 
for internal audit, whichever is later. 

357. Docketed Case Listings and Card File. Listings and 
Cards of all cases appealed to the U.S. Tax Court. 
(1) DISPOSE after 60 days. 

358. Gift, Highway and Airway Use Tax Listing. A listing 
received with finder cards for Forms 709, 2290 and 
4638 cases. 
(1) DISPOSE after 6 months. 

359. Certified Mail Listing. Listing showing all cases 
that have had certified letters sent. 
(1) DISPOSE after 4 years. 



360. Old Age Listing (IDRS). A liss 
employees and the date assignL 
(1) DISPOSE after 1 week. 

c cases assigned to 

361. BMF Listing. Computer listing showing the BMF selected 
for district and the date shipped for the week. 
(1) DISPOSE 1 year after processing year. 

362. Audit Adjustment Register. A listing of Audit Adjustments. 
(1) DISPOSE after 30 days, or when no longer needed iG 

current operations, whichever is the longer period, 
unless the Supervisor Auditor asks for them to be 
retained for a longer period. 

363. Audit Unpostable Register. Computer listing showing the 
list of unpostable cases for the week. 
(1) DISPOSE after 30 days, or when no longer needed in 

current operations, whichever is the longer period, 
unless the Supervisor Auditor asks for them to be 
retained for a longer period. 

364. Nullified Unpostable Reject Register. Computer listing 
showing the nullified unpostable rejects for the week. 
(1) DISPOSE after 30 days, or when no longer needed in 

current operations, whichever is the longer period, 
unless the Supervisor Auditor asks for them to be 
retained for a longer period. 

365. AIMS Reject Backup Register. Computer listing showing 
cases rejected on AIMS. 
(1) DISPOSE after 60 days, or when no longer needed in 

current operations, whichever is the longer period, 
unless the Supervisor Auditor asks for them to be 
retained for a longer period. 

366. AIMS Error Register. Computer listing showing the cases 
with errors. 
(1) DISPOSE after 60 days, or when no longer needed in 

current operations, whichever ls the longer period, 
unless the Supervisor Auditor asks for them to be 
retained for a longer period. 

367. Request for Adjustment (Suspense Copies). 
special processing cases worked. 
(1) DISPOSE 18 months after closing date. 

Record of 

368. Transcript of Account. Transcripts used for assessment 
verification. 
(1) DISPOSE 18 months after end of processing year, 

or when no longer needed in current operations, 
whichever is later. 

-tMe'f~tem-NG-S--.-3.t':9 thr.o.ugh-3--9-9-·-are-reserved·· for--·future 
-a-ad-i-t--i-0 n s--t-o-t he-·"-ATMS-Pcfr't1. o·n--o-f-· t h-i-s·-sc h e<lu·rrl 



369. 

. . 
Historic File (Service Center) AIMS. 
of closed cases since AIMS implement 
(1) DISPOSE 6 years after end of p1 

' 1 'ds file contains complete records 
.:~n in that service center. 

ssing year. 

(NOTE: Item Nos. 370 through 399 are reserved for future additfons to 
the 11 AIMS portion of this schedule.) 




