
NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE 

 

 

NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE 
As of 2/27/2025 NC1-58-82-09 

 

Schedule Number: NC1-58-82-09 

Some items in this schedule are either obsolete or have been superseded by new 

NARA approved records schedules. This information is accurate as of: 2/27/2025 

 

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These items, unless subsequently superseded, may be used by the agency to 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 other items not listed below remain 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SUPERSEDED AND OBSOLETE ITEMS 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They are superseded, obsolete, filing instructions, non-records, or were lined off and 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. 
 

Item 4 is superseded by DAA-GRS-2016-0013-0002 (GRS 3.1, item 001) 

Item 55/5 was superseded by  DAA-0058-2021-0007-0001 

Item 255 is superseded by DAA-GRS-2013-0005-0007 (GRS 3.1, item 011)

 



REQUEST FOR RECO,RDS DISPOSITIO~;~µTHORITY: LEAVE BLANK 
(See Instructions on reverse) · · ·· JOB NO. 

TO GENERAL SERVICES ADMINISTRATION, 
__N_:A_TI_0_N_AL_AR_C_H_IV_E_S_A_N_D_R_E_C_0_RD_S_SE_R_V_IC_E_,W_AS_H_IN_G_T_0N_,_D_C_·_2_04_08__-----,----t DATE RECEIVED 

1. FROM (AGENCY OR ESTABLISHMENT) 

Treasury Department 
NOTIFICATION TO AGENCY 

2. MAJOR SUBDIVISION 
In accordance with the provisions of 44 U.S.C 3303a the disposal rriInternal 

I 

Revenue Service ouest. including amendments, is app1oved pt for items that1may. 
3. MINOR SUBDIVISION be stamped "disposal not approved" drawn" in column I 0 

Facilities Mana ement Division 
4. NAME OF PERSON WITH WHOM TO CONFER 5. TEL. EXT. 

Ro Shiflett 376-0593 Dare 

6. CERTIFICATE OF AGENCY REPRESENTATIVE 

I hereby certify that I am authorized to act for this agency in ~fers pertaining to the disposal of the gency's records; 
that the records proposed for disposal in this Request of __ 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. 

[K) B, Request for disposal after a specified period of time or request for permanent 
retention. 

C. DATE 

Acting Program Manager
8-17-82 Records Mana ement Pro ram 

9.1. 8. DESCRIPTION OF ITEM 10.SAMPLE ORITEM NO. (With Inclusive Dates or Retention Periods) ACTION TAKENJOB NO. 

The records covered by this request (Records 
Control Schedule 206) are created or maintained 
in Internal Revenue Service Centers in carrying 
out their functions pertaining to revenue collect 
ion 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. · 

ST D FORM 115 
Revised April,· 1975 
Prescribed by General Services 

Administration 
FPMR (41 CFR) 101-11.4 



PURPOSE 
This transmits a complete revision of Tables of Contents, Text, and 

Exhibits for IRM 1(15)59.26, Records Control Schedule 206 for Service 
Centers. 

NATURE OF CHANGES 
Text 110 is revised to reflect new disposal authority granted by the 

Archivist of the United States. 
Exhibit 100-1 is revised as follows: 

~~CJ Item 4:'. Sub-Item (1) (a) Language clarified. DisP.osition changg_d to 
destroy 6 years after the end of the processing year.-- - - - · · -- - ___ ,'.") 

Sub-Item (l)(b) Provision to retire to Federal Records Center 
deleted. 

Sub-Item (2) deleted. 

Item 10~ Sub-Item (2) Title changed to read "Performance Evaluation 
Reporting System (PERS) Listings". Disposition changed to destroy after 
1 year. ~~~-=--:=:~-=3 

Item 19 o.,;' Title, language and disp()_sition_ change·d.
c:::=-· . . - -· . 1 

Item 29 :---Provision to retire to Federal Records Center changed to 2 
years after termination or revocation of authority. 

Item 30 ........... New Item for "Identification Badges". 

\1--eWI. '38". S'1..1.b- ;R_m, (2) (b) Provision to retire to Federal Records Center 
deleted. 

r§tJ(1 Item 47./Sub-Item (2) Title changedo Disposition changed, to destroy 90 
days after receipt or after post review ,~nicfiever--is ·lat-er. 

Sub-Item (3) Title and <M:$_pJ)_1?_:L_t_i_o_n__ch_an_g~\d . 
.,_.,,,,,,-_·

Item 48. Deleted, reserved for future .use. 

Item 50 .......--New Item for "Four-Phase/Prototype Error Correction System 
(PECOS) (AUSC) If o 

Item 51 ~New Item for "Closed Penalty File (Form 2749) ". 

Item 52 ./New Item for "Information Returns Program - Schedules K-1 
Edit Sheet (Form 6035) 11 

0 

Item 53. /New Item for ''Unit Command Code Authorization" . 

...,.,,;
Item 54. New Item for "Power of Attorney (POA)/Tax Information Authorization 

(TIA), Centralized Authorization File (CAF)". 

Item 55-;' Language clarified. 

https://1(15)59.26


1 ~~ .~~em~?i-~--~-Ub-=-IJ:_e.m (2) ,...:) Title tlari'fied. D~~o_~-'-~i_Qt_: ':9ang_e_~ ~rom 
!fJ5~~, E-s-.&?-Iti, ;to de,stroy 75 years after end of proces-ing year. Provision 

added to retire to the Federal Records Center 5 years after end of 
processing yearo 

. JJ_em_6=f-;~_ub-=J,t_emc--;(2) added for ''File Folders" with disp9sition 
instructions. . 

nJ'W~Item 66 . .....--Language clarified. ' 
~;¼J Sub-Item (2) Provison to retire to the Federal Records Center 

deleted.~ · ~ ~ nA 
~~~em (3)~ ~~elA~ 

lJJ;,;J Item 6 7 :"Sub-Item (2) (b) Provison to retir~ to 'the Federal Records 
.--J' Center deleted. 

Sub-Item (3) New Sub-Item for "Forms 720 filed: in accordance 
with the United States/United Kingdom Tax Treat'y''. 

Item 68:--'Sub-Item (2) Provison to retire to the Federal Recors Center 
deleted. 

~{(Item 69 ~Language clarified and ~ispos~_t_ion_~hang_~d ~, 

-Item 73~Sub-Item (2) Provison to retire to the Federal Records Center 
changed to 3 years after end of processing year beginning January 2. 

Item 760.,,--Sub-Item (2) Provison to retire to the Federal Records Center 
changed to retires years after ev.d of procesing year. 

PJ:fl!J Lt'eb71 78./LctlJ.5Udge-, and ~~~ition ch:~g:,1::; 

Item 80~ Sub-Item (2) Provison to retire to the Federal Records Center 
deleted. 

Item 81.__,,-Sub-Item (1) (b) Provison to retire to the Federal Recorcs Center 
deletedo 

Sub-Item (2)(b)'Provison to retire to the Federal Records Center 
deleted. 

~~_e_m 83o1•isposition changed from l~~TAIN~ to destroy 75 years after end 
of processing year. . 

\ 

,.,,,-·
Item 850 Sub-Item (1) (d) added for "Loose W-2's". 

Sub-I tern (2) (b) Language clarified and cii-_s_p_o_.c::; i_tJQn __c_hang.ed. 
ITT);;')~ Sub-Item (5) (a) ]2isposition ch_anged., to "DoNot:Destroy unffl 
}~fJurther notice". Provison toretfre-fo ffie Federal Records Center deleted. 

Sub-Item (5) (b) J?is20s~tion change_~. to "Do Not Destroy until 
further notice". Provison to'""''ret-rre-t·o-tne Federal Records Center deleted. 

Item 89./Sub-Item (2) Provison to retire to the Federal Records Center 
changed to 1 year after end of processing year.

l+-e.i,I;\, ~, (" s.'-< b - -, ~.,.. c..4) Cb) h.cllA.1 '-lA-'1-E'. Q_ k(J.,,u.j e ,J, 
Item 95~ Sub-Item (2) Provison to retire to the Federal Records Center 

changed to 1 year after end of processing year. 

https://c_hang.ed


Item 102 .~itle changedo 
Sub-Item (1) Title and dc.is_pos.i.t:i,__Qn c_b-aI_lged,~~ Sub-Item (3) Language clari-flecr:----------

Item 117."l'itle clarifiedo 

rf5v;Ja6 I tern 118 o--Sub-I tern ( 1) (a) 2 DiSROS i tion changed to des troy 2 years after -
.,--,.11.J vend of processing year. - . --=:-, 

Sub;Item (l)(c) Deleted and renumbered Sub-Item (3). 
11~----2!~~-~-~;-~~Jl_~~;)__ ~~~-~~~ =~e~~ ~~~~IE~;~~ gj_~e:i t tanc e Register • 

Item 119 .-----Provision to retire to the Federal Records Center deleted. 
r

Item 122. Sub-Item (2) Provision to retire to the Federal Records Center 
deleted. 

Sub-Item (3) New Suh-Item added for "EPMF Microfiche, 1977". 
Sub-Item (4) New Sub-Item added for "EPMF Microfiche, 1988". 

Item 124:.,......Disposition changed to destroy after completing the match 
of HUT leadso 

,,,.--
Item 125. Sub-Item (3) New Sub-Item for "Notice Data for CP-2000 

Form 5812". 
,,..,..-- ·:,::---· 

.Lcem 1.y1 o ...Tit.Le and Dispo__§_ition changed._ ~~ u ~ 

Item 144.,....Provision to retire to Federal Records Center deleted. 

Item 1510,....Sub-Item (3) Provision to retire to Federal Records Center 
deleted. 

,,---
Item 1520 Provision to retire to Federal Kecords Center deleted. 

Item 15 7 .rSub-Item (l) (b) Provision to retire to Federal Records 
"'-.Center deleted. . . 
~ {-t'elM. '"'' -- A.:_~OV\."'-t'~'J ::::s(HA\f""--~c~ l\.11:J. A--b..,{-;-,.,c.t;:; ; G-YL~i<Dlt dtsrc-..,,·,r~·/? 

N-, /.l_,·. _fl!fl Item 162 o,,..Item description and dis-20.s.ition_change-d ..~/~.;2 § .~~~~~;{J /lfat,L-~--u-~ e.~e-4~~-~ -pertflfc~ /7r-e#Itf /a IrL~J 
:::i\.. ll_n·-1:j Item 163; Item description and dispo~ition changE';d. ;~Z-
iD'lL~ ==== ------
It:,/~ .. 

- Item 164: Provision to retire to Federal Records Center deleted. 

ii»4f1Item 165.~Item description and disposition changed. 
'!/"""-- v-/ - -- -- --

It em 168.~Provision to retire to Federal Records Center changed to 
retire beginning July 1, 18 months after end of processing year. 



~ Item L70 . .,--Title changed to add "No Longer Accumulating". Provision to 
]) retire to Federal Records Center changed to retire 3 years after end of 

processing year. 

Item 173.,.--Sub-Item (1) (b) Provision to retire to Federal Records Center 
changed to retire 5 years after end of processing year. 

Sub-Item (2)(b) Provision to retire to Federal Records Center 
changed to retire 5 years after end of processing year. 

Sub-Item (3)(b) Provision to retire to Federal Records Center 
changed to retire 5 years after end of processing year. 

Item 187o~rovision to retire to Federal Records Center is changed to 
retire 3 years after close of case. 

Item 194.rDisposition changed to destroy at the end of June and at the 
end of December those closed forms and related documents over 6 months 
old. 

Item 196. --New Item for "Information Notice (Form 5970)". 

Item 197.~New Item for 11 Rej ect Registers". 

Item 198 :-New Item for "Reject Control Listings". 

Item 199 _.,...,New Item for "Service Center Control File Adj us tmen t 
Records". 

{t~ 200,, 5u.\.-T.,t,em (1) (b) Provision to retire to Federal Records Center 
Gelet:edo 

I tern ,·201 o·--Sub-Item (1) (b) Provis ion to retire to Federal Records Center 
deletedo 

Item 2020-Sub-Item (l)(b) Provisbn to retire to Federal Records Center 
deleted. · 

Item 203:-Sub-Item (l)(b) Provision to retire to Federal Records Center 
deleted. 

Item 204~ Sub-Item (l)(b) Provision to retire to Federal Records Center 
deleted. 

~1 Jte~ 20~----- Sub-Item (1) (a) Disposition changed from "JIB,.TAig" to destroy 
75 years after end of processing yearo 

Sub-Item (l)(b) Provision to retire to Federal. Records Center 
deleted. 

'ffJ',jlJ/ J.t.em_2.0-7,. ----sub-I tern ( 1) (a) Disposition changed from "~_'LAfJf' to des troy
(!:!;,,{ 75 years after end of processing year o 

· Sub-Item (l)(b) Provision to retire to Federal Records Center 
·deleted. 



. .
f!J/}b Item 208 ;,...'s:1b-Item (1) (a) Dµ_p_os_it=h_on-cha~g~d from "RETA'IN" to destroy

t;; ... ·' a 
!J~" 75 years after end of processingyear. 

Sub-Item (l)(b) Provision to retire to Federal Records Center 
deleted. 

Item 209. 
/,

Sub-Item (l)(b) Provision to retire to Federal Records Center 
deletedo 

.---
'o/f)ll)j}/; .J,:tgm_2.1Do Sub-Item (1) (a) Di_§_p_9_s_ition_£Q9-J1g§_q 
/_[!/'}V.7,5 years after end of processirigyear. 

from "RETAIN'' to destroy 

Sub-Item (l)(b) Provision to retire to Federal Records Center 
deletedo 

,,--
Item 2110 Sub-Item (l)(b) Provision to retire to Federal Records Center 

deleted. 

~f?_fllj Jtern_212,..,,----Sub-Itern (1) (a) D~po.s.i1_ion-cb_ange_d__,from "RETAIN" to des troy
JY~r'-'--75 years after end of processing year. ------

Sub-Item (l)(b) Provision to retire to Federal Records Center 
deleted. 

}):;?/41 Ltern 213~_,,,...Sub- I tern (1) (a) 12-~s2os i tion ch~~g-~d, from "RETAIN", to des troy
,_'./"" 7 5 years after end of process·ing- year. - ···· · ·· - . 

Sub-Item (1) (b) Provision to retire to Federal Records Center 
deletedo 

/J]fl,JLt_ern_2J~ ..------Sub-Item (1) (a) D~2ositign_<;b_~11ged,from "RETA,IN~to destroy
_J;:;J,.' '7-5 vears after end of. procesing yeat. · -
· ___ ..:tern (1) (b) Provision to retire to Federal Records. Center 

is changed to reti~e 5 years after ~nd of the processing year. · 

Item 215..--Sub-Item (l)(b) Provis:bn to retire to Federal Records Center 
is changed to retire 3 years after end of processing year. 

Item 216.,...Delete, reserved for future use . 

Item 2180 .-Sub-Item (l)(b) Provision to retire to Federal Records Center 
is changed to retire 5 years after end of processing year. 

?JJ:J-:,3/1tem 219.~Language and d,#P""'i'C_~on_change~-[~~7"~J 
Item 220.~Provision to retire to Federal Records Center deleted. ' 

Item ?2 9 _,,.,...Dg_p_o.s_~_tion_cJJ.p.nged, to des troy after transcription and error 
correction processingo 

Item 230. -New 

Item 23L--New 

Item 232. ,.New 

Item 233. 
,,-

New 
Tax Return". 

Item for 

Item for 

Item for 

Item for 

"Systems Audit Trail Report". 

"Account Verification File Listing". 

"ENAF Aged Account Listing". 

''Annual Information Return of Windfall Profit 



I tern 234 _,_,.,i.:iew I tern L ... ~ 11 Problem Res·olution Infc., _,ta tion Sheet". 
t /'/ I

Item 235. New Item for "Computer Program Development Request". 

Item 243.,........,Sub-Itern (2)(b) Changes the Retirement to Federal Records 
Center from 18 months to 3 years after end of processing year. 

ffe/';/l1 Item 254 • ......--Disposition changed to destroy 6 years after\ e~d of processing
Y: ""year. t · · · ~ 

Item 255.'C::hanges Form Number to read "5081". 
/ . 

Item 2700 Provision to retire to Federal· Records Center d~leted. 

Item 278 ...-New Item for "IDRS Review Notice Register". 
,.-

Item 279 0 New Item for "Installment Agreement Accounts 'List (IAAL) '.' 

Item 3010
/ 

Sub-Item (2)(a) Dispositiori reduced from 1 year to 6 months 
after date of listing. 

Item 303. 
/ 
Sub-Item (l)(a) Disposition changed to destfoy 1 year after 

end of processing year or 6 months after internal audit, of operations 
and accounts, whichever is later. 

Item 304.✓Sub-Itern (1) Disposition changed to .destrdy 12 months after 
end of processing year0 

Item 305 _---:s,,b-Itern (3) (a) Disposition changed to destroy 6 months after 
c '2 p~ 1ccs a Ye ?r.c d uC~ d 0 

Sub-Item (4) deleted. 

Item 306.-Sub-Itern (l)(e) deleted. 

Item 315.,,.....-Disposition changed to destroy 30 days after date of listing 
or when no longer needed in current operation, whichever is later. 

&)4='C;Itern 3160-~:Ls_p_o~i.tion-chan~~g, to destroy 12 months after the month 
~'!7' generated unless the Supervisory Audit~r at -½he service center requests 

that they be retained for a- longer period. 

7f]t}!{J I tern 317 .✓pis.£O.S-:k-!:_1oB--CQari.g~d to des troy 12 months after the month 
generated unless the Supervisory Auditor at the service center requests 
that they be retained for a longer period. 

~:''"') Item 322 • .,,,--Sub-Item (2) (a) Disposition changed to des troy 7 years after 
·- close of processing year. === · · · ~· 

Item 323.-Sub-Itern (l)(a) Disposition changed to destroy 6 months after 
date of listing unless the Supervisory Auditor at the service center 
requests that they be retained for a longer period. 

~}}~Item 324/" Sub-Item (1) Dis£osition chang_e_d_~o destroy 1 year after 
·- "the month prepared. Q::::= ------· 

Sub-Item (2) Provision to retire to Federal Records Center 
deleted. 

"13 



Item 325. ,,..,Disposition changed to de.stroy 1 year after th,e mo11th 
prepared.or when no longer needed in current operations, whichever is 
later. . 

Item 326.
/ 

Sub-Item (l)(a) Disposition changed to destroy 2 years 
after date of listing. 

,,.--
Item 334. Disposition changed to destroy 3 days after applicable 

block is processed . 

.---Item 335. New Item for "Taxpayer/Employee/Financial (TEF) Data Request". 

Item 336.
/ 

New Item for "Taxpayer/Employee/Financial (TEF) Data Request
Log''. 

Item 3 37.--New Item for "DORMS Source Documents". 

Item 238:-New Item for "DORMS O1:3-tput Documents". 
./

Item 3 39 0 New Item for " DOfiltS Data. Files". 

. ~40B~ ~JU.-J ~ ·fA ,(,l.S, ~~ ~ ~~b-, ff~>/f;z_ 
00 

The Alphabetical -Ind~x (Exhibit 100-2) and the Forms Index (Exhibit 
100-3) for Records Control Schedule 206 have been updated to include new 
items and changes set forth iri this revision. 

EFFECT ON OTHER DOCUMENTS 

Manual Supplement 1 (15) G-137, dated July 16, 1981, is superseded with 
respect to Chapter 1 (15) 59,026 as the. changes ar_g inc_Qrpo_rated in Item 4 7 
of this revision. 

The following Manual Transmittals are obsolete: 
1(15)59026-1, dated April 2, 1981, 
1(15)59.26-2, dated May 12, 1981, 
1(15)59.26-3, dated July 16, 1981, 
1(15)59.26-4, dated September 24, 1981, and 
1(15)59,26-5, dated March 29, 19820 

0 ~-rl~~"() t, 8~~~~L-
k~ard E. Simko 
Director, 
Facilities Management Division 

FILING INSTRUCTIONS 

Insert:Remove: 

1(15)59 026-1 through 1(15)59.26-61 1(15)59.26-1 through 1(15)59.26-___ 

'{I 

https://1(15)59.26
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1(15)59.26 Records Control Schedule 206 for Service Centers page 1(15)59.26-1 
(5-12-81)

Table of Contents 

Description and Authorities 
General 110 

EXHIBITS 
Exhibit 100-1 
Records Control Schedule 206 
Exhibit 100-2 
Alphabetical Listing for Records Control Sd7edule 206 

Exhibit 100-3 
Forms Listing for Records Control Schedule 206 

MT 1(15)59.2~2 Table of Contents 

(Next page is 1 (15)59 . .26--3) IR Manual 

https://1(15)59.26


· Chapter 100 

·Description 'and Authorities 

• 110 (3-2iJ...82) 1 (15)59.26 

: General 
(1) The records covered by this Schedule are 

created or maintained in Internal Revenue 
Service Centers in carrying out their functions 
pertaining to revenue collecting and account• 
ing: processing, analysis and disposition of tax 
returns, tax information documents and related 
records; mailing of tax forms; transcription of 
statistical information; and preparation of spe• 
cial reports. 

(2) The records consist of seven major 
groups which represent administrative and pro
gram functions. They include: 

(a) Administrative Records pertaining to 
the administration, work planning and control, 
and operation of the service centers; 

(b) Examination, Data Conversion and 
Taxpayer Service Records, pertaining to re• 
ceiving, sorting, controlling, error correction, 
transcription, unpostable and entity control, re• 
search, and taxpayer contact operations (Re• 
turns Processing Records); 

(c) Cashier, Accounting and Adjustment 
Records pertaining to the processing of tax 
returns and related data; and 

.. :i·Micro• 
film Registers, Indexes and Directories pro• 
duced by service centers. 

(e) Integrated Data Retrieval System 
Computer Outputs and Related Records pro-

1 :::!:..::::::: ::: :-;-:~;~~;;-.~d t,·1· sai"Vi'Ce centers. 
(f) Federal Tax Deposit (FTD) Program. 
(g) Audit Information Management Sys• 

terns (AIMS). 

{Next page is 1, 

page 1(15)59.26-3 
(3-2~2) 
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(3) To facilitate reference, this Schedule 
contains a numerical listing of forms and a limit
ed alphabetical listing of record series cross-in
dexed to specific items. 

(4) The records disposition authorizations in 
the Schedule are based on administrative de
terminations of the Internal Revenue Service; 
and disposal authorities as follows: 

Congressional House Reports 
No. Congress Session 

2285 84trl 2nd 
819 85trl 1st 

1620 85trl 2nd 
690 86trl 1st 

1256 86trl 2nd 
1740 86trl 2nd 
1600 88trl 2nd 
221 ss:n 1S\ 
236 89ttl 1st 
637 90trl 1st 

1S47 90th 2M 
1895 2ndg·om 

Dates of Approval by the Archivist of the United 
States 
Mon!h Date Year 
June 18 1970 
March 8 1973 
May 6 1974 
January 27 1976 
July 29 1976 
ADril 19 1977 
May 30 1978 
April 20 1979 
July 17 1980 
July 7 1981 

Ja'>uary ~ 13 ·1982 Le.test NARS Approval to be added:________________ 
(5) See Exhibit 100-1 for Records Control 

Schedule 206. 
(6) See Exhibit 100-2 for Alphabetical Listing 

for Records Control Schedule 206. 
(7) See Exhibit 100-3 for Forms Listing for 

Records Control Schedule 206. 

i------------------
iMT 1(15)59.26--5 110 
! 

IR Manual(15)59.26-9) 
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Records Control Schedule 206 For Service Centers page 1(15)59.26-9 
; 

(9-24-81) 
.Exhibit 100-1 

Records Control Schedule 206 ◊ 
[Amended and Supplemented by MS CR 1(1 S)G-137) 

Item Description of records 
No. and disposition authorizations 

Administrative Records 
,.. ~1. General Correspondence Files. Corren... , spondence and related documents (not 
,:, covered elsewhere in this Schedule) to or 

· from the National Office, regional offices, 
district offices (including Area, Zone or Lo
cal Office) pertaining to service center op
erations, instructional material, and data 
concerning organization and staffing prac
tices, and achievements. (Excludes rec
ords documenting significant procedural 
and organizational matters, and selected 
records determined to have reference val
ue which shall be retained.) 
(1) Destroy 2 years after the end of the 

year. 
2. Administrative Files. Correspondence and

Ji1fln related documents (not covered else
~ rvS) where in this schedule} pertaining to 

housekeeping or facilitative functions of 
the over-all administration and operation 
of the service center. 

~ 'f:J!i (1) Destroy 6 months after the end of the 
, . year. 

3: Deleoations of Authoritv ~i10<:, Record 
. .i~ns of 

authority. . . 
(1) To an individual or office in accordance 

with prescribed regulations and not in
cluded in the Internal Manaoement Docu
ment System. (These records are of a 
limited nature as opposed to delegation 
of autnoritv records on.a.continuing basis 
wn1ch are a part of the Internal Manage
ment Document System.) 
(a) Destroy 1 year after close of the 
calendar year in which delegation of au
thority was terminated. 

(2) Statutory Notices. Delegations of Au
thority for signing statutory notices. 
(a) Destroy 10 years after end of proc
essing year in which delegation of au
thority was terminated. · 

4. Computer Run Books developed by the 
service center for operations under the 
ADP system. 

~ /1. ;(4-t....__Q~iginal Aun Books with suppo_ctif'l9 (1) Copies of Run Books. 
,~,..:v,, docllmel'l~ · · · · _____.;.,-- (a) DESTROY 6 years after the end of the processing
-

11 
~ (a) Destroy--30.....Y.ears aftefoooks are 

superseded. '><'::::---.... . year. 
(b}-Retir~o-Federal--Recer~nter• 
-when;:,,fl0--longer~-needed•-ifl'--curreR!; 
-operations:·= · ?~~~-'8 C¼/1t2;--Copi13s of Aun Books. 
(a) Destroy-when.. superseded,_or.-!'lo
longer neede,_d___in-currerit-oper~ t 2..4 Ck<_.ff,.whfchever~is earlier. 

5. Evaluation, Assistant and Internal Audit 
Reports. Reports submitted by the office 
of Regional Inspector, regional office, and 



Item Description of records 
No. and disposition authorizations 

service center, together with related corre
spondence and work papers. Reports cover 
special studies, internal audits of opera
tions, evaluation of program activities, con
formance or variation to existing procedures 
and regulations for management purposes. 
(1) Record copy. 

~a) Destror 3 years after completion or 
issuance o report. . . . 

(2) All other copies. 
(a) Destroy after 3 years or when no 
longer needed in current operations, 
whichever is later. 

6. Minutes or Summaries of Conferences 
and Meetings. Documentation of minutes 
or summaries of conferences and meet
ings, including information or decisions 
reached and actions taken, or to be taken. 
(1) Record copy. 

(a) Destroy 1 year after the end of year. 
(2) All other copies. . 

(a) Destroy 1 year after the end of the 
year. 

7. Management Swvey and Project Reports. 
Narrative reports prepared for local 
·implementation. 
(1) Record copy. 

(a) Destroy 2 years after close of file. 
(2) All other copies. 

(a) De5troy when no longer needed in 
current operations. 

8. Narrative and Statistical Reports. Recur
ring narrative. statistical, progress and pro
duction reports (not covered elsewhere in 
this schedule). 

(a) oestroy aner 1 yea.,. 
(2) All other copies. 

(a) Destroy when no longer needed in 
· current operations. 

9. Production and Work Control Transmit
tals, etc. 
(1) Destroy after completion of each an

nual program. 
10. Production and Work Control Schedules, 

Registers and Reports. 
(1) Destroy 1year after completion of an

nual program. 
~2}-lndividvaf·Production-Report---{ !PR). 

~)-Destroy-after--GG-days-.~----
11. Systems Change Requests and support

(2) Performance Evaluation Reporting System (PERS) Listings. 
(a) DESTROY after l year. 

ing documents. 
(1) Destroy 1 year after approval or 

rejection. 
12. Worksheets used as source documents to 

prepare punch cards. 
(1) Destroy after related punch cards are 

destroyed. 
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Records Control Schedule 206 

Item Description of records 
No. and disposition authorizations 

13. Daily Production and Batch Control Cards 
and related forms and documents used in 
the preparation of production control 
reports. 
(1) Destroy 30 days after .reports are 

printed. . 
14. Work Measurement Reports. Employee 

records, reports, schedules, machine con
trol documents, worksheets, and equiva-
lent documents. . 
(1) Copies used by Service Center Man

agement Staff Reports Unit.. 
(a) Destroy 1 year after data has been 
recorded and balanced. 

(2) Other copies provided to supervisors 
and other working copies than in {1)
above.· - · · 
(a) Destroy 60 days after data has 
been recorded and balanced. 

15. Work Measurement Job Requests and In-
put/Output Schedules, etc. .· 
(1) Destroy 1 year after completion of 

pro\:lram. ·· 
16. Machine Logs and related documents 

used to record machine use on each 
program. . . 
{1) Destroy 1 year after date of last entry .. 

i-: iu_.,_ ,,..:._ . -1.rds. Em-
,...· - J -·- , • ,._..;,~..;,;., ,,_.cu -.....;;i, V1 ::;tGli 11.:::..arion. Fl.Jnc-
tion and Program Master Cards; Machine 
Master Cards;. and equivalent forms and 
documents. . . .. 
(1) Destroy dropout or discontinued 

cards 6 months after end of each 6-
month reoortina oeriod (June ::io and.De-
cember 31). • · · 

18. Work Measurement Work Planning and 
Control Cards. Job Record Detail Card, 
Machine Hour Card, Employee Perform
ance Card, and equivalent forms and doc
uments used for input and output in prepar
ing staff-hour and machine-hour reports. 
(1) Destroy 60 days after related reports 19. 

~=aLELQrinte_d,..__~_________...,._~ 
i 9. M~netic Tape Maintenan7eRecor s. 

{1) lhcid~nt Reports. . ·. ·· 
(a) Reco~~opy ·• _ • 

1 Destroy---afte~3e rs. · · 
(b) All other copie . · 

1 Destroyph'en n -i ger needed in 
current-operations. 

(2) Tap~Gperations Records. 
(a).,.Destroy 1 year after completio
.attion. 

20. Quality Review Forms, Reports and 
Records. 
(1) Forms 3926 and 4687 

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

JR Manual MT 1(15)59.26-4 
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Magnetic Media Management Records. 
(1) Semiannual and Annual Inventory Records and Reports, 

Monthly Inventory Reports, .Missing and Destroyed 
Media Records (including Forms 3220 used with 
Transaction Code l for addition or deletion of 
tapes and disks). 
(a) DESTROY 2 years after end of processing year. 

(2) Forms 3220 (except Transaction Code 1), Expired 
Retention Notifications. 
(a) DESTROY l year after end of processing year. 

( 3) Weekly Master Listings, Weekly Job-Run-File Listings.; 
(a) DESTROY l month after the end of the processing · 

month. 
(4) Scratch Lists, Tape Cleaning Lists, Unpostabe Lists. 

(a) DESTROY l month after completion of action. 
(5) Daily Master Listingso 

(a) DESTROY l week after processing week. 



. Item Description of records 
No. and disposition authorizations 

(2) Weekly Summary Report, Weekly Unit/ 
Group Report, and Periodic Defect Fre
quency Ust 
(a) Destroy weekly listings at end of 
current quarter, plus one quarter 
(b) Destroy quarterly listing at end of 
current quarter, plus two years. 

(3) Individual Review Validation (IRV) and 
Alpha-Individual Review Validation 
Listings. 
(a) Destroy old listing when new one is 
received. 

(4) Sample Control, Error Logs and Error 
Notices. · 
(a) Destroy 1 year after the end of the 
current quarter. 

(5) Forms 3926, 3927 Invalid Data Listings. 
(a) Destroy after corrections post 

(6) Selected Cum Records and Master ID 
File. 
(a) Destroy old one when new one is 

. printed. . . .· . 
(7) ODES or Keypunch Input Forms 3927 

and 3927A. 
(a) Destroy after data has posted to the 

· Master ID and Cum Data File. 
(b) Other ODES or Keypunch Quality Re
view Input Documents can generally be 

. disposed of after the data posts. 
(8) Quality Review Index and DDE Mis
_.match Listing. 

la\ DP-!=:trov after review is completed. 
-S,":eets. 

Computer Printout Sneets containing.data 
relating to reel numbers and tape runs. 
(1) Destroy after 9 months or when no 

longer needed to resolve computer 
problems, whichever is earlier. e,_o

22. Audit Technical nme Report (Form ..Jl. ~ ( o l - 2. ~, 
4502)., or related documents, containing 7' · .tl. ,

1 
~;;o~~~Lti~e- listings of audittechnical ( "'\), ~ A,@ KL... ~~ \ <j"7 r ttCs ~ ~ lc; to~ 
(1) Destroy after 6 years. . ·· • '-. . J 
(2) Retire to Federal Records Center af-

ter 1 year. · 
23. Training Program Files. Schedules, time- Q/1... WfJ> 

· tables, evaluations, and plans of training 
courses; documents and reports pertain
ing to participation, instructions, attend
ance, progress and examinations; re
quests for material, services and informa
tion; data relating to training task forces; 
estimates of need for training; and related 
data (not made a part of personnel files 
and not covered elsewhere in this 
schedule). 
(1) Records covering courses held in parts. 

(a) Destroy 2 years after completion of 
the entire course. 

(2) All other records (except selected over
. all records of training which may be re
tained until no longer needed in current 
operations). 
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Item Description ofrecords 
No. and disposition authorizations 

(a) Destroy 2 years after close of the 
year. 

24. Training and Development Records of In
dividuals. Forms, memorandums, and re
ports pertaining to participation, pro~ress 
and grades; evaluations and summaries of 
the performance and effectiveness of indi• 
viduals in courses, training or career devel
opment projects; and applications and 
records of students in correspondence 
courses. 
(1) Destroy when no longer needed in 

current operations. 
25. Evaluations of Classroom instructors. 

Forms or memorandums used to evaluate 
the performance and effectiveness of 
classroom instructors. 
(1) Record Copy. 

(a) Destroy after completion of course 
or 1 year after end of instructor's 
assignment 

(2) All other copies. 
(a) Destroy after 1 year. · 

26. Training Course Status Notices. 
(1) Master copy. 

(a) Destroy when superseded or 
,-,.he.-.lr.::~.-:"" 

0 

(a) Destro.y'when no longer needed in 
current operations; 

27. Training Material Status Notice 
Transmittals. 
(1) Destroy upon receipt of subsequent 

transmittal notice. 
28. Check and Bor1rl I.c:c:11J=t....l.Jsts. Memoran

dum copies of lists and related documents. 
(1) Check Issue Lists. · 

(a) Destroy 3 months after date of 
receipt. 

(2) Bond Issue Usts. 
(a) Destroy 1 year after date of receipt 

29. Designations of Certifying Officers. Forms, 
lists and correspondence relating to the 
designation of Internal Revenue Service 
Officers and employees to certify vouch
ers to disbursing officers for payment from 
appropriated funds. Also includes records 
pertaining to recommendations for ap
pointments and revocations; and revoca
tions and notices of appointments and rev
ocations. (Note: Segregate terminated 
delegations of authority on a continuous 
basis.) 
(1) Destroy 6 years after revocation. 
(2) Retire to Federal Records Center ·1-.?, 

years after termination or revocation of 

(9-24-81) 
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4,--cl.VJtio[tly. -~---~ ~r, .,_ . .c>. . t. B , T.T t . t b · 1d.30.'ltem-Na:-30-is-reservecl-for..future-additlOAs aenl,i.1. ica ion aages o worn o permi ui ing access. 
-to-the--'-'Ad~inistrative-Records!.'-portfon-of ( 1) DESTROY after employee discharge and. verification against 
-t'lis-schedule: . . , • t d G ~ ~ l'j'~l,A,,.issuing ana receip recor s. t~J1 ,01.e--v...,__ 



Item Description ofrecords 
No. and disposition authorizations 

31. Documentation of Membership in Profes
sional Organizations. Correspondence, 
reports, copies of speeches, minutes of 
meetings, publications, newsletters, and 
other material related to membership and 
participation of Service otticials and super
visory employees in professional societies 
and organizations. (Participation autho-
rized by the Service.) - -
(1) Destroy 6 years after the end of the 

year, or when no longer needed in cur
rent operations. 

32. Protective Program Files. Correspon
dence, reports and plans reflecting imple
mentation of Service policies and proce
dures developed in the administration of 
the Accident Prevention, Emergency Plan
ning and Security Programs, Includes 
Boards of Inquiry and evaluation surveys 
or inspections in these three areas. 
(1) Destroy after 3 years. 

33. Identification Media and Related Records. 
(1) IRS Employee Identification Card, 

(Forms 6054, 6055, and 6056) and Civil 
Defense Card. 
(a) Destroy upon final turn-in by person 
to whom issued. 

(2) Numerical Records of Identification 
Media · 
(a) Destroy 3 years after last entry for 
turn-in is made. 

(3) Alphabetical Identification Media 
Requests. 
(a) Destroy 3 years after being placed 
:...., ,,.__,_ ..J,.. -·-1 .,.:, ~ 

, ., ... ~ __ ••...•.•..•,•• , ...•. .-...,u1·or\zed 
Access to Restricted/Secured Areas. 
(a) Destroy after 6 months. . 

(5) All other records and correspondence 
pertaining to identification media. 
(a) Destroy after 3 years. 

34. Emergency Planning Files. Records relat
ing to the day-to-day administration and 
operation of the emergency planning pro
gram, such as program memorandums, 
correspondence and instructions relating 
to test exercises, tests of emergency com
munications equipment, and copies of 
reports. 
(1) Destroy after 2 years. 

35. Relocation Plans and Lists. Records per
taining to the emergency relocation plan, 
and emergency relocation cadre 
assignment 
(1) Destroy whensuperseded by new 

plan and lists, or when declared 
obsolete. 
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Item Description ofrecords 
No. and disposition authorizations 

36. Safety Program Files. Correspondence 
· and related documents (not covered else

where in this Schedule) pertaining to safe
ty program progress, comparative safety 
and accident data, etc. 
(1) Destroy after 2 years. 

37. Accident Case Files. Case files containing 
_ personal injury, investigative, and motor 

vehicle accident reports; exhibtts, state
ments of fact and related correspondence. 
(Note: Record copies of no lost time injury 
reports maintained in .regional Facilities 
Management Branch; those of lost time 
injury and motor vehicle accident reports 
maintained in National Office Protective 
Programs Branch.) · 

· (1) Motor Vehicle Accident Records. 
·: (a) Destroy 1 year after case is closed. 
- (2) Employee Personal Injury Records. 

(a) Destroy 1 year after. date of 
accident. · - . I ~ ?·, · 

38. Certified and Registered Mail Records. ~ <fj3 . c::j) , c::::) • . 

(1) Registers and receipts of incoming and '2J @) 6 " 
outgoing certified and registered mail ex-

. ·f:\Pb~t;;~~?2 ~~~~~~,ir~ .. . . . * N(. SO- 2. ) G • ~A~ ~. ~ . ·t~ ~ ar,:.:ed .certi- 1
nl\JIJlll/l fied mailing lists. . - \al C? ~ ~s .:cf ,Ii;,. l MC ...~.
J!'f/v~ · iti~;~~~ 10 years after end of proc- 7 @ '~ 

~b) Retire-to-Fede, al Reco, ds Oente, 6 Je fe Tl'.2. 
· · -mernflS-aft~nd of processing yea1. • 
39. ZIP Code Directory. ' . 

· ( 1) Destroy after receipt of revised edition 
· ~:" ·::!;::;: ~= !::~;~~ ~=::::::! :~ ~"rfent 

· operations. 
40. Records Disposition Files. Includes de

scriptive inventories, disposal authoriza
tions, schedules for retirement of records, 
records transmrttal and receipt forms for 
retirement to Federal Records Centers, 
reports of disposition, and related 
documents. 
(1) Records . Transmittal and Receipt 

Documents. _ 
(a) Record copy. · 

) o &u·· 1 Destroy when related records are 
~ . destroyed, or when no longer need-J~ ed for administrative or reference 

purposes, whichever is later. 
(b) All other copies. . 

1 Destroy when no longer needed in 
current operations, or when certifi
cation of destruction is received. 

1 (2) Disposal Authorization Documents. · 
I (a) Record copy. 

::::::/~ 1 Destroy when related records are//.f'\ . . destroyed, or when no longer need-
~[/,- , · · . ed for administrative or reference 

<: purposes, whichever is later. 
I 
I IR Manual MT 1(15)59.26-4 
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Item Description ofrecords 
No. and disposition authorizations 

(b) All other copies. 
1 Destroy when no longer needed in 

current operations. 
· (3) Disposition and Holdings· Reports and 

other related material. 
· (a) Record copy. 

1 Destroy after 3 years. 
(b) All other copies. 

_ ·. :. 1 Destroy when no longer needed in 
current operations.

41. Numerical History Forms Files. Form His
tory Requests for a new or revised form; 
Form Status Notices; copies of current 
forms; information on completed and con
templated changes or revisions, including 
notes, rough drafts or.work papers; copies 
of regulations, administrative issuances, 
or other instructions. Includes correspon

. dence, conference notes and documenta-
~ ~ tion relating to final approval of forms./D · . (1) Destroy 1 year after form becomes 
;,- obsolete. · · 

42. Internal Control Files. Card -files, tickler .1 files, and other types of files used to record 
action taken and control workflow (notI· covered elsewhere in this Schedule). 

, (1) Destroy after 1 year or when no longer 
- needed in current operations. . 

1 43 Management Document DistribuUon Con-
1 trol, or equivalent records used in the con-I .trol and distribution of internal manage-
' ment documents. 

·1 and the 
one ma1 1mmeo1a1e1y µrecedes current 

· · card. · 
44. Reference Files. Extra copies of corre

spondence and reports, reference copies 
of computer-produced reports, directives 
and internal management documents, 
walk-in contact cards, or other material 

· . retained solely for reference purposes in 
current operations. 
(1) Destroy when obsolete or supersed

ed, or when no longer needed in current 
operations. . . · · 

45. Resident Programmer Analysts (APA) 
Records. . 
·(1) Destroy 1 year after superseded or 

- when no longer needed in current 
operations. 

46. Records Relating to Disclosure. Form 
5394, Request for Notifications and Ac
cess-System(s) of Records Privacy Act 

; of 1974, and Forms 5466 and 5466A, lndi-
: . vidual Records of Disclosure. 

~/} (1) Destroy 6 years after end of process-
::?/-J'li~ ing year. . 

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

47. Information Items. Tax related communi
cations and information alleging or indicat
ing a violation within the investigative juris
diction of the Internal Revenue Service. 



SG. Four-Phase/Prototype Error Correction Sy~tem (PECOS) (AUSC). Forms AUSC 30, 
Four-Bhase/PECOS Change Notifications prepared by Security Super~isors and 
submitted to the Security Officer. 
(1) DESTROY 2 years after the employee is removed from the applicable 

Security File. 

51" Closed 100% Penaltv File (For~ 2749). 
(l) DESTROY at the e-;:id of June and at the end of December those forrr:s over 

6 months old. 

52. T,,:~ormati on Returns ?ro.~r2.:.'D. - Schedules K-1 E:di t Sheet ( Form 6035). Used to 
Drocess Scheo."t..'.J.e }{-1 information when there 2.re liiOre than 10 Scrled.ules K-ls 
~ttached to ?orm 1065. 
(l) DESTROY 6 months after end of processing ye2.r. 

53. Unit Com!T:e..nd Code P..uthorize.tion. ~rie authorized co:rr:rrnand codes for each unit i.~ 
the Service Centers. 
(1) DESTROY 6 years after year in which information is outdated. 

5).;. ?o'...:er of Attorney ( POA) /Tc:.,: Tn:forDation Author-i zation ( TTA), Centr~lized 
P.utnorization File ( CAF). Authoriza:tion for a third. party to act in behalf 
cf a taxpayer before IRS or to rec.eive or inspect certain t2.x information 
for tne taxpayer. 
(1) ?OA 1 s a;d TIA 1 s (Hard Copy) used as input documents to the CAS. 

~.:;;.~'T'"ROY 3 year.~af:er the ciata has been converted. to sagnetic taDe~ 
~\ the tape verlll~C. ~:-d-%s.s__:t}!e 1' or-c" ~B:!" :Acr::..Lor a-c "G[Le service centerI .rer:,~.e..-;;_,5 tha~ uney oe retained. for a u'-" 6 _ :::-· 0 ·~iod. 

~y., during the purge year which is the first two digits of 
the SDLN on the POA or TIA. 
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. 
ifr,-~)1(1 )_ T,217smi~I M_e,i;norandu,ms of "in!~rma
~tr"\! c'On rrems and other in,ormatJon from 

district offices to service centers. 

~(2tt~,:t~~fiat;~};r;!~;;1en-ite~•<>s-.___,.,.and insignificant tax items. 
~ •2.) Des,roy~~~.:e, .ecc,p.. 90 days after receipt or after post review, whichever 

1 0
•" ~.-,,..:-.;.o;-..-i • rc " r - is later. NOTE: All must receive post review before ~ '~ T.f-ar'<Sactio~~sp~rt~:~P.d.,Gu~;e,,;;~~1;~e-

tary-Jnstrumen\..·Rep0r-ts·;--SenHo-files, destroying. 
{a)-Destr:oy. .3 ..year.s..af.er-closing...datB.

::::--llllAt..) O;t-:er cicsed tax related items sent to 
~ fi Jes. (3) Currency transaction Records. 

(a) Destroy 1 year atter closing date. (a) DESTROY 6 years after end of processing year.
T~•J\J5):o ~l:;3eo ~a~:.:_,:elated_1ems, transferred to 

0~ _;i--·_,_..r St::, f1•:.B cent ... r. . 
· (a) Destroy 2 years atter closing date. 
, (6) Closed tax related rtems sent to i::xami-
m\/lM ~ation, Collection, fanployee Plans and 
V'W1j :=:-<e'.".:ot O~gan,zat,or,s, Cnm,nal 

Investigation. , 
(a) Destroy 2 years after closing date. 

i;;"\/]n.,(7) c:os_ed . tax rsiated items to Prior 
~~ lnvesngauons. . 

(a) D~stroy 10 years from closing date. 
/~) /,:::i,.....~ ~1~ r:::,....,~ ~ ✓ QO\ r-;~:-.,;:_j lnvesti-

._,6:'.:""Pro-
• · gram (Back-Up Tape) .. · .. 

:: .· .:(a) Destroy 1 year after shipment date. 

• 

<!&. ~Edit Sheet. Us8d to se:::a;.a,l,e 
• Tax Sh<?.t~Fcata~\~ the.J:,oF!'l'"l"iu65 re-

tum pnor ,o e~L~u~~-
·. (i) De_§j.LGV;-::t,-months atter encn,t-p..a_<;-

. -essir.g year. ·. _ ·· .. 

delete 48. (Reserved) 
New Items 50, 51, 52, 53, and 54 (see attachment) 

49. All Other Taxpayer Case Files (not cov-
9red in this Schedule). · 

de1ete. 11 \ O.;,:;troy :. :'"'"''" ?tier.case is closed. 
1NOT2-Jt&£T] Nos. 50 tnrougn 54 ar.e.-r~{

· · servea·for·-lutw:e_i:.c<:liL~to tne , . . 
"Acm1rust::auve"Reccirds"-por:tio.o ( Ins er t ---=-C:::s::::k;:_He a Q l n g) =i:b:12=t=o::;:::::::n:::e::w==:.'.:.R:::a:::g:::::::::e 

<--..o~~J.Jle.. - RETURNS PROCESSING R . i . ==' 
. 55._ Individual. Income Tax Returns (Forms · ' ECO RDS ! 

1040A) with .related documents attached · ···· · ----
to the return or. considered a part of the 
administrative file, regardless of whether 
;he doc-.Jments are physically with the re-
turn or maintained in an attachment file. 
-(Forms-1040A-consolidated--.vith-Form~ 

· ·iB40-beginning·-with-T-ax-:-:Year-1969-an~_\de 1ete 
-reinstated·beginnin9-with-'f-ax-Year-t9'7-2:-)-
(1) Return filed in original blocks in account 

number, original document locator num-
ber (DLN) sequence, or renumbered in 

· document locator number sequence on 
~ /1/1, or be/ore April 15. . .. 
l_lJ.f).V 1111/ (a) Destroy 6 years atter date of filing... 
~ (b) Retire to f=ederal Records Center 

beginning January 2 through March 31 
following the :,rear in which returns w'?re 
numb-Bred and orocessed. 

(2) Retm-:s filed, numbered or renumbered 
in doc-..;ment locator number sequence 
April 16 t"lrough June 30. · 



Item Description of records 
No. and disposition authorizations 

(}I)
(a) Destroy 6 years after numbering r ~1~ 
and processing beginning July 1. ..:.).:; , D 
(b) Retire to Federal Records Center 
beginning January 2 through March 31 
following the year in which returns were 
numbered and processed. 

(3) Returns filed, numbered or renumbered 
in document locator number sequence 
July 1 through December 31. 

~fl (a) Destroy 6 years after end of proc-
~ essing year. 

(b) Retire to Federal Records Center 
beginning January 2 through March 31 
following the year in which returns were 
numbered and processed. 

(4) Returns in penalty files. Returns on 
which a penalty of 50% or more has been 
assessed, and cases for wr1ich the Crimi-
nal Investigation Division has requested I
longer retention. :_ · :... .. ~ ~ ~ -~ 

0(a) Destroy 6 ye3IS and 9 months after· ,:;: ,:- 8 CJ d/ 
I) • the end of the Calendar year in which<..:...,J..:J, , q 

case closed. · · 
(b) Retire to Federal Records Center 
July 1 through September 30 following ~ythe year in which returns were renum- /4i 0) /41 .~=~~~-in. t_h_e 55J CV {..S Apenalty or supplemental 

0 

. (5) Returns in potential refund litigation 
· case files,. Returns and all related 
• documents. 

~ ~~) fi~~stroy 7 ye~ after estabHshment 

~ (b) Retire to Federal Records Center 3 
. fr3/Jw:,.-:,,rs <>ftor ~sh:>t>lish,.,.,,,,r.t d fi.1.le. . . 
~_'O tJ;v1dua/s, 
- Partnerships and Fiduciaries (excludes 

Forms 1040A}, wrth related schedules, 
correspondence, audit reports, work pa: 
pers and other documents attached to the 
return or considered a part of the adminis
trative file, regardless of whether the docu
ments are physically with the return or 
maintained in an attachment .file. 
(1) Returns tiled in original blocks in ac

count number, original document locator 
number sequence, or.renumbered in doc• 

• ument locator seq-Jenee on or before De
cember 31. 
(a) Destroy on or after January 16, 6 
years and 9 months after Apr! 15 of the 
processing year. 
(b) Retire to Federal Records Center 
beginning January 2 through March 31 
following the year in which returns were 
numbered and processed. 

: MT 1(15)59.26-5 IR Manual 
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Item Description of records 
No. and disposition authorizations 

(2) Returns in penalty file. Returns on which 
a penalty of 50% or more has boon as
sessed, and cases for which Criminal In
vestigation Division has requested longer 
retention. 
(a) Destroy 6 years and 9 months after ~lffi ~ end of calendar year in which case @<b IM O ?

/!:!I #J closed. 
(b) Retire to Federal Records Center 
July 1 through September 30 following 
the year in which returns were numbered 
in the penalty or supplemental series. s~/~~?

(3) Returns in potential refund litigation 
case files. Returns and all related 
documents. \ 
(a) Destroy 7 years after establishment 
of file. S'~/&!ffi'g?
(b) Retire to Federal Records Center 3 
years after establishment of file. 

57. Declaration of Estimated Individual In! come Tax or Equivalent Forms.: 

I 
I (1) Taxable Declaration of Estimated In
I come Tax or equivalent forms with 

remittance. '. • · 
(a) Destroy 4 years after end of proc

~ essing year filed. 
(b) Declarations r,• ,rr,hc,ed and proc- . 

. }&camber 31. 
1 Retire to Federal-Records Center 

beginning January 2, 1 year after 
the end of the year in which num
bered and processed... 

(2) Non-taxable Declarations. · · 
(a) Destroy upon receipt · 

(3) Taxable Non-remittanca Declarations. 
. . (a) Destroy upon receipt __ 
5o. Corporanon ana Excess Profit. Tax Re

turns, including all related d09uments, cor-
respondence -anc;f exhibits. · · 

\~ (1 ~nD~!~~y 75_~ears ~fter_en~ of pr'?cess-

(2) ~etums number,ed and processed Jan
uary 1 through June 30. -
(a) Retire to Federal Records Center 

.• . beginning Janua!Y 2-through March 31 
following the year in_-_which numbered 
and processed. -

(3) Returns numbered and processed July 
111111!1 1 through December 31. · 
~ 11 (a) Retire to Federal Records Center 
I beginning July 1 through September 30 
: following the year in which numbered 
· and processed. 

(4) Returns and related documents in po-:Tlffj tential refund litigation case files. 0 
: . · fl{} (a) Retire to Federal Records Center 3 
: ~ years after establishment of file. 

IR Manual MT 1(15)59.2&--S 



Item Description of records 
No. and disposition authorizations 

(5) Return by an Officer, Director, or 
Shareholder with respect to the Organi
zation or Reorganization of Foreign Cor• 
poration and Acquisition of its Stock. 
(Form 959). · .

=rrrJlJJJ'! (1) _Destroy 75 years after end of proc-
~- essIng year. · · · 
. (6) Election to be treated as a DISC (Form 

4876). 
(1) Filed a 1120 DISC for any taxable 

. year for which the election is effective, 
•:]~- (a) Destroy 75 years after end_ of 
! • processing ear. 

<i (b) Retire to /ederal Records Center 
July 1 through September 30 fol
lowing the year in which numbered 
and processed. . 

(2) Revoked or Terminated and has filed 
.a 1120 DISC during any taxable year for 
which the election is effective. , 

(a) Destroy 75 years .after end of 
processing year. · · 

(b) Retire to Federal Records Center 
July 1 through September 30 fol
lowing the year in which numbered 

• -· and processed. . · 
(3) Has not filed a 1120 DISC during any 

· · of the taxable years that the election was 
effective .. 

(a) Destroy 6 years after the el.action 
is effective. . · • ·. 

· (b) Retire to Federal Records Center 
July 1 through September $0 fol
low_ing the year in which numbered 

\~ , ·- ..... 1 ,.;., fl I t-""C"I u;;,;;.1(j l11i;:;~ .. · nt::nums on 
"which a penalty has been assessed, and 
cases for which the Criminal lnvesti_gation 
Division has requested longer retention. 

(1) Destroy 75 years after the end of 
'/J · t~e calendar: year in which penal
- ties were assessed and case 

. closed. 
· (2) Retire to Federal Records Center 

July 1 through September 30 fol
lowing the year in which returns 
were numbered in the penalty or 
supplemental series. · 

59. Income Tax Index Cards (Official Record 
Copies). Index cards used as a cross-ref
erence to income tax,retums, assessment 
lists, Unit Ledger Cards (ULC's), and other 
documents. - . 
(1) Index• cards tor individual, partnership 

and fiduciary income tax returns, and oth
er miscellaneous returns. 

'fM/1///J (a) _Destroy 3_0 x.ear~ after end of proc
l!frl/S/ essing year._ 

(b) Retire to Federal Records Center 5 
years after end of processing year. 

(2) Index Cards for Corporation Income 
Tax Returns (1917-1948). 
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: Item Description of records · 
1 No. and disposition authorizations 

, (a) Index Cards for 1917.
Im /.I II fl 1 Retained by Federal Records Cen-J!/{ii'i!1J ter~ for cross-reference to Corpo-

. · ration Income Tax Returns 
(b) Index Cards for 1918-1948. · 

1 Destroy as they are no longer 
. needed by Federal Records Cen-
j · ters for cross-reference. r\ JI u
' ~- (c) Index_ Cards for Corporation Income V. ""-- u,) t:.::J

TaxReturrys (.1949.c:1'.965t'-:,-.-.. ------and sub_seq_t,en"t years).. "/
_1,Beta,11._·_ _;.--. · 2 RETIRE to Federal Records Center 5 years after· end ofTg)

i 60. Unsigned and Undeliverable Tax Returns 
which are not processed.or numbered. processing year. 

1 (1) Destroy 1 year after end of processing
i year. .. , ;1 DESTROY 75 :years after end of processing year.._ 
, 61. Estate Tax ~fl:!!::rmtiaenc·e · and docu-
'· o.._,.t1....,U\.,IIC.:,., V'V t-'V' • ' . . 
i ments such as wills, affidavits of appra1s-l als, trust agreements, power _of attorney, 
1 briefs, etc., and any related gift tax return 
Ij filed by decedent. -· 

H)l.rl/111 (1) Orig_inal_s, reviewed and renumbered by
~'1.1 Exam1nat1on. -· 
~/J (a) Retain. ·-• ·. · 
~'./ (b) Retire to Federal Records Center 6 

,.,...,,..._r".the: ~ft!:',r t:'v~r-niri~t!,..........I c:!'"'.$Ure. 
- ·,0.'eturns 

·and related documents prior to examina
tion and renumbered DLN. These folders 
should all be screened to remove any re
turns or correspondence that should be 

. processed end for-Narded to Examination. 
After screening, dispose as follows. 
(a) Destrov when relatad Estate Tax 

· Returns are retired to the Federal Rec
ords Center in accordance with (1)(b) 
above. · · · 

62. Gift Tax Returns. Form 709, Un_ited States 
Gift Tax Return; Form 710, Gift Tax Do
nee's or Trustee's Information Return of 
Gifts; Form 882, Statement of Gift Tax 
Due· and all related correspondence and 
doc~ments not associated with Estate Tax 

(2) File Folders-set-up to house returns and related documents-:r:.Zfo\P'..l Returns. . 
~vv (1) Retain. ,t!j · . • . . prior to examination and renQmbered DLN. These folders 

63. Gift Tax Information Card. Master index of should all be screened to remove any returns or correspondence· gift tax returns which show name, d1stnct, 
_; IV'\ account number, etc. · that should be processed and forwarded to Examination. 

~~vu (1) Retain.64. Capita( Stock Tax Returns with related cor- After screening, dispose as follows. 
~:f\...!J respondence, records and documents. (a), DESTROY when Gift Tax Returns are filed in the alpha
\!!Jvru (Declared Value Profits Tax Act repealed file or retired to the Federal Records Cente~ perfor the years after June 30, 1946.) 
!iMVIJl (1 ( Destroy 30 years after end of process- Item 61 above. 
~ 1ng year. 

, 65. Employment Tax Returns filed by _employ-
. ers and covering withholding, social secu-

rity, railroad retirement and unemployment 
taxes, not agreeing with the amount 

https://processed.or


i.· 

Item Description ofrecords .. 
No. and disposition authorizations 

claimed as credit, and related documents 
and correspondence. 

~ (1 ~ Destroy 6 years after end of process-
~ Ing year. . - • 

. (2) Retire to Federal Records Center be
ginning January 2, 1 year after the end of 
the year in which returns were numbered 
and processed. . . 

66. Exempt Organization Returns, including
~/U?/J. all related documents, correspondence (includes Forms 990,990-AR, 990-C, 990-T,~ and exhibits. . 990-PF,1041-A, 4720 and 5227).;;::,,/.1,r, (1) Oestro·y 7 years after processing year. 
,;::.;,,r:y ,(2}-Retums-numbereo-anct-processe<J-Jan-~n ..uary--1-through-.June--30.: .
~Qd ~a}--Retir.e to Federal Rec:=,rds . enter 

•--begiiit,iii~a ,... .... ..:.. ...~11uw111y u1e 

year in ~t)icb.t · urns were~~~1!:-~• .:-::----=-=--·-=-·=~ 
- · - ;.and-processf3_d ... _ . - - - -:::-:. - · ·· delete )\ 

..· {3}--Retums-rn.1rnbereo-and-processee-Ju!y :1/ 
-~11 ~1--through-Decernber--3-~- _ /f"
•~ (a}-Retit~to Federal Records _C.ei:iter 11

beginning July--1-;-1:::Y.~g the ~~ 
year in whicb41'errtffiirns were nombere.d., .;) 

_ .. . and-p'focessed.. 0 - -=-~--,-,.~:::...--'··.· _·; ___-_ .-:.--
,:-;- -67:'.MisZ:'ellEfrieous Tax Returns covenng _ex-

cise tax returns on diesel fuel, gasoline,
'iiv.fJ!ln lubricating oils, telep_hor:ie, telegraph, 
~ transportation, etc., with related corre-

spondence and documents. . 
U\ ,,:,.,,,..~1,,..,, ......... ,_,,,('.' T?v D..-=.'"'1:ric- 'Nlth related 

-. ··~ -· ~ (al· Destroy 6 years atter end.ot- proc-
essing year. · 
(b) Retire to Federal Records Center 
beginning January 2, 1 year after the end 
of the year in which the latest returns 
were numbered and processed. 

(2) Alpha and Index Registers for Forms 
4638. 
(a) Destroy 6 years after end of proc
essing year. 

"{b)""Retire,-to-Federat>Reeerds Contef 1 delete 

nd68.~:~%~er:gg;.;;!~-Pe:?e~~~'J*~~ a l 3) 720 Filed in accordance with theRetention of Forms 
forms (not associa!ed wit~ related tax re- United States/United Kingdom Tax Treaty Rati· f'i' edturns) allowing or d1sallowmg taxpayers to ~ 

extendtimeinwhichtofile aretur~orm~ke April 25, 1980. This treaty provides that retroactivea tax payment due and taxpaye:s applica- . "" . 
7tions for a change in accounting penod. c_aims .LOY overpaymern:, of the excise tax on foreign 

~;;3M (1! Destroy3yearsafterendof_process- ; in.surance premil.Lms may be filed for period starting 
~ ing year. 6 5 ; Januarv l 1°75 so it will be necessary to retain. 12) Aetiteto Fede1al Reeores,o'ller~l"" v~· , ,,, , • ~ 

-sinniftg-daRuary 2, fol!OW!ftg-t_fte--proe-_ i~ I iled Forms 720s for all periods arter cnn1c-ary 
~g,yeai. September 30 ~ 19 74,-0>·±; 19-'.f-5-, until further notice. 

(a)DESTROY - Do not destroy until further notice. 

MT 1(15)59.2&-1 IR Manual 
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Item Description of records 
No. . _and disposition authorizations 

<.,,-
69 N · 

· cl3ti~e of Nonreceipt of Tax Returns IQ' Return Delin uenc and Balance Due Notices) Taxpayer
an:fvg _Tax Delinquency Investigations Delinquent Accounts TDAs , Taxpayer Delinquencyraelated correspondence lncl_y6es 
~ecor and r~lated document~ o~osed Investigations (TDis), Returns Compliance Program 
Taxpay Delinquent Accounts A's) 

axpayer Delinque I ' (RCP) Leads, Courtesy Investigations, and related
(T"Dl's) ncy nves, 1gations 

. (RCP) L!~ds. eturns Compliance Program docurnentso 

'MfJ ( (1) Return Delinquency Notices (Forms 4901, 4902,l)(a)oi~if ~nreceipt of T£Retums. 
'.:¥essing ye~Y. ears a)e'r end of proc- 4903, and 4904) and other related documents. 

Q,o (2) Close{i TDA ':s Dt•,:/~. rl (a) Closed Forms and Related Documents over 6 
: j;,~~ (a) _Destroy 2 ye~~aft~r e~~potl~?3t ·· months old. . _ ess1ng year. 

(-,) False Refund aims._ (T"DA's)-Closed 1 DESTROY at the end of June and at the end 
Files. . /. .. '\ of December.
(a) Destroy s.-1ears afteNhe end of the 
processing yionth in whic!;! case was (b) Credit Balance and TC 594/599 Cases Closed 
closed. / . _ '\ and other related documents over 6 months old

(4) lnstallmynt Agreement (For 433'-!A) · 
and rela)Bd documents. as a result of research (See Item 242). 
(a) D2s~roy 1 year after the end f the 1 DESTROY at the end of June and at the end
proc,ess1ng month. . 

(5) ll')StaJlment .A.greement Accounts · t. of December. 
(ay Destrov 1 vear aHec ,;-,,, cond of th . (2) Balance Due Notices (CP Notices and Forms 3967(C) 

c.;;,p,oyer·s Application for Identification 4839, 4840, 4873, and 4905,--ENotices 521 and 522))
1 ' •.,_I Number (EJN). . . . . . . and related documents. · 
,~(1) Applications and Related Corre-
J)1 o spondence. · (a) DESTROY at the end of June and at the end of 

..., (a) D_estr~y 6 years after the end of December those closed forms and related 
year in whrch processed. documents over 6 months old except for those
(b) ~etire to Federal Records Center 
beginning July of the vear fo/l()wini:i..th6 identified in Items 168 and 185. 
processing year. · - (3) Closed TDAs, TDis, RCP Leads, Ois, and related

(2) Daily EIN Log of Unassigned EIN's A 
generate<:! list of EIN's that have b~en documents. 
marked for deletion from the ENAF. (a) DESTROY at the end of June and at the end of 
(a). Destroy 6 months after print date..7 December those closed forms and related,. 1. Appl!catJon for Exemptions and Register. 

Appilca~10:1s for exemption from tax re documents over 6 months old. 
spons1b1l1t1es and regulations applying to (4) Installment Agreements (Form 433-M) and relatedrestricted or specially controlled business
es such as amusements, narcotics fire documents. 
arms, etc.; applications for registry a; per (a) DESTROY Forms 433-M and related documentsson. liable f?r.admiss!on tax after a change 
1n ownership, or equivalent forms with re- when required terminal input is completed or 

Mu.Jated correspondence and documents when the case is closed if form is retained
~(1 ) Destroy 5 years after filing · 
, (2) Retire to Federal Records Center af- in the Installment Agreement File. 
! ter January 1 of the year following the (5) Report of Trust Fund Tax Violations (Form 2674)processing year.
7i 2. TOI Supplements. Contains information and related documents. 
: abou! IMF _Delinquency Cases transferred (a) DESTROY at the end of June and at the end of
i ?etw-en district offices and processed at 
· ,he service center December those closed forms and related 
~i) TD! Suppleme~t Request (Form 5i 15). documents over 6 months old. 

(6) Application for Extension of Time to File U.S. , 
Estate Tax Return and/or Pay Estate Tax(f<>cn--~'-\-7G'0= 

. · \t..-).c-...\~ .."-. do(..\<,.~ 1 

11.anuaJ MT 1(15)59.26--4 (a) DESTROY after research and terminal input 
action is completed, if applicable. 

(7) Request for Quick and Prompt Assessment (Form 
2859) Index File Copy. 
(a) DESTROY at the end of June and at the end of 

December those forms and related documents 
over 6 months old. 



Item Description of records 
No. and disposition authorizations 

(a) Destroy after 20 days. 
(2) Service Center Taxpayer Delinquency 

Investigation (TDI) Magnetic Tape Files. 
(a) Destroy 2 years after closing date. 

(3) Failed to Match List (for matching of TDI 
. Supplements with cases). 
. (a) Destroy after 30 days. 

73. Certificate Waiving Exemption from Taxes 
Under FICA and related correspondence.

~/l/111 (1 ~ De~troy 10 years after the end of year 
~ in which processed. 

(2) Retire to Fede,el-Reoor-os-GeAter~-
..:,':l';n c:, I a 4- P-4,d.ftl,~.;1 

~i:.- . 
74. Public Event Manifests. Samples of tickets 

printed alona with name of printer, person 
or organtzatlon ordering the tickets and 
quantity of tickets produced. 
(1) Destroy 1 year after end of calendar 

year showing date of event . . 
75. Problem Resolution Records. Correspon

dence and Statistical Records created and 
maintained primarily from contacts wtth 
taxpayers who have problems to be 
resolved. ·· . 
(1) Problem Resolution Correspondence 

(Form 5543). . . . . . . 
· (a) Destroy 1 year after the end of the 

fiscal year in which the case is closed. 
· (2) Problem Resolution Statistical Records 

\~?~_~2~)- - . -..,d of the 
••--"-• J"-C.• . "' '""'~" - ,C 1i::1pOl1 is· 

re ared. 
76. Special Taxpayer List. List of names o a 

persons, including wagering, who have ap-
. plied for special tax stamps. 
[ 'fJ(f{/(1 ~ Destroy 30 years after end of process-
. mg year. -· 

~~tire-to-Fede-rel ReeoFds-Genter be• 
--9inning,clanua~2~after.eend0of,process-, 

a,ver 1 ,ca e o ec oc,a e 
ty Coverage, Exemption from Seit-Em
ployment Tax for Ministers, Members of 

. . Religious Orders and Christian Science 
Practitioners, Public Officers, State or Po

.!1j/// litical Subdivision Employees, etc.
\~~(JJ Ret.<'!i.n,____ 
-, 78':'Social Security Tax Correction Rec;or s. 
i Correspondence, forms and doC1Jments 
: used to correct.d~crepancies·m Social Se-
! curity tax account~

nN1'111 (1 j Destroy 4 years afteren$fprocess
~ 1ng year••-..------
i . (2) Retire to Federal Records Cen er-...l..
l. . year after corrections are made. 
! 79. Delinquency or Correction Notices. Social 
' Security Administration form to request 

District Director to furnish additional infor
mation about wages paid to wage earner. 

( 2) RETIRE to Federal Records Center beginning January 2, 
3 years following the year in which processed. 

fr,-1."''·
ta_c.~ • I e1'+t:~..,a.~ 

(2) RETIRE to Federal Records Center 5 years after end of 
processing year. 

Social Security Tax Correction Records and 
Logs or Files Temporary SSN Assigned . 
(1) Correspondence, forms and documents used 

~ to correct discrepancies in Social 
Security tax account. 
(a) DESTROY 4 years after end of proces

sing year. 
(b) RETIRE to Federal Records Center 1 

year after corrections are made. 
(2) Logs or Files on Temporary SSNs Assigned. 

(a) DESTROY 2 years after end 9f proces
sing year. 

(3) Listing of Spouses in SSN sequence. 
(a) DESTROY old listing when new listing 

is received. 
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Item Description ofrecords 
No. and disposition authorizations 

il?t/wJ7 (1 ~ Destroy 5 years after end of process-
~ 1ngyear. · 

. (2) Retire to Federal Records Center 
when no longer needed in current 
operations. 

80. Gasoline and Lubrica.ting Oil Bonds. 
Bonds previously executed by manufac
turers or producers of lubricating oil and by 
producers or importers of gasoJine ,as re-

- quired by IRC 4101, and which have since 
been terminated as in the case of discon-
tinued businesses or businesses no longer 
requiring a bond. Bonds may also have 
been cancelled by the insurety;

N\ AM (1) Destroy 6 years after termination or 
~VZ/W cancellation of bond. · · 
· -{2}-fletire-to-Federat-Aeeords-Gefltef-Ofle- , . 

. -year-after-termination or-canceltatior-i-ef- aelete 
-bonds;= . 

81 . Employer Appointment of Agent (Form 
2678). Is used when an employer appoints 
an agent to p&y his employee's wages. 
{1) Account with agent acting for only one 

8nployer. 
t?) ~.-.+...,....., c::: 1!1":"1 .... ~ ~"""""" .. '-"'T'T'lination. 
. . . . . _. _ ... _. __ .;ei,te::-:2. delete 

.tyears-attei:-termiAatiefl-;--
(2) Account with agent acting-for more than 

one employer. : · ,. · · 
(a) Destroy 6 years after all accounts 
have been terminated. 

• (b) Ren~ederal-Recor-0s-Center~ delete 
. 40aFS-after~all~accounts,..have-,,,bee~ 

' -~at~·' . '"'~ 
[ 82. FederalUseTaxRetumonHighwayMotor UC, ~-1, 1a 

Vehicles. Return of tax due on use of high- " f/:!A,,1/ 7 
.... ;::~~- ~t:.. ~f,;....• · way motor vehicle. . . ' .. ... , ·~ ..._....,.,.. ....\'M ll1J (1) Destrc?Y 6 years after the end of the 

'w,I l;iJ processing year. · .· 
• (2) Retire to Federal Records Center 1
i year after the end of the processing 

year. 
, 83. Election by Small Business Corporations. 

Filed by qualrfying small business corpora
tions who make election not to be subject 
to taxes as prescribed in IRC 1372.rtillflll (1) •Retain.--•-"--.-.--------DESTROY 75 years after end of processing year. 

'f/frl)j (2) Retire to Federal Records Center 1 u ~ f 
year after end of processing year. GJ. Q ft 11,,_,,.. <lie4\ r@ (? /.I ~.· aJJ:!/ «:? @\ (7 5)..?. o 

84. Authorization Registration for Tax-Free ~ c2) U ~ YR UI..S ~ '-' ~ ~ ~ IO ~ U O o 
Transactions. Application and certificate 

11form filed by manufacturers, producers or --:r:-V? ( '' Ii • 
vendees who desire to make tax-free pur- \ \ '- f-\ 1 

· · chases of taxable articles for further manu
facture of taxable articles, or for resale to 

llmanufacturers for that purpose. 
(1) Destroy 1 year after termination, revo-

'ffr_/J.///l catio_n or after authortzation is no longerJWt'vu required. ' ' ,, s II • tJ..{ II 

~ t~ i3/l 



Item Description ofrecords 
No. and disposition authorizations 

85. Information Returns and related docu
ments submitted by domestic and foreign 
firms to advise the names, amounts and 
types of income paid to individuals. 
(1) Domestic Filed. 

(a) Associated with income tax returns.
{21 1 Destroy or Retain, as appropriate, 

when related income tax returns 
· are destroyed or retired. 

(b) Residue of Information Returns and 
Documents not associated with related 
income tax returns. · 

. 1 Destroy selected sample 60 days 
after data has been converted to 
magnetic tape. the tape verified 
and sent to National Computer 
Center (NCC). · ( d)

2 Destroy nonselected documents Loose W-2's, with the exception of Copy C, which 
after sample has been selected, will continue to be returned to the taxpayer.
but no earlier than June 30th of cur-
rent processing year. . 1 DESTROY at the end of the processing year. 

(c) Statement of Gambling Winnings and 
Transmrttal (Form W-2G and W-3G) . 

1 Destroy 3 years after processing 
.. year. - . 

(2) Foreign Filed. . -• · •. ·. .· 
(a) Associated with income tax ret1:Jms. 

1 Destroy or Retain, as appropnate, 
when related income tax returns 

~ar:e_destroy_~_or retir09. · ( )"'ljyl.1nfl (b),Resldue of lnform~tion R_etums.-:ai'ia b Residue of Information Returns and Docu.ments not associated. 
.~SJ ~~nts not assooated ~eiated with related income tax returns.• . · · income tax retums. ~ . 

·,cessing 1 Information Returns and Documents selected for review. 
or convers1on-t0 magnetic tape. a DESTROY 1 year after processing-or conversion to , · · 2 Retire to-Federal Records Center 

· · _ 60 day~fatterpr~ng or conver- magnetic tape.
• .. .sion to magnetic•tape._ • ' . 2 Information Returns and Documents not selected for review.[ ·· · (3) Creation of or Transfer to Certain For

eion Trusts and Annual Return of Foreign a DESTROY January 2, following the_year receiveci. 
Trust .,.,ith U.S. Beneficiaries (Forms 3520 
and 3520-A) ·. · · 
(a) Destroy 7 years after date of filing. 

(4) International Boycott Report, (Form 
5713)." . ·· *M<.l'O-i-., .(~J..J~~~ \17f tfCS 
(a) Destroy 7 years after end of proc-

. essing year. · • ~~ ,,go~·~.
(b) Retire to Federal Records Center 1 

· year after the date of inclusion in the ~-,;~~~~dA,,.. l?,'if~. w/j 
scheduled triannual listing January 2, 
July 1 and October 1 of each year. 

(5) Questionable Form W-4 Program. f- N~ l'O•'L'19 ( \\ '"' 
. {a) Forms W-4 (Paper Document). D N D · ·1 t· h t · )

~/NILi. 1 Destroy<4..-years-atter-the-end..of- o ot es troy unti urt er no ice. 
~!~~~ -the-processing-year.. 
; · '2-RetlretoFedera!Records-Genter-1 delete o,K. w/9

year-after-end-of-processing-yea,. 
(b) Form W-4 Case Files. 

' MT 1(15)59.26-1 IR Maroal 
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Item Description ofrecords c· ./. +)No. anddisposftionauthorizations g'~/S/3 J C...Ott • 

f5\./4l{) 1 Destroy~years-..itter-the-end-of-- Do Not Destroy until further_ notice..f}/1· , 
~V\) -the-processing-year~ . r - ~· ,, A J -r:-A-- ,/J .. A ~,tac /JJ.1 n/fA4,A I fl I 

·-2-Retire.toFederal-RecordsCenter-+ de1ete ~ -g_a._- _· ,V6-'~ {""r,,r:.. ~~-,r- OJ /3
th nd~••fe!i::atter- e-e -of-processing ( 6 ) Sc1A e du1 e K - 1 Edit Sheet (Form 6 0 3 5 ) 

86. PubliclnspectionFiles(HardcopyandAp-
erture Cards) for Returns of Organizations 
or Fiduciaries Exempt from Income Tax 
maintained apart from the "return" portion 
of these forms. •·: 
(1) Destroy 4 years after end ofprocess-

ing year. ; . · 
87. Undelivered Jnfonnatidn Returns (Copy B) 

transmitted by employers, payers and 
nominees to the service center. 

(1) Destroy January 2 of the year following 
the year in which prepared. 

88. Information Returns received from em
ployees and recipients. 
(1) Information Returns associated with in

come tax returns. 
(a) Destroy 0( Retain, as appropriate, 
when related income tax returns are de
stroyed or retired. 

'"' ,_,___ ., __ '"'-~·-- -·· ----"1at~with 

.-·---- ___...,,,,_ ·------ '-·-···-· 
(a) Destroy January 2 of the year fol
lowing the year in which prepared. 

89. Uquor Tax Assessment Work Sheet (En
forcement). Used to determine rate of tax 
and amount of tax and penalties in en-

. forcement cases. ·.
1£ (1) Destroy 7 years after end of process-
Lt Ing year. 

.,} "(2)-ftetire to--Federaf-Records-Center-be
·ginning-Januruy-2,following-tt-le-year-4i:µ 
-which retums-wer-a- Aumbered-aAd.filed-

90. Magnetic Tape Correspondence Files re-
lating to the receipt, processing, and return 
of magentic tapes containing tax state
ments on wages, gambling winnings, re-
cipients of annuities, pensions or retired 
pay,· and information returns. Payment 
data filed by Government and non-Gov
ernment 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 documents are cov-
ered elsewhere in this Schedule.) . 

(1) Destroy 2 years after end of process
ing year. 

91. Transmittal, Receipt and Control Records. 
· C-Orrespoodence, teletype, transmittal let

ters, reports, and transmittal receipt and 

1 DESTROY 6 months after end of processing year. 

N<- so--i.•9. ~~~ -.,•~,.'4-c, \Ii~ r RCS 
.. 1 w,......~, · 

(2)RETIRE to Federal Records Center 1 year after end of 
processing year. 
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\ Item Description ofrecords 
j No. and disposition authorizations 

control documents, etc., (not covered else
where in this Schedule) pertaining to receiv

. ing, controlling and transmitting tax returns, 
, taxpayer account registers, and related

ifl'-'1l1fl docurne nts. · 
~ (1) Destroy after 1 year. · .· . -
· • ._ 92.. Advice of Transmittal used to transmit 

· schedules to·· the Social Security 
· Administration. 
(1) Destroy 1 year after end of processing 

· · year. . . · -:- : 
93. Taxpayer Correspondence Ries. · 
. (1) Correspondence to and from the public 

requesting information, blank forms, or 
publications; notification of change of ad
dress; or letters of general inquiry from 

· ·-taxpayers or thelC represem<1uvt:1~ .,,; ,ic;i, 
do not involve substantive tax liability 
questions, and which when answered or 
noted, complete the cycle of correspon
dence and have no value for a more ex
tended reference. 
(a) Destroy after reply is made, infor
mation is furnished, or appropriate 
changes are made in Service's records. 

(2) Loose schedules; Form 1310, State
ments of Claimant to Refund Due De
ceased Taxpayer; copies of death certifi-

. cate; etc., not associated with applicable 
return. 
(a)Destroy 1 year after due filing date of 
tax return. 

· (3) Correspondence maintained in sus-
·rs:ns or 

oi:ner oocumems, or cov'3re<J elsewhere 
in this Schedule. 
(a) Destroy 30 days after file is closed. 

(4) Correspondence requesting copies of 
tax returns. 
{a) Request from taxpayers as shown in 
the address area of the return. 

1 Destroy 3 months after request 
has been filled. 

(b) Request by or for third parties must 
be forwarded for association with the re
lated retum(s) after the request has been 
filled. 

1 Destroy when related returns are 
destroyed. 

94. Source Documents used for the establish-
.. ment of master files, consisting of mail 

slips, addressograph plate lists, alphabeti
cal listings by districts and other lists of 
business firms used to perfect the master 
file.. 
{1) Destroy 60 days after data has been 

converted to magentic tape, the tape 
verified and corrected, and master file 
established. 
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95. Notice ofAction for Entry on Master File or NC..l'b-1:19. ~- a,/~ ,e,AIZ..r,,,,w-Q \dll'I ~CS 
: equivalent forms. · 

'i.:fllin (1 / Destroy 5 years after end of process- ~,,.,.1,, ~. 
%Jt.;;j mg year. 

/ -{2-)-·ftetfre--to-Feeerel-Reoortis-Goot~ (2) RETIRE to Federal Records Center 1 year after end of 
'~ft~ processing year.l~-
1 96. Master File Entity Change, or equivalent
i forms not associated with case files. 

NI/JR// (1 )Destroy 1.year after end of processing
~;,ivv year. .. 

97. Block Control Cards, and equivalent forms 
j used as a card control for documents intro-
' duced through the processing cycle. 

(1) Master Control Cards.I. (a) Destroy 14 days after Control Data
I Recap and required balancing have 
I been completed. 

(2) Other Cards. 
(a) Destroy 30 days after data has 
been converted to magnetic tape and 
tape balanced and verified. 

98. BMF and IMF Entity Change Cards used in 
·· · ·· · · · · -e _of the 
:...""'..:.11,1,;,.::.,.;:, '••C.~1.V1 i-110 \L..i1v,, I c,;..,..,U ifi~ Jndi-

. vidual Master File (IMF). 
{1) Destroy 14 days after data has been 

converted to magnetic tape and tape 
balanced and verified. 

99. BMF and IMF Data Cards and related 
worksheets and transcripts, used to tran
scribe data to the master files. 
(1) Destroy 14 days after data has been 

converted to magnetic tape and tape
~w-,.:..od e1nd v~riiiea.-·· 

100. Document Reject Cards and Transmittals 
used in processing transactions to the IMF 
and BMF programs. 
(1) Destroy 60 days after removal from 

Reject File. 
101. Unpostable and Nullified Unpostable 

Cards and equivalent records used as 
source documents to facilitate the correc
tion of unpostable transactions. Used in all 
research, especially in payment tracing 
and Social Security Number (SSN) and 
Employer Identification Number (EIN) 
changes. • 

• (1) Paper Records (Not Microfilmed)./.)1/lM (a) Destroy 3 years after end of proc
. ~ essing year in which closed, or when no 
.1 longer needed for internal audit, which-

ever is later. 
1 (b) Retire to Federal Records Center 1 
l year after end of processing year in 
1 which closed. 

(2) Microfilm and Hard Copy of Records 
(applicable for service centers which are 
microfilming these records). 

https://��C.~1.V1


Item Description of records 
No. and disposition authorizations 

(a) Microfilm Record Copy not intended 
for reference use, but to make additional 
copies, as required. 

1 Destroy 3 years after end of proc
essing year in which closed. 

2 Retire to Federal Records Center 
90 days after creation and 
verification. 

(b) Research Microfilm. 
1 Destroy 3 years after end of proc

essing year in which closed, or 
•when no longer needed for internal 
·audit, whichever is later. 

(c) Hard Copy. 
1 Destroy 90-days·after-microfilming a ft er 

and- film verification.
102.«:f!Jnpostable,-Error-and-Reject-Registe~Unpostable and Error Registers and Listings 

and-Ustings prepared and used at service 
centers to perlect the master file and re-
solve errors made in processing and per-

f(ecti1)<fg operartR·ecttio11SR. :..-. _ .......~.n,e---_,Error Registers and Listings._rro eJ eg..,,ers anu u.,u, ,gs.
ir;\:/.1 nil (a) Destroy~-no-l0nger--needed-i~fter data have been inputed by Direct Data Entry (DDE), 
~vy current-operations,-unle_ss-the-Supe/'1/1-- unless the Supervisorv Auditor at the service center as·,-s 

- -50rt-Aud1tor-at-the-sef'VJC8--center-asks .1 A 

· for-thern-to-be--retained-for-a-tonge. for them to be retained for a longer period. 
,period.-

(2) Unpostable Listings. 
(a) Destroy after 30 days, or when no 
longer needed in current operations, 
whichever is the longer period, unless 
.. - · · · · ·•-~-..service 
v;.:;, i-..i.:;;, ~....;» ....... , u ,c:,, ...""" ,J..:;; , t:;; Lain~ for a 
longer period. · · 

(3) Accounts Maintenance Claim Pending 
(06-W) Transcripts, Forms 4179A, with 
ar, unreversed TC 470 and Closing 9 3 9 4 
Codes oo, 90, °'"'g;ga:s-.---.----- • or • 
(a) Destroy when no longer needed in 
current operation. 

103. Blocks Out of Balance Ustings. 
(1) Blocks Out of Balance Listings and 

Source Documents Reflecting Corrective 
Action Taken. 
(a) Destroy 90 days after data has 
been converted to magnetic tape and 
tape has been balanced and verified. 

(2) Blocks Out of Balance Card Check List 
(a) Destroy 90 days after end of proc
essing year. 

104. Block Proof Usting Register. Register is 
· printed each cycle reflecting each docu

. ment "input" in that cycle separated as to 
IMF and BMF in DLN sequence. Used daily 
to furnish information to the district offices, 
other services centers and taxpayers. 
(1) Destroy 1year after end of processing 

year. 
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105. Notice Registers. List by DLN, EIN, (BMF) 
or SSN (IMF), master file tax code, tax 
period, name control by type of tax return 
and computer paragraph number.

~(14 (1 ~~-stroy 1year after ~nd of processing 

: 106. Transcript Edit Sheets used in extracting 
; data from returns for statistical processing 
I programs. 

~·~~ (1) Destroy after completion of each an-tf!!L I!- · - nual program upon notification by Statis-
L tics Division, National Office. 

107. Duality Assurance Sample &:ilection 
Sheets and Assurance Control Sheets 
used to select and examine a group of 
returns for National Office quality assur-

- ance review. - · 
· (1) Destroy 1 year after completion of an

nual program upon notification by Statis
tics Division, National Office. 

108. Statistics of Income Program Tabulating 
r.<>rrf,e 'tc,c,-f fr,r ,:,t,:,tic,>'~' ..,recessing of 

·~~::..:-· 

-1 ~ - . (1) Destroy after completion of each an
lii~ - nn nual or other periodic program upon no
J.';•1· e:J ·. tification by Statistics Division, National 

Office. · _.. _ 
109. Sample Selection Sheets; · . · 

if<) fl I} IJ (1) Destroy 1 year after completion of an-
11.., ~ nual program unless notified otherwise 
_, by Statistics Division, National Office. 

110. Sample Receipts Control Cards used to 
key punch Sample Selection Sheets. 
(1) Destroy after completion of e_fil:h an

nual program upon notification by Statis
tics Division, National Office.-: 

111. Sample Selection Sheets and Data Identi
fication Records issued in the Taxpayer 

- Compliance Measurement Program. 
(1) Destroy 6 months after completion of 

annual program upon notification by 
· Statistics Division, National Office. 

112. Block Proof Cards used as block proof 
control card for statistical processing of 
selected corporation tax returns. 
(1) Destroy after completion of each an

nual program. 
113. Document Control Slips used to control 

and route statistical documents in service 
centers and which are not returned with 
the documents or returns processed. 
(1) Destroy 1 year after end of processing 

year upon notification by Statistics Divi
sion, National Office. 

114. Statistical Processing Progress Reports 
, on completed documents each week. 
; (1) Destroy 4 years after end of process-

ing year. · - . 

' ' 
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Item Description ofrecords 
No. and disposition authorizations 

(2) Retire to Federal Records Center 2 
years after end of processing year. 

115. Validation Certificates of Prior American 
Ownership and Interest Equalization Tax 

-Compliance. (Retained in Andover Service 
. · Center.) - -

if":;-JJJ/J} (1 ) Re ta in. · . 
~ (2) Retire to Federal Records Center 6 

· months after completion .of matching 
· ·- · and verffication operations; --

116. Social Security Tax Record Card, Title IX. 
· Record Card or equivalent records per-

- taining to wage and excise tax returns. 
(1) Destroy 1 O years after end of process

ing year.. ·' 
(2) Retire· to Federal Records Center 
--y;.hen no longer needed . in current l. 

operations. . /bMF Entity
117. Exempt Organizations""fti,_,4-tt""s-1e_r_F"'"i,.,..'e...,V,_o-uc_h,_____,7 

ers and Employee Plans Entity Changes. 
~.111) (1) Destroy 4 years after end of process-
:/!}i-11 1ng year. 

· -.- (2) Retire to Federal Records Center 2 
years after end of processing year. 

118. Document Register-Block and Selec
tion. Used to establish and maintain con
trol of documents (block listings) for re
turns and related documents. 
(1) Document Register (Form 81.3). Identi

fies documents with remittance and those 

\.:.;,_/ IYiC,..,Js,C:1 rllV 

1 Original Copy 
a Destroy when related returns 
are destroyed. .. ·- _ 

._Jl/) 2 Duplicate Copy ;Li[)'.~~ !'.1 
· a Destroy 16 years after end of 

processing year. 
(b) Non-Master File 

1 Original Copy 
a Destroy when related returns (2) Document/Remittance Register (Form RPS .are destroyed. 3O 

2 Duplicate Copy/ 813). Identifies iocuments and
7N l??.nll a Destr~y 6/•.years after end of remittances processed through thet7v9,J\/1 · processing year. 

b Retire to Federal Records Cen Remittance Processing System. 
ter 2 years after end of processing (a) Original Copy

-~Y-e·~-=-----:-,---------'----
CJ)(c~ En:::oder Tapes and Logs. 1 DESTROY when related returns 

m\ll)\/\M (o) t Destroy 6 years after end of proc-
~ ess,ng year. (b) Dupficgt~tC8pyd.
M. 2---Retire-to-Federal--Reeef<ls Genta.: 1 DESTROY 6 years after end of7'" 2-year-s-att~rocessiog

(.:J.) year-.- processing year.
12). Block and Selection Record (Form 

1332). Identifies returns and related doc 2 RETIRE to Federal Records Center 
uments without remittance. 2 years after end of processing{a) Original Copy 

1 Destroy when related returns are year. 
destroyed. 
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(b) Duplicate Copy Used To Transmit 
s~ Forms. 

1 Destroy when related SS-4 Forms 
; are destroyed . 
• 119. Examination Records Processed for Non- .I&. t... IC rO - ' ~~ . 
: Master File Returns, no returns attached. ~ W1 . 
~ {1) Destroy 3 years after end of process- _.,. ,..:E, -, I , e~ , 

. Ing year. d · 
; \2)-Retire-te-~era!-RecordS-~rue::-6- e_7 e1; e 
: -mGAths-.atter-eAd-Of-Process10g.._y.ear.
! 120. Declaration of Receipts · of Political 
i Contributions. .~~ (1) Destroy on April 15, 5 years following 11m~ the year date on upper right hand side of 
, forms. 
; (2) Retire to Federal Records Center be-
I ginning ~anuary 2 following the end of 
! processing year. .
I 121. Presidential Election Campaign Fund. 
: Statement 

r!J:Vl/J (1) Destroy 6 years after end of process-
11..1~ mg year. 
"'. (2) Retire to Federal Records Center be-

. . ·-~1-oend of 
processing year.. · - · 

122. Annual Employer's Retum for Employ~•s 
Pension or Profit-Sharing Plans, including (3) EPHF Hicrofiche (Working Copy), 1977, 
all related schedules, documents, corre- filed in Film Accession Number (FAN)

' spondence and exhibits, filed by the en:i- sequence.ploy er who maintains a plan or plans for his 
1 employees or for himsetf. The EPMF proc- (a) DESTROY 3 years after retirement to 

t essing year is July 1 to June 30. FederaLRecords Center.}\ i\/.'.:1-1!J (1) Destroy 6 years after end of process-
-~ mg year. --- (b) RETIRE to Federal Records Center 

(~) ~Q~, ~ io FeoeraJ Records ~nter °'-<:•10 July,· 1982.
,,-__mom.ru,_a,tti:lL~Qd__Qf_pco_c;_e_~lD~LY~ . , (4)123-:"lnstallment Billing Closed Case Files. In E~HF Microfiche (Working Copy), 1978,

cludes Service Center notices, computer filed in Box Identifier Number (BIN)paragraphs 191 and 480 printed_ on Form sequence.4179, bank form, used as posting docu
ments to manually update installment cas (a) DESTROY 3 years after retirement to es. An installment case file is closed when 
the account is timely and tulty paid or when Federal Records Center. 
the account is transferred to TDA status. (b) RETIRE to Federal Records Center
(1) Destroy 1 year after calendar year in July, 1983.which case was closed. 

124. Vehicle Registrant Records. Used f<:Jr the NOTE: All 1977 and 1978 Returns andHighway Use Tax (HUll Compliance 
Program. · · · Master Copies of ~licrofiche 
(1) Destroy 44-months after completing were retired to the Dayton· the match of HUT leads (Vehicle Regis

trant Records) against the 2290 Alpha Federal Records Center after 
Listing. · being processed by the IRS 

Data Center. 

vQ, ~~ ~ ~ l9~rrics 

a<: 01:J 



Item Desc,:iption of records 
No. and disposition authorizations 

125. Information Returns Program. Payee Tax 
Identification Number (TIN) Perfection 
Match Lists (CP 2010, Form 4906); Re
quests for Verification of Name and SSN 
(CP 2011, Form 5332); Payee TIN Perfec
tion Research Notices (CP 2013, Form 
5502); Payer Correcton Transcripts (CP 
2016, Form 5437); Payee TIN Perfection 
Update Reject Records (CP 2014, Forni 
3728); and Payer Correction Up~td He
ject Records (CP 2017. Foml 3624). 
(1) Information Rerurns. 

(a) Destroy 30 days after data has 
been converted to magnetic tape, the 
tape verified, and the tape used to up-

. date the service center Payee TIN Per
fection File or Payer Correction File,- as 
appropriate. 

(2) Underreporte< Select and Non-Select 
SSN List (Form 3624);-Notiee-Ba~ 

.;BP-2000·(-Form--5&1·2}: . 

(a) Destroy as _classmed documents (3)Notice Data for CP-2000 (Form 5812) .·
~-wlleo_progcam...compJe_tejj._·-';.-,-·--:-:--; 

126. Audit and ADP Records of the Information DESTROY when correct Underreporter Notices are 
_ Returns Program Discrepancy and Un- generated.

derreporter Related Documents: 
. (1) Transcript Limiting Card, Specific Tran

script Card, and Audrt Finder Card. 
(a) Destroy 30 days after successful in

" put to Magnetic Tape for selected case 
. . cards or simultaneously with disposal of 

transcripts for non-selected case cards. 
(2) Non-select Audtt (Discrepancy and Un-

..J _ • ____ _.. __ , ""i""" _____ ,.:_.i.-

,-, ---- -, .. _.. - -·--·- - - ~'i'scripts 
· 60 days after final action. · 
(3) Unmatched Audit Finder Card Listing. 

(a) Destroy listing 1 week after suc
cessful corrective action has been taken 
for finder cards indicated on the list 

127. Actuary Mailing Ust Information. Fom, 
5398 (accumulated in Andover Serv1ce 
C€nter only). 

/ (1) Destroy after 3 years.
! 128. Employee Plans-Plan Case Control Input 
: Record. Form 4646A. 

(1) Destroy 9 months after processing 
date. (Processing date is Julian date, 
4th, 5th, and 6th digits of control 
number.) 

129. Statement for Recipients of Interest In
come (Form 1099-/NT Copy C). Issued by 
the Service C€nter for interest payment 1n 
excess of $10.00. 
(1) Destroy 6 years and 3 months after 

the calendar year issued. 

MTJ(15)59.26-1 IR Manual 
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CASHIER, ACCOUNTING AND 
ADJUSTMENT RECORDS 
130. Doc1.;1ment Remittance and Assessment 

Reg,st~rs. Certificates of Deposit. Copies 
of registers and related documents and 
JOu~als prepared for the. control, classtfi
cati~n and applications of tax payments 
received for deposit retained in the Clear
,ng,and Deposit Section, Receipt and Co11-
trol Branch, Examination Division. 
(1) Destroy 1 year after end of processing 

year. 
131. Daily Re_cord of Teller Remittances. Daily 

accounting and recapitulation of individuaJ 
teller receipts including cash, checks and 
mo~ey order~. with related papers (NCR or 
adding machine tapes) used in connection 
,..,.th tho tollar'c: ,.L:,jfv h:,f:,, · 

.· (1) Original with tapes ana~ · ···· 
(a) Destroy 2 years after end of proc-

. essing year.
(2) Teller's Copy (duplicate).·. 

(a) Destroy after 1 month. · • 
i:-:-1---•· "'···-·'- .... I""'\ __ ... ___ , r--.:,..• ~----t"')rd main~ 
-··-- ___.... -·--·-·-.. -.--·.,-.,;'€(center 
for each' type of return or document which 
serves as a control for the assignment of 
block number;s. • · . . . 
(1) Destroy 1year after end of processing 

year. . . 
133. Distribution Ledgers. Records maintaJ~ed 

showing the distribution of change-making 
. !:1n~~ to aJI .subagents by the ~~~nt 

vc1::>111e,1.
(1) Destroy 2 years after end of process-

ing year. · 
134. Statement of Advance of Change-Making 

Funds. An annual accounting by sub
agents (tellers) and the Agent Cashier (Di
rector) of all advances of change funds to 
the regional disbursing office. . · 
(1) Destroy 2 years after end of process-

ing year. . 
135. Armored Car Messenger Receipts from 

carriers for cash and checks, etc., re-
ceived for deposit in banks. . 
(1) Destory 1 year after end of processing 

. ~~ ' . 
; 136. Receipts for Payment of Taxes. Duplicates 
\ of receipts. issued to taxpayers for pay-

. ments rece,ved.'l'f1/l/l (1)_ Destroy 5 years after end of process
VV"IJ mg year.

137. Discovered Remittance Usts and Forms 
4287. Documents used to record and con-

! trol cash remittances discovered in mail 
~, 

! 
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Item Description of records 
No. and disposition authorizations 

extr'.'ction, and remittance documents (in
cluding cash) discovered in areas outside of 
mail extraction. 
(1) Usts. 

{a) Destroy 1 year after the end of the 
processing year. 

(2) Forms 4287. 
(a) Destroy 2 years after the end of the 

i processing year. 
' 138. Special Tax Assemblies. 

(1) Unused Assemblies. 
(a) Destroy 60 days after receipt of new 
issue. 

(2) Voided Assemblies. . . 
(a) Destroy concurrently with the proc
essing of valid special tax stamps. 

: 139. Beco~ of Stamp Transaction~rrns'
! ~d.J:ecords...::alating-tg7.th0-reqU1sitioni
' - -· · snlnips:-~.,,-~ ____._,_""'· ,J 

.(.+}-t>eslroy 3 years atter-the.~lose of year 
in which the stamps were sold... 

140. Cover Certificates in lieu of lost or de
stroyed special tax stamps. 
(1} Destroy _1 year after issuance of last 

.- certfficate in book. -
141. Punch Card Requests for taxpayer ad-

dress information from the IMF. . 
(1) Destroy after mailing information to 

requester.
142. Narcotic Registrants, Inventory Records 
· · . and Purchase Orders. i/)'!VIA . .. 
~ ing year. · . f 

(2) Retire to Federal Records Cer:iter a -
ter January 1 of the year following th_e 

, processing yea_r. . _ 
i 143. Records of ROC$tpts and Drspcsal of N~ 
! cotics. Monthly reports subm1tt~ b~ reg,s-
. tered users and sellers of narcotics includ-

ing all related correspondence. . 
' (1) Destroy 2 years following the year tn 
i which filed. 
\ 144. Alcohol, Tobacco and Firearms Tax Re-
l turns. Returns filed by taxpayers for. ~e-
! ferred payment of taxes on distill~ spirits, 
. rectified products, wine, beer, cigars and 
j .. cigarettes.1/MM (1 ~ Destroy 6 years after end of process-
~ mg year. c,.,.. 

Control Records for Eeceipts for Payment 
Form 97). Certification of Transfer or 
for Payment of Taxes, inventory control 
accountability reports. 
,1) Orignal File Copy . 

of Taxes (Including 
Destruction of Receipts 
records, and inventory 

(a) DESTROY 3 years after end of processing year. 
( 2) D~plicate Copies. 

(a) DESTROY 2 years after end of processing year .. 

N< so-1.~,. (~·~ ,~~ 
~~ \98)-ttr~.) 

• 1 .,_
i -(~eth e-to the Federal nee:ords venter-o.e eve 
' . --+-year-after--end-of-processmg-yeaF.'-

145 507 Telephone Call Notices and (ela~ed 
· Forms 2747. Notices and lnvestigative 

History Sheets for delinquent accouf"!tS 
which have been paid in accordance with 
the payment agreement . .

"\F\\/4ln}1) Destroy 1 year after the account 1s 
~-;! closed. 
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146. Certificates of Deposits and Tickets. 
(1) Deposit Tickets (marked ''.Bonds"). 

'ili\/1.17)7 (a) Destroy 10 years after close of list 
~~ year. , 

(2) Deposit Tickets (others). 
(a) Destroy 3 years after close of list 
year. 

147. Loose DR Ustings. Registers reflecting all 
Depositary Receipts (DR's) that have be
come separated and referred to as Loose 
DR's. Printed each cycle (when there are 

·Loose DR's) by EIN and district sequence. 
The DR credit is input to the master file. 
Used to determine tax payments and to 
furnish information to district offices and 

; taxpayers. . . .
'irtJ1!/JJ (1) Destroy 10 years after end of process
~ mg year.

i (2) Retire to Federal Records Center 4 
: years after end of processing year. 
: 148. DR Transmittal Listings. 
· (1) Destroy 6 years after end of process-

ing year. 
/')\ O" ♦ ir,.,, ~ .... C:e~t":-,..~I C,-.,....,... .. ,..1~ Center 6 

. , _ __ _ _ _ .. ,;"cil Sheet 
date. 

149. Unused DR Ustings furnished by Federal 
Reserve Bank. 
(1) Destroy after all items have been 

closed. 
, 150. Schedules and Usts of Canceled and Un-
I delivered Checks and Bonds. . 

]NJ1?./t(1) Destroy after audit by General Ac
~~ countinQ Office /GAO) nr.when 3 years 

: 01a, whichever is earlier. 
f 151. Notices of Refund Checks.or Bonds Re
. · turned. Notices and forms supporting 

closed undelivered refund check or bond 
cases, or equivalent forms used as a fol
low-up to locate taxpayers. 
(1) Closed Cases (after taxpayer is located 

1 or check redeposited).
I~(a) Destroy after the calendar year in~-/1,ru:.,, which the taxpayer was located and 
I · case closed, or in which undelivered 
I check was canceled and credited back 

to the taxpayer's account 
(2) Open cases (all notices reflecting unre

solved Pre-ADP undelivered refund 
checks and all unresolved NMF undeliv

"' ri\/J/11 ered refund checks).· 
,(-f.vJ½!. (a) Retain. ( • .,a. 

(3~o~~~~;ts. Files Copy with related NC.. go .. ~~,. ~ ~I~ ~ ~ \ft971f recs 
2~ ~~a~estroy 5 years after processing ~ ~ \ 41ffl ,I~ ~ "°"eJ:•181 , ~, 

! "tb}-Retire-to-Fede_ral-Reoor~At~ delete!...11.1~C,.._,:!'::!_11:M) 
.,.ear-atter...processmg..year- t/lJ, ~ OK wf:> 

f J7.,fv 

https://Checks.or


Item Description ofrecords 
No. and disposition authorizations 

152. Refund Inquiry Control Correspondence 
Fi/es relating to refunds, stop payments 

. and remailing of checks (maintained in al- _..__.. Ci 1 11 ~ 
· pha sequence in one-month blocks). .-.., 

(1) Destroy 6 years after case is closed. , 
--{a}-Retire-to--Federal--Recoros-Gentei:--1--del e-c e 

,-¥eru:..attec.ttie.casais . .ciosed... 
153. Refund Stop Payment or Reissuance of 

Replacement Check or Bond records re
lating to refunds, stop payments, errors in 
name or designation of payee, remailing of 
checks or bonds, etc. 
(1) Destroy 3 years after case is closed. 

154. Record of Refund Checks issued as a re
sult of overassessment or claims. 
(1) Destroy 3 years after end of process

ing year. 
155. Refund Gards punched from NCC tape for 

IMF refunds. 
(1) Destroy after review and initiation of 

any necessary follow-up actions. 
156. Refund Deletions Listings prepared from 

special tape furnished by NCC to itemize 
deletion transactions to correct erroneous 
refunds. 
(1) Destroy 3 years after end of process-

ing year or when no longer needed for 
, reference; whichever is earlier. 
: 157. Returned Taxpa.yers' Uncollectible 

Checks, Debit Vouchers and Related 
.(?orr_esp_ondence. 

m·ocesss 
"'!:! ;;y:;,e111 iu f.J(J::.t c&o,, Lransactions to 
the master file.

1Nf1-7/) (a) _Destroy 5 years after end of proc0 . 

~ essmg year. · 
· .(b)-Retire..to..F..ederal-Records..cer:iter--1. delete 

•yea.-after-end--Of-processing-yeai;. 
(2) All other copies, including worksheets. 

(a) Destroy 3 years after end of proc
essing year in which ledger account is 
closed. 

158. Unidentified Remittances Records. Un
identified and excess collection vouchers 
and related data used to record and con-

' trol unidentified remittances. 
· (1) Part 2 (white). Closed. . · 

if. (a) _Destroy 5 years after end of proc-
'-- essmg year.i (2) Part 2 (white). · Unapplied Excess 

, Collections. 
cJ'iJfLlll) (a) _Destroy 30 years after end of proc
~l~ essmg year. 
; (b) Retire to Federal Records Center 2 
1 . years after end of processing year. 
i (3) Part 3 (yellow).
iJWV/11 (a) Destroy 5 years after transfer to 
~ closed file. 

MT 1(15)59.26-1 IA Manual 
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Records Control Schedule 206 

Item Description ofrecords 
No. and disposition authorizations 

(4) Part 4 (salmon). 
·•. (a) Destroy 1 year after end of process

ing year in which the Unidentified Remit
tance has either been applied or trans
ferred to Excess Collections. 

159. Reports of Deposit Deposit fund records 
of offer in compromise, property sales and 
deposits, miscellaneous deposit funds, 
~~ . 

(1) Records created prior to July 2, 1975: 
(a) Destroy 1 O years, 3 months after the 
period of the account 

(2) Records created on or after July 2, 
1975: 
(a) Destroy 6 years, 3 months after the 
period of the account 

(3) All records: 
(a) Retire to Federal Records Center 
after 1 year or when no longer needed in 
current operations, whichever is later. 

160. Trial Balance R~isters. . 
(1) Where audit is required. ·.· 

(a) Destroy 2 years after completion of 
c'.s Office. 

\~/ tmere auon is not required by Regional 
Inspector's Office. 
(a) Destroy 2 years after end of proc-
essing year. . .. 

161. Accounting Journals and Abstracts. 
(1 )-Records·created-prio;--to..Juiy..2,.jSZ5: 

"{a)-Destroy-1oyears;-3-monthsatter,the.a 
period-of-the-account 

(2r-Records-created-on-of"-after-.July-2., 
· ·+975~ 

lN Destroy 6 years, 3 months after the 
period of the account . 

(3) All copies: 01< 
(a) Retire to Federal Records Center:,t..,. 

~.....Y$ru' after internal audit Op€Lrations=--?.,__~ 
162.7'ax Transfer Vouchers. Vouchers pre-

1") A·Jpared.to effect the transfer _ptan assess
,Vo ~ menl This.ttem also rela~es'to cr~it ~ns
/'vv fer vouchers used to ti:ansfer credit entries 

· . on tax accounts . between District 
Directors. /-......___, 
(1) Destroy,8 years after..~nd of process-

ing ye_ar:' . ·--._____ · 
(2) i,etire to Federal Records,~nter 4 

years after end ·of processing year•• 
, 163, Vouchers and Schedules of Payments.J' f) () />/i f1}-Paid-copies-created~prior-to-vufy-2, 

11 )rf l.;!fJ/. •1975:T\1/'<-~1..,(1 (a}-Destroy-10 years,3-months after the 
, \ ·-period-oMhe:accour;l 

\ (2}"·Paid-copies-created-,rror-after.July·2, 
'- •-1975:-

, ((.1) Destroy 6 years, 3 months after the 
period of the account 

JR Manual MT 1(15)59.26-1 

Tax Transfer Vouchers and Excess Collection 
Posting Document. Vouchers and Posting 
Documents prepared to effect the transfer 
of an assessment. This it~m also relates 
to credit traRsfer vouchers used to trans
fer credit entries on tax,accounts between 
District Dir~ctor;, 
(1) Open or unappli~d excess collection 

documents. 
(a) DESTROY 30 years after end of 

processing year. 
(b) RETIRE to Federal Records Center 

5 years after end of processing 
year. 

~2) Closed excess collection documents. 
(a) DESTROY 5 years after end of pro

cessing year. 
(b) RETIRE to Federal Records Center 

1 year after:end of processing 
year. 

(3) Tax Transfer Vouchers and Excess Colleciion Posting 
Documents retired to FRC's prior to 10/:ifs2. 
DESTROY 8 years after end of processing year. ~/

Jo/11// $ l. 

page 1(15)59.26-24 
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Item Description ofrecords 
No. and disposition authorizations 

✓ . 
///J.Z) All Paid Copies: 

· (a) Retire to Federal Records Center 3 
years from closing date of last period 

_j!.Udited. 
"2~ Suspense copies: · . 

· J (a) Destroy when no longer needed in 
current operations except when used in 

- . lieu of "paid" copy. •
164. Assessment Certifications and Usts. ~ ..:.,~ d 1""~N(~:2-!'j

'iV'IJV7(1) Destroy30yearsafterendofprocess. • ___ • 
/!,j,f'-V · ing year. ~ ~•....,. • · 

-{21.,~tire-to-FederaF•Record~-{ 2) RETIRE to Federal Records Center 3 years after internal 
year after iAtoffiel etJdft---of...operatioRs-. audit of operations.

165. Revenue General Ledgers. Copies of gen-
. eral and subsidiary ledgers which summa-
: rizo the financial status of tax accounts 
' ,I\ with supporting documents and reports. 

N\lt, \1}'.f-1-,-RBCO,ds-cr.eated...prior-to..July---2,-.1-97..S.:
l;i.;r ~ • ( a)-Destroy-10-years,3 months.atter.tt:.a. 
· · period-of-the-account 

fN-11f?A2}-Re._cords--created-orr-or-after--July-!c; 
~-~ _, 97:>;-

~c-(~) Destroy 6 years, 3 months after the 
period of the account 

{3)-Allcopiss; 
(:» (a) Retire to Federal Records Center 3 

· years after internal audit operations. 
166. Revenue Reports and Accounting Control 

· Records relating to the collection and 
orocessino of rernrtt2n=."' 

·,,:,-.:-

~ (a/ Destroy arter audit by General-Ac-
~ counting Office or when 3 years old, 
: whichever is ear1ier. 

(2) Accounting work copies. 
(a) Destroy 2 years after end of report-
ing year. · 

167. Credit Reduction Cards (from Forms 940 
processed in service center). 
(1) Destroy after audit by General Ac

counting Office or when 3 years old, 
whichever is ear1ier. 

168. Posting, Payment and Adjustment Docu
·- ments (Other Than Original Tax Returns). 

· Used to process payments and other mis-
. cellaneous adjustments. 
~(1 ~ Destroy 5 years after end of process. 
f!,.r!VIJ mgyear. 

(2) Retire to Federal Records Center 8$-- beginning July l, 18 months after end of processing year. 
. Joflows: 

'teln-.ose with no more than 1 referen 
perc::ib·c foot of files per month. 

1 Re to Federal Recor nter 
beginnin nuary 2 year after 

· end of proces ·i:i~. ar. delete 
(b) Those with more eference per 
cubic foot of file er month. 

1 Retire .loi=ederal Records tor 
beQirn'ilng July 1, 18 months aft 

_.Pr18 of processing year. 
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· Item Description of records 
No. and disposition authorizations 

169. Advance Payment Records. Used to docu
ment and classify advance payments. 

~ (1) Destroy 2 years after related unit ledg-
~ er cards are closed. 

170. Remittance Registers.~ (No Longer Accumulating). 
~(\,011 (1) Destroy20yearsafterendofprocess- r ~cf!!! 
~~ 1ng years. "' ( gD.,. ~ 59, ~ WA 7°"" ....,..X.1~1 ,e -C, \'fl o ~ .a 

. (2~:a;i~ie:~~e~r~IO~:~~~~Sy~:;ter"\. 3 CH{t•.0 \~••, 0 
171. Carryback Adjustment Cases with related 

· schedules, supporting papers and 
worksheets.

~!MA_:~. (1) Destroy10yearsafterendofprocess-
~ ing year. 

(2) Retire to Federal Records Center 3 
. years after end of processing year. 
: 172. Report of Tentative Carryback Applica

tions and Offers in Compromise. 
(1) Destroy 3 years after end of process-

' ing year.
l 173. Unit Ledger Account Cards, Documents 
' Registers and Recaps and Remittance 
, Registers and .9ecaps. . 
/ (1) Account Cards that are closed (Paid inF)p&j fujl: _subsequently abated, and ::all debit 

i \C...J .... -=,.;;, .. 1 V 'Y ..;,,..., J'C-G.I;;, ..:..HCI and of proc-
1 essing year. 
/ (b) Retire to Federal Records Center'\ S 
1 yea,:;after end of processing year. 

(2) All other account cards after the collec
tion statute expiration date has expired.

TA /:VIA (a) Destroy 30 years after end of proc
~ :nJ'1} essing year in which expired. 

(h) ~':'~!~e !-:: ~-::==~::! ~:::cords Center \S MC.g0--i:t,. ~~ 
year; after end of processing year. 

(3) Document Registers and Recaps, and l2c.c;~.
Remitla'lce Registers and Recaps.

7. 'il)D., ~ (a) _Destroy 30 years after end of proc-
(.!. ~ ·· ess1ng year. · . 

(b) .Retire to Federal Records Center\ S 
years after end of processing year. 

174. Accounting Reports not covered else
where in this schedule and which are not 
subject to GAO onsite audit 
(1) Record copy. 

(a) Destroy 3 years after end of report
ing year. 

(2) All otiher copies. 
(a) Destroy when no longer needed in 
current operations. 

175. Control Card Ustings and Tape Data Con
trol Date Recaps. 
(1) Destroy 1 year after end of processing 

year or 1 year after internal audit of oper
ations and accounts, whichever is later. 

176. Transmittal Memo Accounting Control 
Documents. 
(1) Destroy 90 days after verification of 

receipt 
0 



Item Description of records 
No. and disposition authorizations 

177. Adjustment Control Ustings-Weekly Ad
justment Control Index, Multiple-Duplicate 
Usting, Weekly Index, Overage Case Ust, 
Case Assignment Ust. Daily Supplemental 
Index, and New Case Control Number Se
quence List 
(1) Destroy upon receipt of new listing or 

index or when no longer needed in cur
rent operations. 

178. Historic Transcripts related to closed 
accounts. 
(1) Destroy 2 years after end of process

ing year. 
179. TOA Registers. Printouts reflecting IMF 

and BMF payments for last four cycles. 
(Replaced every 4th cycle.) 
(1) Destroy after receipt of new Register. 

180. Tax Claims Files (Except Claims Filed by 
Corporations) and Record of Claims. 
Claims files pertaining to allowances for 
overassessments, notices of disposition, 
and notices of refund with related corre
spondence and records. (Claims filed by 
corporations are covered in Item 58 of this 
Schedule.) Claims allowed in full, in part, 
and disallowed claims. 

~/1JV)(1) Destroy after audrt by GAO or when 3 
~ years old, whichever is earlier. 
. Concurrence of P.egional Inspector shall be 

obtained for any disposal before the three 
years. 

-~ -,J C.-.kr.,,4,,/.,;,c- -,-,. ✓ r.:::,r,ie-,._,-+r-ri rf-:-,ir-:-,..-=-

)fi:rcess-
ing year. 

\ , - - - -· - ,# - - • --

182. Technical .Section "Closed Sensitive" 
Case Folders. Residual papers remaining 
in the folders such as work papers; tran
scriptions of tax account or accounts; 
Form 3870, Request for Adjustment, and 
4173, Special Case Referral; and copies of 
correspondence. 
{1) Destroy 18 months after closed date. 

183. Transcripts of Accounts requests and re
lated documents. 
{1) Destroy 6 months after end of proc

essing year, or when no longer needed 
in current operations, whichever is 
earlier. 

184. AudiUAppellate Adjustment Advices (IMF 
and BMF). 
(1) Destroy after internal audit of opera

tions and accounts. 
185. Payment Tracers. 

(1) Destroy 1 year after payment tracer is 
closed. 

MT 1(15)5926-1 · IA Manual 
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No. and disposition authorizations 

186. Reports of Currently Not Collectible Tax
es. Input master file information, or to noti
fy accounting of uncollectible status of 
non-master file TDA. 
(1) Destroy after end of processing year, 

or after posting to the master file. 
187. Offers in Compromise. Case files including 

data concerning offers in compromise by 
cash, installment, transmittals, and ac
ceptance of offers with related correspon
dence. (Note: If a compromise case file 
contains an installment offer, or if an otter 
involves a collateral agreement, the date 
of closing the case shall be the date the 
offer in compromise is accepted or reject
ed after payment in full has been received, 
or the date on which full compliance has 
been made with the terms of the collateral 
agreement, whichever is the later date.) 
(1) Destroy 6 years after close of case. 
(Q'f Retire to FeJe,al Rew,ds Ce11te, 1 
~H,~ 

188. Barred Deficiencies. Copies of Form 3999 
used to report statute expiration of barred 
deficiences and overassessments and on 

-,c-s to the 
rE:g,ona1 ornce. 
(1) Destroy 3 years, after end of process

ing year. 
189. (Reserved.) 
190. Statement of Account for Participants in 

Individual Retirement Accounts or Annui
ties, Form 5498 (Copy A). 
(1) Destroy 2 years after filing year or year 

_, .----~· --~=-&..----- :- ._ .. _..
-• ,._..,_,...,.,f"'~ l'Wlll..,ll~'fQI ,.., 1011.QI. 

191. Closed Problem Inquiry File (Forms 4442 
and 4442C). 
(1) Destroy when no longer needed in 

current operation. 
192. Correspondence Suspense File (Ac

counts Services). 
(1) Destroy when no longer needed in 

current operation. 
193. IRS Employee File-{Employee Delin

quency Check.) 
(1) Destroy when updated or new pro

gram filed. 
194. Closed TC 130 Cross-Reference File. 

◊ 

NC. tlZ) 0 2,~9 . ,.;t, .J-44, ~ ~ .,....~ 1; t r,-,r 
ti<. S ~len:0:t~. 

(2) RETIRE to Federal Records Center 3 years after close of 
case. 

(1) Destroy source documentscfflt01et"'Q-.,..--at the end of June and at the end of December those 
yeM~ closed forms and related documents over 6 months

195. Permanent Work Record-Tentative Car-
' ryback Allowance (Form 6902). O 1d. 
!Tuf\Jui.. (1) Destroy when data has been tran-1~ scribed to the 4821 Report. 

IR Manual MT 1(15)59.26-1 
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: Item Description of records 
' No. and disposition authorizations 

'(NOIE:..._!tem. Nos. 19.6 through_ ~ 99 ~r_e.re"'{
served..ior future additions fo the 
"Cashier,Acc_ounting~and Adjust delete 
ment__ Recoras" portioilof-thi~ 
Schedule.) · 

l96. Inforr;-;ation Notice (Form 5970) (No Longer Accumulating).MACHINE (PAPER) PRINTOUTS AND 
MICROFILM REGISTERS, INDEXES AND (l) DESTROY 2 years after end of processing year. 
DIRECTORIES 

(Prior to conversion to microfilm and transfer New Items 197, 198 and 199 ( see attached insert).
of returns processing and revenue accounting 
functions to service centers, district offices were 
charged with the responsibility of maintaining and 
retiring the record (official) copies of machine 
(paper) printouts of registers, indexes and direc-
tories. Efiective with the conversion to microfilm 
and transfer of these functions to service cen-
ters, service centers were charoed with the re-
sponsibility of maintaining and retiring all record 
copies of registers, indexes, and directories in 
accordance with this Schedule.) 
(Note: Record copies of indexes, registers and 
directories printed on machine stationery may be 
retired to Federal Records Centers 5 years after 
end of processing year.) 
200. /MF and IRA Account Registers. Weekly 

printout on microfilm, replacing the Index 
Registers, Settlement Registers and Out
standing Balance List as of January 1, 
1968. Generally, each time some activity 

· · ·•·· -···- _, '-_2:.!lpost-
11 1::::1~ \U ~I IO.~ 111v.....,...i1,;:; ,·.111 .;..r'l'-"c;.c::.r on the 
weekly accounts register. Each accounts 
register record is, in effect, a specffic tran
script of the module. The accounts register 
is in order by account number within dis
trict office and is printed for each district 
within a region in SSN order and within 

I validity digit sequence. Weekly registers, 
for a variable number of cycles, are com-I bined into a cumulative accounts register 

II , on a four-week basis. N' 1/.1' A ~ ~. µ~i (1) Monthly Cumulative Accounts Register '- av- _,-, • 
-~ (record copy). .,,i I?' e.. "ii'• · 

4IN, o (a) .Destroy 30 years after end of proc- '~'"- 7' I ~:f. 
IU . essrng year. .,_ 

-{b}-Retire-to-FBderal-Recor<ls-Genter dele L,e 
-after-6-rnonths.-

(2) Copies of Monthly Cumulative Accounts 
Registers required for research. 
(a) Destroy 2 years after end of proc
essing year, or when no longer needed 
in current operations. 

(3) Weekly Accounts Register. 
(a) Destroy upon receipt of subsequent 
weekly register merging prior registers 
with all of the active accounts for the 
current week. 



197. Reject Registers used to process rejected documents. 
(1) Deleted reject registers (records that have been removed from processing). 

(a) DESTROY 1 year after processing. 
(2) Selected reject registers (corrected records that have not been removed 

from processing). 
(a) DESTROY after 90 days or when verified that record did not appear on 

aged list, whichever is earlier. 

198. Reject Control Listings to monitor and control the reject inventory. 
(1) Inventory listings in DLN sequence and Aged Reject Listings. 

(a) DESTROY 1 year after processing date. 
(2) Inventory listings not in DLN sequence, disposition listings. 

(a) DESTROY 6 months after processing date. 
(3) Manually prepared routing controls. 

(a) DESTROY 6 months after closing date. 

199. Service Center Control File Adjustment Records 
(1) Processing Copy. 

(a) DESTROY 2 years after end of processing year or 1 year after internal 
audit of operations and accounts, whichever is later. 

(2) File Copy (retained by preparer outside of Accounting Branch). 
(a) DESTROY 1 year after preparation. 
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· 201. IMF Reference Register. Microfilm index 
to the Cumulative IMF Accounts Register. 
Register contains references pertaining to 
entities and tax periods on master files 
indicating the cycle number of the last cu
mulative accounts register on which an 
entity or tax period was last shown. Regis
ter is printed for each district within a re-

l gion in SSN order and within validtty digit 
1 sequence. Reference register is updated
! every four weeks on a cumulative basis.i • (1) IMF Cumulative Reference Registers 
, (record copies). . ·· (\((._ gr}-2.~9. ~ ~IJAv~ 

~rp!~, !Jf/11 (a) _Destroy 30 years after end of proc- a..,:f9.s • , ~' • rt: 
~~ essmg year. · 

· ~}-Retire-1o-F-ederal-F-lecor.ds-Car.rter
i -atter~6-months,.. ~ ot wf.3 
, (2) Copies of first and last IMF Cumulative
I Reference Registers required for 
I research. 

(a)• Destroy 2 years after end of proc
essing year . 

. lr:J.\ 11.,;:: ;::)c.fo .. ~ ..... ~ Co.--;~+c.:-: :""'1~----'1uced dur-
. di)o last 

produced for the year.· 
(a) Destroy upon receipt of the next cu
mulative register four cycles later. 

202. IMF Taxpayer Name Directory. Entity data 
for taxpayer on the master files, such as 
name, address and location codes listed 
by· region, district, and Social Security 
Number. oK(1) Annual Cumulative Directory (record I/ 

coovl. 
·1iil [1///1 (a) :Destroy 30 years after end of proc
lf/;tii:Jij essmg year. 

i • {b)-Retire-to-Federa.1-Reeords-Gentei: delete 
-.afte.-6-months . 

. (2) Copies of Annual Cumulative Directo
ries required for research. 
(a) Destroy 3 years after end of proc
essing year, or when no longer needed 
in current operations. 

(3) Interim Directories. . 
(a) Destroy after receipt of subsequent 
interim or cumulative directory covering 
same taxpayers and tax periods. 

203. IMF Retention Register. Contains all entity 
and tax modules removed from the master 
file. 
(1) Record copy, · .

'tn/VJ.f) (a) _Destroy 30 years after end of proc oK 1t'~u essing year.
{b}-fletire-to-Federal-Records-Center delete 
·aftBf••€-months:-

(2) Copies required for research. 
(a) Destroy 2 years after end of proc
essing year, or when no longer needed 
in current operations. 



Item Description ofrecords 
No. anddisposition authorizations 

204. IMF Settlement Register. Production of 
this register was terminated as of January 
1, 1968, when the IMF Accounts Register 
was instiMe<i. Each weekly register con
tained transactions posted to the master 
file accounts during the preceding week 
and was identified with the type of file, 
assessment date, cycle number, and re- , 
fund schedule number.· ·· A/I" ~ ... ~ •, tltJ. - ... ..... 1 

..a~e ..... ,...,_ 
: (1) Record copy (microfilm). f""' ' OV &. ;, • r- ~ 4: v,,,,, _,, =WI.,. 11" - • " ~ 

'fN. M,fJ (a) _Destroy 30 years after end of proc- ,+::A IC...I t :ae a.,• :a,cf,
IJ:!)~ essmg year. . 

. (b)-Retire-to-Federal-R~ei: delete 7 ,,,., ,..!J 
-after-6-f!10AthS.- e V,__ "I.I 

(2) Copies required for research. 
(a) Destroy 3 years after end of proc
essing year, or when no longer needed 
in current operations.. 

205. RMF Accounts Register and RMF Name 
Directory. Contains data from Gift, Estate, 
Federal Use Tax on Highway Motor Vehi
cles, Tax on Wagering, and Special Tax 
Returns. 
(1) Master copies for prior cycles: 
. (a) Destroy upon receipt and verifica-

~~. tion of new weekly RMF copies. 
(2) All copies produced for research 

· purposes: 
(a) Destroy when no longer needed in 
current operations. 

. ~Cl§. BMF Accounts Reaister. Micrcfilm printout 
. . · ,::-July 1, 

·1<:1&s. Tne oMr Accoums Register re
places the BMF Index Register, Settle
ment Register, and the Outstanding Bal

i ance Ust. Each cycle an entity or tax peri
i. od is active, all postings to that period will I. appear on the weekly accounts register. 

The accounts register for that cycle is 
merged with the accounts register for the 
next cycle. Thus, these cycles are accu
mulated for a series until a final accumula
tion is made on a four-week basis. Each 
taxpayer on the register is listed by tax 
period, within Master File Tax (MFT) Code, 
within EIN. The sequence will be by region, 
district, EIN, MFT and tax period. 

· . (1) BMF Monthly Cumulative Accounts 
. Register (record copy). 
i!'l/lM (a) •Retaln.;-----------DESTROY 75 years after end of processing year. 

~ll!)(r,.ii.;J {b}-Retire-4o-F-ederal--Ree0fds--Geflter delet e 
-atteuLmonths... 

, . (2) Copies of BMF Monthly Cumulative 
Registers required for research. 
(a) Destroy 5 years after end of proc
essing year or when no longer needed in 
current operations. ~®~/~ ~ 

T /41<_ c.~'k Ii~ 
MT 1(15)59.26-1 IR ManuaJ 

. \.\ '1) /I•\\Ni, :1 l J r , 
,, I• u I : 
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Records Control Schedule 206 ◊ 

Item Description of records 
No. and disposition authorizations 

(3) Weekly BMF Accounts Registers. 
(a) Destroy upon receipt of subsequent 
weekly register merging prior registers 
with all of the active accounts for the 
current week. 

(For Master Copy, s~ Item No. 219.) ~©-P/a !AA ~,,,.~ <C efJ G!P@/!lL207. BMF Reference Register. Microfilm index ~ .~ 
to cumulative BMF Accounts Register. 
Reference register is produced in account 
number with district office sequence and NC::. fO- a.'1 ~ { -~ "'U>"> - ,_ ' c. · ~-:,,.
lists the cycle number in which a tax mod
ule last appeared in a cumulative register. .,,.. o t+, ,,,.. ~ ~.., 1 ~c~ ~.,Yul~• 
Reference register is updated every four v(_ -w~I-J, - . . - . . -.. 
weeks on a cumulative basis. 
(1) First and last BMF Reference Register 

"'~~ of year (record copies). . · = D '/J. : (a)<fletaln. · -~ D.c,STROY 75 years after end of processing year.J ?~--Retire-to-f:eqei'al:--Reror~s-Gentar dele!.!:)
I ..:attei:-6-mor.~s,...J. ~~~-=--""""""""'._,-, QY 11·(2) Copies of first and last BMF Reference JI...... 

Register of. year required for research.I (a) ~stray 3 years after end of proc-
' o.,..,.;~- ..--- -- ...<--.- -- '--v:ierneeded 

. ,:,,-.:-· 

(3) BMF -R'eteirence-. Registers produced 
during a year other than the first and last 
produced for the year. 
(a) Destroy upon receipt of the next cu-

. mulative register four cycles later. <::7. f ~ Se f\..J'aJ fP 1 (T ;f, If~ 5'J .. · 
208. BMF Taxpayer Name Directory. Entity ~@ ~ ij ¼ ~ Gr\(\)~~~,., ~ · (9 (/f@_f CJ .l.t:=. , h · _::. 

11 11data for taxpayers on the master file, such 11 ,, , , ;_;- i/ 
asname,addressandlocationcodeslist- ·;-k\-e.C..'f\ 0 : ~:,e.u.f.-t.,- -=f-A-KC... C ~ s-,--•j '-f.4-RC .... ;u....,J.J 

· ed by region, district, name, and EIN. "N If •·• T
ll "1 I',· \ ,, ) ~1 ,' (:2. 1--1 .} l·' 5.n,. ,.,,,(1)A IC Directory _J_~~rd i-- ""-__ _nn,ua umulative 

'"""..,11· n--~-------~-~-~-'f-~-~-fE-~-
151
-~~~~~ 7ears after end of processing year.~'. (9 ~ a# 

1clr{)/Vl4 t~:!!~~~eee . eF , \ 
U 11 ~ -- p 

~-atter-6--montRSr- Cs cu. ft· • -=lA~( ·, -4 · · • ·::rA-~ C. "- V ; G, Cc.t.ff 
(2) Copies of Annual Cumulative Directo- ~ . ries required for research. · · . @ , (b O~ 

_ · ' (a) Destroy 5 years after end of proc- ,,._ fl 1:-l~D essing year or when no longer needed TftftC. 
0 

'fl- " ; 3 g c,u.._t'f. :'fA-R. C. "Nil: -4 ~- · ,· 
for current operations. . · 

(3) Interim Directories. · >-0--0 ._ 4 ·2· f:..L 
(a) Destroy after receipt of subsequent -~ • ~:1 

1 
' 

interim or cumulative directory covering 
same taxpayers and tax periods. 

209. BMF Settlement Register. Production of 
this register was terminated as of July 1, ~'))/$
1968, when the first BMF Accounts Regis
ter was produced. Weekly registers con
tained transactions posted to the master --i=:+t- t2..( ')\. p ~ 
file accounts during the preceding week. 
There was no consolidation of these t1 \\=F//; 
weekly registers into cumulative listings. 
(1) Record copy. ~ II ,,

v\•jift/lJ;J, (a) _Destroy 30 years after end of proc
(~ essing year. /1 7- tr ,, 

'i 

IR Manual MT 1(15)59.?.~1 



Item Description of records 
No. and disposftion authorizations 

-{b}-Retire-to--Federal-Recor-ds-Center. de1 et e a~@I~
<after-.6.,moAths. . 

(2) Copies required for res.,arch. ""Jf,4-,fe,C \I(,{ H &
(a) Destroy 3 years after end of proc
essing year, or when no longer needed 
in current operations. 

· 210. BMF Retention Register. Contains all enti-
, ty and tax modules removed from the mas-
I ter file. . 
' (1) Record copy. . · ·•· .. 

fill (a)<Betal • . ·· DESTROY 7 5 years after end1 of processing year. 
~ {b}-Retlre-to-Federal Recordc;;s·Genter dele.t~ 

· -after-6-months, · _ :dl t
(2) Copies required for resear~_....,_.,....__...,,_..,_.,,, (} w/3 

(a) Destroy 3 years after-end of proces-
sig year, or when no longer needed in 
current operations. 

211. Document Locator Numoor Register. List
ing of Document Locator Numbers and 
taxes withheld for each 941 return, adjust
ment 940 return (excluding tax withheld), 
and each transaction being posted to the 
941 file. (Record copy was maintained in 
districts.) . .·. . . 
(1) Copies of Annual Cumulative Registers 

reouired for research. · 
(a)· Destroy 5 years after end of proc
essing year, or when no longer needed 
in current operations. ~· 0 ,v 
-{b}--Reme-te~er-a~er delet!' \. it 
.atter~&montt.s... ..,.,... ..... · ...,...,....,.-._,,.,,..,.,;,.,-

/2) Ou2.rterlv Cumulative Rsc:stsrs. 
:O<Of an

nual cumulative register, or when no 
longer needed in current operations. 

212. BMF Taxpayer Number Directory. Numer
ic listing by taxpayer's EIN, name, address, 
employment code, location code, and fil
ing code. 
(1) AnnuaJ Directory (record copy). 

(a)<Setaln,---- ]ESTROY 7 5 vear s after end of processing year. 
~~~r-a~~ ·deleiD t, 

(2) Copies of Annual Directories""r~e~q":l!ul'."ire"._Ed~~~~~.LJ'A.-!-!_-------------------

for research. 
~f'l./11} (a) Destroy 5 years after end of proc-
~ essing year, or when no longer needed 

in current operations. 
(3) Quarterly and Interim Directories. 

(a) Destroy after receipt of annual or 
quarterly directory covering same tax
payers and tax periods. 

213. Exempt Oraanizations ALPHA Registers 
and Cross-References (National and Dis
trict-Microfilm/Hardcopy) and EIN Reg
isters (Microfilm). Containing all entities on 
the EOMF, i.e., organization name, ad
dress, region, district code, and other iden
tifying symbols {produced by Philadelphia 
Service Center.) 
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-year-atter-~A~f-the-procaSS!Ag-
~eat.-

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

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

214. Exempt Organization Master File (E0Mf51 
. Tran~on History Register (ann';PfY,n• 

eludes c.ll transactions posterrn the 
EOMF for a's ecified period/I (1) Masters. /

II~~ ~~~:~e to Federa <l~rds Center't,_
1 year after:,)he' end of tfj·:s:ocessing 

year . ./ •· · . 
• (2) D,,iphcate Copies: · 

.· · "8(Destroy upon receipt from the fie 
215. Tape Index Register and Name Directory 

(MID) cor.taining entity data on non-mas
. ter file returns (Forms 942, 943, 1065, 

· - - - · · · · - · -· · ·- ',tar is in 
: C:.11, ViU-01. IJIV naJ,,o L.J11Ci..,-.,v1·y ,~ 1n alpha•
! belie order. · 

I (1) Annual Register and Directory (record 
=m~ copies). . 
I~ • . (a) _Destroy 30 years after end of proc-
c . essmg year. · 

(b) Retire to Federal Records Center 
,aft~RS,r 

(2) Copies required for res.e.arch. 
(a) Destroy 5 years after end of proc
essing year, or when no longer needed 
in current operations. 

(3) Temporary Registers and Directories 
(quarterly). 
(a) Destroy upon receipt of subsequent 
quarterly registers and directories cov
ering same taxpayers as well as all new 

&J~I ~ b w~ g; (;'.1◊ C4 cjy !IO(l OO8 <b_ ',, • 
Tll-rcc "'A 1,. q ~ . t="A--tcc~~,,: ~. s cujf•> ~11-ec r, s4: Records Control Schedule 206 

Item Descriptionofrecords _ fYJ t? cl- ,, ,..._ "'- " )! tt 'U 11 ; .L{ 4 4 ).
11No. and disposition authorizations -t ,ru L--C I ; t 

iN,/)//1/ (1) Annual Register-Master. · 
\ 

,
)%H (a)cf.!eta!n. . . · -PSTROY 75 years aft,er end of processing year. 

(b}--Retire-tofideraf-Reeor{ls-GeAter-4 delete ~), .11. ·Q"- WQ 

Exempt Organization/EMF Accounts Register. Each cycle 
an entity or tax period is active all postings to that 
period will appear on the weekly EO/BMF Accounts 
Register, The Accounts Register for that cycle is 
merged with the accounts register for the next cycle. 
Thus, these cycles are accumulated for a series until 
a final accumulation is made on a four week basis. 
Each ta~payer on the register is listed by tax period, 
within MFT code, ·within. EIN. Entities which contain· 
an EO section will also display the EO entity Status/ 
Code and Date, Subsection Code, File Folder Number, 
Foundation Code, Classification Codes and Group 
Exemption Numbero 
(1) DESTROY 75 years after end o-f--processing year. . ·.·. 
bi~fu ~ ~t-<l ·@:(jdl ~e@""&rcbo M II 

~c.. ,,~ /I \ i -¥4-ti~ "k' h ~ I C(,1-h i.~/4e( Vlk,.: ~· 

3 years after end of processing yee.r; O/<- CJe.. tv/3 , . 
't , 

taxpayers added for the sa~m~e;.,,.BB~=-==-=-=-=-=---.....,
period. . 

216. 'Initial Filming and Subsequent Filrping fl 
(EOMF).Listings. Ustings are g.ei:.erated as 
part of the"'EO~F processtng. 
(1) Destroy ~sn-ttie "End of Year Main- delete 

tenane&-"11sting is'received from the 
. . ..Phiradelphia Service Cente~---=-=-=....,.....,..,.,...---

217. Register of Unapplied Transactions (Indi-
vidual and Estimated Returns). Usting of 
transfers between types of tax between 
districts, or to list unapplied transactions. 

,I · . (1) Record copy.
ij\/J/li) (a) .Destroy 2 years after end of proc-
-1,;:..;;..;J essrng year. -
: (2) All other copies. ! . 

I 

https://sa~m~e;.,,.BB


J, 

Item Description of records 
No. and disposition authorizations 

(a) Destroy when no longer needed in 
current operations. HC 6).1. ,, . (-2. .,:.-~ 218. Alphabetic Index Register (Gasoline Tax 

Refund Claim). .... ~,,,..~. · (1) Record copy.
~JU fl (a) _Destroy 30 years after end of proc-'!!)ft.?l.!fiJ ess,ng year. ....,......,.."""""""'""'"'--"""'""""""""'__,___............. ._....., __ 

(b) Retire to Federal Records Center 5 years after end of processing ~!'1!\11111--· 
~momJ:;s, 

(2) Copies required for research. 
(a) Destroy 2 years after end of proc 219. 
essing year, or when no longer needed Master Copies of Microfilm Indexes, 

~ in current__o~ratiO.OS~-----------1 and MasterDirectories Registers. copies,'219. MasterCopies'of Microfilm Index, Directo'• 
nes_and Registers. Master CO!)ie_~.~other for the preceding Items, other than Items 

. than those in Item 205, from which service 205, 211, 216 and 217, from which servicecenters make.copies of index·es. registers 
and directories:·Thi~ copy is not intended centers make copies of indexes, registers 

. for re!erence use,.bi.iho.Qlake additional and directories. These copies are not
[ copies, as required. --..•..._ 
} f':'1!] (1) Retai_ry/ -...._, intended for reference use, but to make 
lj/,,R:J (2) Retire to Federal Records Center-at~ additional copies if required.

1er6 months. 
220. Tax Practitioner and Preparer Register. (1) Master Copies used to produce records 

(Fonn 5811). described in Items 200, 201, 202, 203,fii\/WN) Destroy 10 years after end of process
l!Jltrl'-0J ing year in which penalties were 204, 209, 215 and 218. 
, . assessed.•. _Mere (a) DESTROY 30 years after end of 
;.lC. {2}-Retire-to-Federal-Records-Genter-2 · processing year.7' ,years-after-end-of-processing-year-irr 

\.Ur"\i~h-r,,~rt~Iti~s~\.u~re~~ C;~~~~~d:-- . (b)\RETIRE to Federal Records Cente:s.,~
Jparers 

· after b months. ~ (Fann 5717). . . . · 
(1) Processed. · · (2) Master Copies used to produce records 

(a) Destroy 3 years after end of proc described in Items 206, 207, 208, 210, 
. essing year. 
(2) Unprocessed-Program Terminated. 212, 213 and 214. 

(a) Destroy as they are no longer need- (a) DESTROY 75 years after end ~f- ed for research or reference purposes. 
(3) Microfilm Directories. processing year. ' 

(a) Return Preparer Alpha, . (b) RETIRE to Federal Records Center ,(b) Return Preparer TIN, 
(c) Return Preparer Manufactured TIN. ffter 6 months. · N,rf-e ; f-
(e) Destroy as they are no longer need
ed for research or reference purposes. 

· Program discontinued. 
222. Outputs on Fonns 3624 from RMF Runs: 6 o,ta ~ w~~ 4) ~1. do_,I@/f.1~, 

(1) RMF Revenue Receipts Controls-Run 
961--01, original Form 3624, Weekly Run -----r- l~ II; .~ • . ~ I- ½) ' ,, #0 I I 
of Revenue Receipts. TDCS and deleted ,~C n 6Ba~, "FA-\eC.. \6 : 4s-;z.--r.

1blocks. 
(a) Destroy after 1 year. · , i c 1, ; 57G ,. .., j I/\ 14l n,., . ~., (

(2) RMF Control Data-Runs 961-13 and 
961--05 oriainal Form 3624. Weekly sort . \(I<'.'/'Illand merge of processing run. ').+ If 400 u. u. 49~- j,{ 

t,\ 1(a) Destroy after 1 year. 
\'N ,, -4 IO .,. \":prf; l l 04 t, 

I\ IAt,\. ) 

ll '1. \,1, 
j\ 

t'\S fl . 
) 

vt(A II ·39' " 
IR ManualMT 1(15)59.26-1 

11 lt 1AV ,, 
IA. 
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Item Description ofrecords 
No. and disposition authorizations 

· (3) RMF Extract Data Controls-Run 961-
09, original Fomi 3624. Weekly printout 
of delinquency check run. 
(a) Destroy after 1 year. 

(4) RMF Processing Controls-Run 961-
13, original Femi 3624. Active entity and 
active tax modules including unpostable 
outstanding Balance Ust. 
(a) Destroy after 1 year. . 

(5) RMF other Data Controls-Run 961-
15, original Femi 3624. Weekly run of 
money and count of Notice and TDA's in
cluding unpostables. 
(a) 09stroy after 1 year. 

(6) RMF Accounts Register-Run 961-17, 
duplicate Form 3624, Assessment and 
Settlement Register. · · · 
(a) Destroy after 1 year." 

· 
· 

223. Employee Plans Master File (EPMF) 
Name Directory. Containing all entities on 
the EPMF. 
(1) Weekly Register. 

(a) Obsolete after Cvcle n2a. 
"· · - · · - · · · · ~t·x after 6 
] c;;c.., .;:;i. 

224. Employee Plans Master File (EPMF) Tax
payer Index. Containing all transactions 
posted to the EPMF for a specified period . 

. . (1) Weekly Register. 
(a) Obsolete after Cycle 7728. · 
(b) Destroy Cycle 7728 register after 6 
years. 

225. Employee Plans Master File (EPMF) Re
moved Accounts Index Record. Contain
iny aii mose emmes not oerng movecffrom 
the obsoleted registers to the active 
registers. . 
(1) This record will be printed once and 

should be retained with the last EPMF 
Taxpayer Index. . 

(2) Destroy after 6 years. · 
226. Control Record Ust and Summary 

(EPMF). 
(1) Destroy 18 months after end of proc

essing year or 1 year after internal audit 
of operations accounts, whichever is 
later. 

227. Block Completions Ust (EPMF). 
(1) Destroy 2 years after end of process-

ing year. · 
228. Suspense Release Ust and Summary 

(EPMF). 
(1) Destroy 18 months after end of proc

essing year or 1 year after internal audit 
of operations accounts, whichever is 
later. 

◊ 

IR Manual MT 1(15)59.26-1 



Item Description of records 
No. and disposition authorizations 

229. Potential Non-Federal Filer Records 
(Forms 4869). Records are generated and 
used in the state/federal matching of fed
eral unemployment tax records. 
(1) Destroy 'l-4·months·after-theendof·the 

processing-year----A-,:- · 
(NQ:t:E.:__ltems 2~0-9:hrough 235 are being_;: 

sef'V"ed-fot.fu.!1Jre additions..tc;1ne Ma
. chine (Paper) Pi:ibt--0uts.:an_,;i Microfilm 

Reg_is_t.E;i.esr\naexes, and Directories. 
<.;,-.....,porncn of this Schedule.) · _ 

INTEGRATED DATA RETRIEVAL SYSTEM 
COMPUTER OUTPUTS AND RELATED
RECORDS 

236. Transaction Registers. 
{1) Includes: · 

(a) Remittances Added to Unidentified 
Remittance File (URF). Usting of all new 
items added daily to the URF. Items are 

: listed by district office, UR control number 
and amount. 
(b) Restricted Application from the URF. 
Daily listing of voids, dishonored checks 
and corrected money amounts for the 
URF. Items are listed by district and show 
the UR Control Number, amount beiore 
change, amount as corrected and type of 
C!"rre~t"'ln 

. . .,;i1fation 
from the URF. Daily listing of all applica• 
tions of money from the URF to NMF. 
Items are listed by district and show the 
UR Control Number, name and address 
of taxpayer and amount of money 
applied. · 
(d) Transfer from URF to Excess Collec
tions. Monthly listing of unidentified items 
which are a year old. Items are listed by 
district office, UR Control Number and 
show amount transferred to excess 
collections. 
(e) Transfer Application from the URF. 
Daily listing of all items being transferred 
to the General Funds. Items are listed by 
district office, UR Control Number and 
show amount transferred. 
(f) URF Application to IMF, BMF and 
RMF. Daily listing of applications from the 
URF to the master files. Item counts and 
amounts are listed by file designation. 

(2) Accounting Branch, Unidentified Func
tion copy. 
(a) Destroy after end of month balanc
ing operations. 

(3) Accounting Branch, Journal Function 
copy. 
(a) Destroy 1 year after end of process
ing year. 

after transcription and error correction processing 

230. Systems Audit Trail Report (CDC 3500 Computer Listing). 
(1) DESTROY l year after date of report. 

231. Account Verification File Listing ( Honey,rell 2050A). 
(1) DESTROY after receipt of following months' listing. 

232. ENl-\.F II Aged" Account Listing maintained by Entity Control 
entities that nave reached age criteria for removal and 
h2.ve not been established on a Master File. 
(1) Bl•lF and EPMF-EM list. 

(a) DESTROY 18 months after receipt. 
(2) EO-BMF, NMF, and EPMF-lill. 

(a) DESTROY l year after receipt. 

233. Annual Tnformation Return of' Windfall Profit Tax Return. 
(1) DESTROY Zyears after date of receipt. 

234. Problem Resblution Information Sheet showing 
modifications made to computer programs. 
(1) DESTROY 1 year after implementation. 

235. Computer Program Development Request. 
(1) DESTROY l year after program is no longer 

in use. 
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237. Unidentified Remittance File Analysis. 
Daily inventory, cumulative for the month, 
of activity on URF. Items are listed by dis
trict and show the previous balance, new 
balance, and cumulative totals. After in
ventory is checked and adjusted, listing 
becomes obsolete. 
(1) Accounting Branch, Unidentified Func

tion copy. 
(a) Daily Analysis. 

1 Destroy after end of month bal
ancing operations. 

(b) MonU1ly Analysis. 
1 Destroy 18 months after end of 

processing year or 1 year after in
ternal audit of operations and ac
counts, whichever is later. 

. 238. Unidentified RemW.ances. 
(1) Added in last 15-45 days. Register re

flects all items added to the file and no 
action has b2€n taken. This register, 

· which served as a follow-up tool, was not 
produced after January 1, 197 4. 
f~\ ?"'\'":".-A- .. -•~ ,..,u-~ er,. ..-1-• ·~· 

,··, -~ ••••• -· ··- • < •• :out used 
as a last attempt to apply money from 
URF wore being aged to Excess 
Collections. 
(a) Destroy after 60 days. 

239. Unidentified Remittance File Dropped 
Usting. A permanent record of the URF 
produced as rtems are aged from the URF 
after closing action. The Dropped Listing is 
used to purge. the open alphabetical (pa-
;;.;,, ::,.,.,:.;.,..,.,._. iiie . -m-•· unidentified 
remittances. . . ·. 

I (1) Accounting Branch, Unidentified Func-
tion copy. · · · ::: D' /)JIn (a) _Destroy 5 years after end of proc-

' ~07~ ess1ng year. . · · . . 
(b) Retire to Federal Records Center 2 
years after end of processing year. 

(2) Accounting Branch, Journal Function 
copy. 
(a) Destroy after 60 days. 

240. Alphabetic File of Unidentified Remittanc
es, consisting of miscellaneous docu
ments, correspondence, photocopies of 
checks and money orders, etc. 

i }fl /Ill (1 ~ Destroy 5 years after end of process-
1~ mgyear. 

(2) Retire to Federal Records Center 1 
year after closed (listed on URF 
Dropped Listing).. 

241. Excess Collection Posting Documents. 
Computer Paragraph 550 (Form 4830). 
(1) Used as an open excess collection 

document 
, (a) Destroy after money is applied.

,jfu (2) Used as a closed excess collection 
.JYJ/J,&J document 



I 

\ Item Description of records 
. No. and disposition authorizations 

(a) Destroy 5 years after end of proc
essing year. 

242. /DRS Collection Unreversed Transaction 
Code 5941599 Transcripts and associated 
notices. 
(1) Destroy after 6 months, or after all 

research is completed, whichever is 
earlier. 

243. Remittance Register (Daily). A daily print
out, by area office, of the payments re
ceived and input online through the IDRS 
terminals. The original is mailed to the area 
office, with one copy maintained in the 
Accounting Branch for researching pay
ment tracers and one copy maintained by 
the Accounting Branch Ledger Function 
for notations and adjustments. 
(1) Accounting Branch copy. 

(a) Destroy 1 year after end of process
ing year. 

(2) Accounting Branch Ledger Function 

•lj'rt-MJ} ~fbe~troy 5 years after e~d of proc- O WI:) 
'Y)/j,il!f,J essing year. :;::-:;;~'.':~:"'.:'""".'":======:-~~.i...•=-~:-==....,....,.,.....,,_
· {b) Retire to Federal Records Center iB~ years aft er end O f 

months-atter--end-of-processing-yea_~r-r.--::--;-:=::""""".:;"!l~""":~":==""!::---~~~-=--.-......-~-
244. Document Register. Listing by distric ll ,- ~ ~ 

/ showing El or SSN ofTaxpayer, name con- U"l\ '- """'Z.,. "''• af sul, J "I \b-0 '10 
, trol, .tci.x period and amount, 

Q... c..c; ~ a:.~ 4~,<>J Ut::~•fU'i , :,,;,o.1 a.I"'" "' IU UI pr09ess
ing year. 

245. Special Activity Report A periodic report 
which shows any action taken by an IDRS 
user to the account of any IRS employee 
or his/her spouse. . . 
.(1) Destroy 2 years after end of process

ing 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) Destroy 1 year after date of listing. 

247. /ORS Service Center Control Case Inven
tory and Service Center Control Inventory 
Recap. Listings are by age and category of 
the total cards controlled on IDRS which 
are still open and assigned to each Sec
tion, listed by Unit 
{1) Original. 

(a) Destroy 2 years after end of proc
essing year. 

(2) Copies. 
(a) Destroy upon receipt of new listing. 

MT 1(15)592&-1 IR Manual 
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248. /DRS Service Center Control Case Over
age Usting. Complete listing by taxpayer 
identification number, tax period, category 
of open cases more than 30 days old 
based on the IRS received date, assigned 
to each tax examiner. 
(1) Destroy when riew listing received. 

249. /DRS Pre-Journalized Recap. Contains 
! data to journalize applications from the 

URF Credit Transfers and Area Office 
1 Payment

'lr) (LIJIJ . (1) Destroy 10 years after end of process-
Jk ~ ingyear.I: (2) Retire to Federal Records Center 1 

j year after internal audit of operations. 
i 250. RMF Accounts and Adjustments. Memo-
; randums from IRS areas requesting credit 

. transfers or adjustments. 
· (1) Destroy 2 years after end of process

ing year. 
251. NMF Account Adjustments. Memoran

dums or copies of unit ledger cards from 
IRS ;:or"'"" ro,-,.,oc,ti-~ ,-::rc.-lit transfers or 

(1 )' Destroy 2 years after end of process-
ing year. · 

252. Letter to Taxpayer Concerning Refund. 
Form RSC 253 for March 1972 and prior 
and Form 4728 beginning March 1972. Er
roneous refund letters and related history 
sheets. The statute for collection of erro
neous refunds expires two years after the 
refund date: 
(1 ~. Destroy 2 years after end of pr~ss

" "'I Y=•
253. Remittance Documents Input to /DRS by 

Area Offices. Various documents used by 
area offices to input on-line remittances. 
Documents are then mailed to service 
center in the accounting package with the 
certificates of deposit and other account
ing documents.D1/411/A (1 ~ Destroy 5 years after end of process-

~ '0]vv ing year. . . 
(2) Retire to Federal records center be

ginning July 1, 18 months after end of 
processing year. 

254. /DRS Audit Trail-History Record of Com
mand Codes (Magnetic Tape). An audit 
trail produced daily by the IDRS Security 
System. Weekly and monthly cum files are 
produced. The daily and weekly audit trail 
files may be disposed of in acordance with 
existing procedures once the monthly cum 
file is produced and retained. It contains 
records of all command codes input to 

◊ 
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Item Description of records 
No. anddisposition authorizations 

!DRS and includes pertinent reference infor
mation, e.g., TIN, MrT, Tax Period, Date, 

~f\llfl Time, Terminal ID, and Employee Number. . 
~~ (1 ~ Destroy,33ears after end of process- b 

ma year. T-----·-----
255. tpRs Change Notification (Er;np!oye_aEr.Q- SO eJ 

file Security Rle, Form-580·1-):-Used to ado () 
· an employee to the EPSF, delete an em

ployee from the EPSF, update an employ- . 
ee security profile, vertfy employment, and 
verify initiation of background investi
gation. 
(1) Destroy 2 years after end of year in 

which employee is removed from the 
EPSF. 

256. NMF Unit · Ledger Gard Transcription 
Sheet Used to enter the NMF ULC record 
onlDRS. ... 
{1) Ot!stroy after entering into !DRS. 

257. Request for Delinquency Notice or TD/ 
(/DRS), Form 4864. Used to establish a 
delinquency record on the TOI Notice File. 
(1) Destroy after record has been input to 

the TOI Notice File. 
258. !DRS Employee Number Folder, contain

ing backup dor-...uments for various inputs 
to !DRS, i.e., Forms 31n, 2424, 2363, 

~ MIi 2650, and 4256. · 
@~ (1) Destroy 5 years after en_d of p~'~cess- . 

\~J het1re w i-eaeral HE;COras Center 6 
months after end of processing year. 

259. /DRS Daily Security Report. A record of 
· security violations, terminal lockouts, and 

other security data. It is produced daily by 
the !DRS security system and is used to 
monitor !DRS security. · 
(1) Ot!stroy 2 years after end of process

ing year. 
; 260. /DRS Profile Reports. 

(1) Includes 
(a) Unit Employe.i Profile Report. A rec
ord of employee security profiles as re
corded on the EPSF. 
(b) Unit Terminal Profile Report. A record 
of terminal security profiles as recorded 
on the TPSF. 
(c) Unit Command Code Profile Report. 
A record of the Command Codes autho
rized for each organizational unit 

(2) Destroy when new copy received. 
261. Employee Profile Security Rle/Unit Com

mand Cede Profile Report. A record of 
!DRS employee security profiles com
pared to their unit's profile. Those profiles 
in excess of the units profile are highlight
ed. Used to monitor IDRS capabilities. 
Must be produced at least monthly. 
(1) Destroy 6 months after date of listing. 
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262. Password Update Status Report. A listing 
of those employee records which have 
caused password mismatches by being 
added or deleted during the periodic pass
word updating of the EPSF. Used to coor
dinate resolution of complete password 
assignment. 
(1) Destroy after completion of password 

assignment resolution. 
263. List of Additional Passwords. A listing of 

valid IDRS passwords not assigned to any 
employee that is produced on the occa
sion of periodic password updating of the 
EPSF. Used by the Systems Security Ad
ministrators--lDRS to assign new pass
words to employees when needed. 
(1) Destroy after receipt of the supersed

ing List of Additional Passwords and the 
periodic password update of the EPSF is 
completed. 

264. /ORS Terminal Utilization Report. A report 
summarizing IDRS terminal usage by a va
riety of_ methods such as by command 

•.... ·. · ·· ''"'BBter-

(1\ 'o~;t;oy three years after the end of 
the processing year. · 

265. /MF-IORS Control-Run 761.01. Controls 
from a computer run showing items posted 
to IDRS from mainline Honeywell runs. 
(1) Destroy after 30 days. 

266. /ORS Generated Refund Report (Daily). 
Contains information used by Accounting 
to prepare Form 1166, Voucher and 
Sr.h,::,rf11lo ,:-,f D='-~'!::e~!!:, WRich accompa
nies the lDRS Generated Refund Tape to 
ADO. 
(1) "Paid" copies 

(a) Destroy 10 years after end of proc-
essing year. · 
(b) Retire to Federal Records Center 3 
years from closing date of last period 
audited. 

(2) Suspense copies. 
(a) Destroy when no longer needed in 
current operations except when used in 
lieu of "paid" copy. 

267. /ORS Net Tax Refund Report (Daily). Con
tains total amounts by district and totalled 
for service center of DONS Generated Re
funds Used by Accounting to compile a 
monthly report. 
(1) Official file copy (record copy). 

(a) Destroy after audit by General Ac
counting Office or when 3 years old, 
whichever is earlier. 

(2) Accounting work copies. 
(a) Destroy 2 years after end of report
ing year. 



Item Description ofrecords 
No. and disposition authorizations 

268. D.O. CHK64 (Release of Undelivered Re
fund Check) Usting. Provides the service 
center a listing of undelivered refund 
checks released by the district offices. 
(1) Destroy as soon as CP31 /231 Listings 

have been annotated. 
269. /DRS Block Proof Usting. A listing of the 

blocks of transactions produced each day 
by !DRS. Used by files to allocate space 
and insure receipt of the IDRS Transaction 
Records (Form 5147). 
(1) Destroy 1year after end of processing 

year. 
270. /ORS Transaction Records. These rec-

ords represent many types of transactions k 
processed to the Master File via !DRS. (J ,6 

~ (1 ~ Destroy 5 years after end of process- C.O 

·(2 ➔ ~~J~~---to-Federal-Records-€en-,Ter-6---~d;"'e~l-e""!'t-e___.J- f\( {:, tf0 - ,_:}, , ~ of P~ 
.mOflths-atteF-end-ef-processing-yea::;r.-;__,.,....,...-..----

271. Master Record of Employee Numbers. 'A' ~ \ ie.~ W' ~re .- .,,,j, !4...~ ~-~...,._ • 
permanent record that associates the ~ ,i u ® \r&;.,..'-,..a ...--., ~ 11~ -~ 
!DRS user employee's name and SSN with 
the employee number for the purpose of 
maintaining an audit trail. The record will 
include the dale that the employee number 

· was assigned and the date that assign
ment was terminated. 
I<\ Wr,1~ c::,~'- "'""" ,-, ,•rc.c-,1 ,.,_C1til all the em

.::,a been 
terminated. 
(a) Destroy 6 years after the latest 
number assignment terminated. 

272. Employee Access Processing SSN List. A 
listing of those employee records which 
appeared on the EPSF but not on the new 
Meraed SSN File. 
(1) Destroy 1 year after date of listing. 

273. Dishonored Check· Records Dropped 
From the File. A record of the dishonored 
checks dropped from the file after closing 
action. 

, (1) Accounting Branch (Dishonored Check 
, Function Copy)

\il~ /JJ/A (a) _Destroy 5 years after end of proc
~0vij essmg year. 

(b) Retire to Federal Records Center 1 
year after end of processing year. 

274. Dishonored Check File Analysis. Daily in
ventory, cumulative for the month, of activ
ity on Dishonored Check File Items. Items 
are listed by district and shows previous 
balance, new balance, and cumulative to
tals. After inventory is checked and adjust
ed, listing becomes obsolete. 

MT 1(15)59.26-1 IR Manual 
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(1) Accounting Branch (Dishonored Check 
Function Copy). 
(a) Daily Analysis. 

1 Destroy after end of month bal
ancing operations. 

(b) Monthly Analysis. 
1 Destroy after completion of the 

next month's balancing operation. 
(2) Accounting Branch (Journal Function 

Copy). 
(a) Daily Analysis. 

1 Destroy after end of month bal
ancing operations. 

(b) Monthly Analysis. 
1 Destroy 18 months after end of 

processing year or 1 year after in
ternal ·audit of operations and ac
counts, whichever is later. 

275. Dishonored Checks-(15 Day Listing). 
(1) Aged 15 days. Daily printout used to 

help meet the 21 day cycle. 
(a) Destroy old list when new list is 
received. 

276. Localized Profiles Authorization. A record 
for each unit of the maximum set of corn-

. "~rnp!oyee 
11, ~, ..::i, ~. 11 ~- '-' .::>,;;;u 111 e11 icttJ Lit 1g other securi
ty reports for unauthorized codes. 
(1) Destroy 6 months after record is su

perseded or unit is discontinued. 278. IDRS Review Notice Regis!er. 
277. Dishonored Check Account Transaction (1) DESTROY after related notices are rr.ailed 

Register. A daily listing of dishonored or as otherwise determined by SCCBchecks added to the DCF and balanced 
daily. Management . 

<;,,J.ll..O_estrp_y..afj.Br i=;n ,;"'"" •. 

"'(N&T-E-:--+tems.2.ZB•.tbr.Q.k!.9h 299 are r8$.e.r.,,r.,e-for 
future additio!J§._.10...1~-=!ElRS""portiOfM)f-mis 279. Installment Agreement Accounts List (IAP.L).
.Scl:ieduie:)-- (1) DESTROY at the end of June and at the end 

F EDER AL TAX DEPOSIT (FTD) SECTION of December those closed lists over 6 
This gives the disposition for Federal Tax De months old.

posit (FrD) forms or equivalent documents used 
by taxpayers to deposit Federal Taxes with a 
commercial bank, Depositary for Federal Taxes, Skip to New Page 
or with a Federal Reserve Bank (FRB). 
300. FTD Error Registers and Delete Usts. 

(1) Includes: 
(a) FrD Error Registers. Prepared and. , 
used at the service center to perfec, 
transaction records prior to forwarding to 
Master File, 
(b) FrD Error Delete Lists. A list of items , 
that cannot be corrected from the Error · 
Register and must be deleted for the ac- ' 
cour,ti:10 function to correct and reinout. 

(2) Destroy after 60 days, or when. no : 
lonoer needed in current operations, · 
whichever is later. i'" 

i 
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Item Description of records 
No. and disposition authorizations 

301. FTD Block Out of Balance (8008) Listing 
and Summary. A record of blocks that fail 
to pass other validity checks. 
(1) Usting. 

(a) Destroy 6 months after data has 
been converted to good tape. 

(2) Summary. 
(a) Destroy<1;;yearafter-dat&-O-f-iisting,-- 6 months 2.fter date of listing. 

302. FTD Block Out of Balance (BOOB) Delete 
Ust. A list of blocks that cannot be correct• 
ed from the BOOB Register and must be 
deleted, corrected and reinpul 
(1) Destroy 30 days after data has been 

converted to good tape. 
303. FTD Control Record Ust and Summary. 

Replaces the Control Gard Ust and Tape 
Data Control Sheet of the BMF Oper• 
ations. · . -------
(1) Ust. · J:::.. _ . :-----. 

(a) Destroy 48-months after end of { je.rt ;-. 
processing year or 4-year after internal 6 mo,vrh~ 
audit of operations arid accounts, which-
ever is later. 

(2) Summary. 
(a) Destroy 3 years after end of proc
essing year unless the Supervisory Audi
tor at the service center asks for them to 

, be retained for a longer period. 
I 304. FTD Invalid Posting Transcripts. A daily
! listina of all invalid Control Records which 

·· · ··Control 
r-11e lSGL.:rJ. 1 :L 
(1) Destroy; 8. months after end of proc

essing year. 
305. Variance Reports. 

(1) Includes. 
(a) TCR Variance Report. A Listing 
showing Transmittal Control Records 
(TCR) extracted whenever the service 
center's (SC) deposit date is earlier than 
the FRB's deposit date. 
(b) FTD Variance Report. A report pro
duced to indicate variances between FTD 
payment dates and the deposit date of 
the related transmittal. 

(2) Daily Variance Reports. 
(a) Destroy after end of month follow• 
ing the month in which the report is 
produced. 

(3) Monthly Variance Reports.
(a) Destroy.a-fier-the-quarterty-repor.t-iS--6 months after reports are produced. 
-produced-. 

-{4}-0uarterly--Variance--Reports. 
-{a)Destroy-1-·year-after-date-of-report·. delete 

306. FTD System Transmittals. 
(1) Includes: 

(a) Missing FRB Transmittals. A daily list
ing printed after 7 days lag from SC re
ceived date indicating the SC record had 
posted to SCCF but the FRB record has . 
nol 
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(b) Missing Depositary Transmittals. A 
daily listing printed after 7 days lag from 
the FR!3 Day Batch date indicating the 
FRB verification record has established a 
SCCF module but the related SC r&e0rd 
has not yet posted. · 
(c) Matched Unclassified Transmittals. A 
daly listing printed after a 7 days lag from 

. SC received date indicating all transmrt
t2.!s either in BOOB status or transcribed 
and under control but not processed to 
completion for v,hich there is also.an FRB 
verification record. 
(d) FRB/Depositary Transmittal Amounts 
Diterence. A listing indicating that both a 
SC record and an FRS record have posted 
to SCCF but transmittal amounts are not 
equal. . . 
{€-}-.DD Advice of Credit, Treasu~J.tt {
and Coa;:i_______Acco~nt (Treaj!,IJY" form 
22848). A rtmcbl[l_e .J1stirtg of FTD , 
amounts, known3-s~~k..I_apBs,"trans- i delete 
m1tted. by bank's -~~e.n mo11ey_~~ . . . 

, .,,-r:;., VI J- I ;.....1::;: cAv-::;::;1,..i ""lV, ~ 

(2) Destroy 3 months after date of listing · 
or when no longer needed in current 
operations, whichever is later. 

307. Block Completion Ust. A monthly report of : 
SCCF modules which meet all the criteria 
for a closed module to be removed from 
the current SCCF and placed on the histor- ! 

ic SCCF. 
(1) Destrov 2 v"'"''" :'.~c~ c~::i of process-

ing year.· · 
308. Comme:-cial Bank Address File. A list of all 

depositaries transmitting FTD forms to 
that service center: · 
(1) Destroy when an" updated listing has 

been received and verified to be 
accurate. . 

309. Historic SCCF Analysis Report and Spe
cial Transcripts. A monthly report which 
provides management information regard
ing timeliness of processing FTD's 
(1) Report. 

(a) Destroy 1 year after it is produced. 
(2) Transcripts. 

(a) Destroy after review is completed. 
310 Month End Unconfirmed Classified Report 

and Summary. A listing and summary of 
modules that have been classified but for 
which no FRB verification record has been 
received. 
(1) Ust. 

(a) Destroy 30 days after date of listing. 
(2) S:.1mmary. 

(a) Destroy 3 years after end of proc
essing year unless the Supervisory Audi
tor at the service center asks for them to 
be retained for a longer period. 



Item Description ofrecords 
No. and disposition authorizations 

311. NMF FTD Release Ust and Summary. A 
listing of those FTD's applicable to Form 
1042 returns, which is generated in the 
Tape Edit Processor runs for transaction 
records to be transferred to the Philadel• 
phia Service Center. The Summary to be 
used as a tape release. · 
(1) List . 

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

(2) Summary 
(a) Destroy 3 years after end of proc
essing year unless the Supervisory Audi• 
tor at the service center asks for them to 
be retained for a longer period. 

312. FTD TEP Good Tape Release Ust Sum• 
mary. A daily listing identifying each TLN 
and the related count and amount for 
transactions placed on the transaction 
tape to be sent to the National Computer 
Center. The Revenue Receipts Summary 
is used as a tape release . 

. (1) Ust 
(a) Destroy 18 months after end of 
processing year or 1 year after internal 
audrt of operations, whichever is later. 

(2) Summary. · 
(a) Destroy 3 years after end of proc
essing year unless the Supervisory Audi• 

' tnr ~t tho ~O"Vir~ i;ontPr- ?~~~ f,:,rthem to 

313. FTD TEP Mismatch us·t A list printed for 
all discrepancies and nonmatches be
tween either release records, delete rec• 
ords, or manual deletion cards and the 
good tape FTD,.Qlock-- 6 
(1) Destroy-18'months after end of proc

essing year or 1 year after internal audit 
of operations and accounts, whichever 
is later. · 

314. FTD SCCF Generated Delete Ust A listing 
of all blocks deleted from the good tape 
transaction tape because ofdiscrepancies 
between control records and the SCCF. 
(1) Destroy 18 months after end of proc• 

essing year or 1 year after internal audit 
of operations and accounts, whichever 
is later. 

315. SCCF Special Transcript Ust 'A transcript 
of selected SCCF modules used for ana/y. d 
sis purposes. ",,.----~----~,.30 tl)'J 
(1) Destroy.SO.days after date of listing or ~~~ 

when no longer needed in current opera• 
tions, whichever is later. 

MT 1(15)5926-1 IR Manual 
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316. FRB Day Classified Report. A computer 
generated report that reflects the match• 
ing of FRB verification records for a specif
ic day with the commercial bank transmit• 
tats input. The report lists the tax c/assifi
ca tion of those items matched and classi
fied, each item where adjustments to the 
block are required, the verification cards 
input where there is no matching commer-

: cial bank transmittal on the SCCF and the 
1 amount on the SCCF not yet classified.
1/M\ /)}// (1) Destroy atter-end--of-processing-yearI~f,!'!{/ unless---the . ..Super:visor.y..-Auditor_aUhe. 
· -service-center- .requestS-that-they .be..ra-

·tained-f or-a-longer-period~ · 
317. Subsequently Classified for FRB Day Re

port. A report reflecting subsequent classi
fication of those items reported as unclas

- sified on the FRB Day Classified ReportD~(1) Destroy .after-Bnd--of.processing-year 
1 ~ .unless..Supervisory.Auditor-at-the..serv~
I .ice-center-asks-for- them-to-be-retained 
1 .for-a--longer-perioe,-
; ')•O ,-...-~;; "T"---•'•• 11~••-Loo '~'°>rm 2158), 

. -·-··. _...... ---··- ____ .., fritransfer 
NMF Form 1042 transactions to tlie Phila
delphia Service Center. 
(1) Destroy 6 years after internal audit of 

accounts. 
(2) Retire to Federal Records Center 1 

year after internal audit of accounts. 
319. (Reserved) 
320. Federal Reserve Bank Day Classified ,9e

port Balancing Proof (Form 5804). A veri
""'u fe"<..VIU c1iiac.;i1t,Q iu ii1t::1 rt1porim'fowing 
it was a balanced report 
(1) Destroy after close of processing 

year, unless Supervisory Auditor at the 
service center requests that they be re
tained for a longer period. 

321. Subsequent Day Classified Report Bal
ancing Proof (Form 5805). A form used if 
there is any classified amount shown on 
the report or if there is any change to un
classified totals. 
(1) Destroy after close of processing year 

unless the Supervisory Auditor at the 
service center requests that they be re
tained for a longer period. 

322. Microfilm of FTD Cards. 
(1) Research Microfilm. -

(a) Destroy 5 years after close of proc-
essing year. _ 

(2) Record Microfilm-7
IN't lUJ/J (a) _Destroypyears after close of proc
(fj}~ essmg year. 

. (b) Retire to Federal Records Center 
90 days after creation and verification. 

JR Manual MT 1(15)59.26-1 

(4-2""""31) 

◊ 

12 months after the month generated W1less the Supervisory 
Auditor at the service center requests that they be retained 
for a longer period. 

/-
12 months 2.fter the month genetated W1less the Supervisory 
Auditor 2.t the service center requests that they be retained 
for a longer period. 



Item Description of records 
No. and disposition authorizations 

323. FRB Verification Card List and Cards Re
ceived from the FRB's. Cards and Lists 
showing individual advices of credit which 
total to their related deposit ticket. , n .,_ •• 

(1) Listing. 6 moni:,hs a1ter daue of listing 
0(a) Destroy<I-years-after-FRB-date--0r---a,.f.:;;.€r ::n::l o: f::.~oeecc' Rg yco-:. unless the Supervisory Audi tor 

-whenno-l_onger·n~ededincurrent·opera- at the service center requests that they be retained for a-t1ons,wh1chever-1s-later, 
(2) Cards. longer period. 

(a) Destroy after data has been con-
verted to magnetic tape and FRB Batch 
Day closed. 

324. FTD Control Registers. A number of manu
ally prepared control registers used to iso
late the various segments of the FTD Sys
tem for the statement of classified collec
tions for Revenue Receipts Reporting and 

. for balancing information to insure the in-
. tegrity of the system. · 

h.J:/11(1) Oestroy~years-3-months-after-end·of- l year after the month prepared..
!J'lfq/ .process1ng..yea~. 

{2)-Relire-to-Federal-Records-Genter+ delete ,.h /.,(j
1/ears--atter--internal-audit--of-the-H~ vfC... {.;V 

..operations. 
325. Daily Wire. Transmitted daily to Treasury 

reflecting classified data balanced to data 
reported by the FRB using data from the 
Classified Reports, confirmed and adjust
,..,.,,,,.,t C:,-,rm::, ?1 <; ;,nrl S5GL 

. :,-c:,para•-'- l year after the month prepared or when no longer needed in 
tionor-wnen-nolonger-neeciedin-cuFrem current operations, ·whichever is later.
-operation3,whichever-is-latef. 

326. FTD Adjustment Action Request (Form 
5526). A request used to notify the FRB 
when an adjustment is being made to the 
commercial banks original advice of credit 
(1) Regular Adjustments. 

(a) Destroy-6:i"nonthsafter-date-ol-Bon- 2 years after date of listing . 
.fim1ation-fr0m-the-FR&. 

(2) Other Adjustments. ·· 
(a) Destroy 3 years after date of confir
mation from the FRB for dishonored 
checks, credit reversals and credit 
additions. · 

327. Federal Tax Deposit (FTD) Forms or 
equivalent documents used by taxpayers 
to deposit Federal Taxes with a commer
cial bank, Depositary for Federal Taxes, or 
with a Federal Reserve Bank. 
(1) FTD Forms or equivalent documents 

(hard copy) .. 
(a) Destroy 90 days after microfilming 
and films verified correct 

328. Federal Tax Deposit Registers (FTD). 
(Name Control, EIN Register, Amount 
Register) Listing of FTD payments re
ceived by the Service in the National Com
puter Center are listed in three separate 
sequences to provide research sources 
for tracing and identifying FTD payments. 
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(1) Name Control and EIN Registers: 
(a) Cumulative Registers (Record Copy). 

1 Destroy 2 years after end of proc
essing year. 

(b) V,'eekly and Monthly Registers: 
1 Destroy upon receipt of cumula

tive quantity register. 
(2) Amount Register. 

is.) Cumulative Registers (Record Copy). 
i Destroy 5 years after end of proc

essing year. 
(b) Weekly and Monthly Registers: 

. 1 Destroy upon receipt of cumula-
tive quantity register. 

329. FTO NCC Confinnations (Fann 3624). A 
list prepared weekly by National Computer 
Center confirming all FTD tape shipments 
received from Service Centers. 
(1) Destroy 6 months after end of proc-

essina year. · 
330. FTO Payment to Depositary Listings. 

(1) Monthly report consists of totals by de
positar1 of the number of FTD's submi1-
ted to and orocessed bv the service cen-

. . ;;,,,pefiod; 
\ci ut::::;troy ·1 year iro111 creation. date. 

(2) Spec:al report consisting of individual 
transrnrttals submitted by a particular de
positary during a monthly period. 
(a) Destroy 60 days from creation date. 

331. FTO BOOB Code 07 Usilng. A listing of 
transmittals with 500 or more FTD's. 
(,) Destroy after items have been placed 

on good tape to NCC.ioc. Master File 
posting. 

332. FTO Microfilm Serial Number Usting. A 
daily listing of transmittals with possible 
errors in the microfilm serial number of the 
transmittal header record. 
(1) Destroy 1 year from creation date. 335. Taxpayer/Employee/Financial (TEF) Data Request.

333. FTD Service Center Received Date Error 
Listing. A daily listing identifying errors in (1) DESTROY 1 year after request was ~esponded 
the service center received date of a trans to. 
mittal header record. 
(1) Destroy after corrective action has 

been taken. 336. Taxpayer/~mployee/Financial (TEF) Data Request
334. Bank Adding Machine Tapes (submitted 

with Form 22848). Tapes that list FTD ~ 
amounts transmitted by banks when FTD (1) DESTROY 1 year after all requests on log 
card count exceeds.AO_ · ·::er~ sheet were responded to.(,) Destroy '3Gj·days after applicable-0 

block is processed. 
·{Hole---J1-e;:;;-Nos~-mr-009::.-349-af~;:::_€·, New Items 3 3 7 338 and 339 (See Attachment)se,--~..fcr..tutur.e...2.ddruoos.to..:n~.:o. , 
__..:fu::.--,.,vds~p0rt+0a::r.--L-mis::sched~· e 1 eter;:uorr INFORh-iATION MANAGEMENT 

1.::, YSTEf.-1S (/.>.IMS) (Replaces Audit's Syste 
1for Controlling Returns in Inventory and 
troductiori-SCR•I-P_)_________. 
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337. DORMS Source Documents. 
(1) Worksheets (Form 6292-X) and copies of Details In/Out (Form 6296) 

completed by and retained in the originating office. 
(a) DESTROY 3 months after data is reflected on the Monthly 

Report for the period. 
(2) Worksheet Stubs, copies of Details In/Out (Form 6296) and 

Input Error Resolution Registers (IERRs) used for computer 
input. 
(a) DESTROY 3 months after data is reflected on the Monthly 

Report for the period. 

DORMS Output Documents.338. 
(1) Monthly Reports including Input Error Resolution Registers not 

elsewhere covered. 
(a) DESTROY 1 year after end of reporting·year. 

(2) Quarterly and Semi-annual reports. 
(a) DESTROY upon receipt of annual report covering the same 

period. 
(3) Annual Reports. 

(a) DESTROY 2 years after end of report year. 
(4) Special Reports or reports other than those covered above. 

(a) DESTROY when no longer needed, but no later than 2 years 
after end of report year, whichever occurs first. 

DORMS Data Files.339. 
(1) Rec0rd copies of all DORMS files, machine readable or hard 

(a)' DES'TROY 5 years after end of year to which data pertains. 
(2) All other copies. 

(a) DESTROY when no longer needed. 
(NOTE: Records covering documentation and processing are covered 

by RCS 301, GRS 20, "Machine Readable Records". 
Items 343 through 349 are reserved for future additions 
to the DORMS Program. 

l~~ob 1 E;JID Reso~t i_?JJ./2rrf o rwa-t17on ShE;_~ sh.9--w-~di.~~~e./ 
t b__.e6r9p t1,t..--er tP_J:.Ggram~ C.----- ~ 
(1) DESTROY T year after implementation. 



Item Description ofrecords 
No. · anddispositionauthorizations (Add Heading from Previous Page) 

. <?--
The Audit Information Management System 

(AIMS) is maintained in each service center and 
is referred to as "AIMS Master Rle." This file 
contains information such as name, SSN or EIN, 
tax period, source code, activity codes, etc., of 
returns in Examination and Appeals. The follow
ing records are created and maintained for this 
system. · 
350. 
Delivery and/or Inventory Reports. Computer 
generated reports used to order tax returns for. 
Examination Program. · 

(1) Destroy 2 years after processing year 
or after Internal Audit approval, whichev
er is later. 

351. Computer Finder Cards for Forms 709, 
2290 and 4638. Cards for all cases/await
ing classification. After cases are classi
fied, cards are input to generate labels and 
charge-out documents.. · 
(1) Destroy after 6 months. . 

352. Selected Case Card File. Cards held for 
research purposes showing the district to 
which case was transterred. 
(1) Destroy after 6 months. 

353. Multiple Fifer Card File. Multiple filer cross
reference file. on ..qpen cases in 
Examination. 
(1) Destroy when case is closed. 

354. Audit Unpostable Cards. Computer cards 
· showing which case is unoostable and the 

\ 11 I.H:lsrroy ;;s years aner 1:,no of process
ing year in which closed, or when no 
longer needed for internal audit, which
ever is later. 

355. Statute Cards. Cards showing staMe peri
od cases in Examination. 
(1) Destroy after 3 years. 

356. Nullified Unpostable Card. Record of what 
action has been taken on nullified 
unpostables. 
(1) Destroy 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 Ustings and Card File. 
· Ustings and Cards of all cases appealed to 

the U.S. Tax Court. 
(1) Destroy after 60 days. 

358. Gift, Highway and Air.vay Use Tax Usting. 
A listing received with finder cards for 
Forms 709, 2290 and 4638 cases. 
(1) Destroy after 6 months. 

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

MT 1(15)59.26-1 IR Manual 



Records Control Schedule 206 For Service Centers 

Exhibit 100-1 Cont. (29) 

Records Control Schedule 206 

Item Description of records 
No. anddisposition authorizations 

360. Old Age Usting (/DRS). A list of cases 
assigned to employees and the date 
assigned. 
{1) Destroy after 1 week. 

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

362. Audit Adjustment Register. A listing of Au
dit Adjustments. 
(1) Destroy after 30 days, or when no 

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

363. Audit Unpostab/e Register. Computer list
ing showing the.list of unpostable cases for 
the week. 
(1) Destroy after 30 days, or when no 

longer needed in current operations, 
whichever is the longer period, unless 
the Suoervisorv Auditor asks for them to 

. ·(!.•-

. 364. Nullified Unpostable Reject Register. 
Computer listing showing the nullrfied un
postable rejects for the week. 
(1) Destroy after 30 days, or when no 

longer needed in current operations, 
whichever is the longer period, unless 
the Supervisory Auditor asks for them to 
be retained for a longer period. 
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Item Description of records 
No. and disposition authorizations 

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

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

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

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

367. Request for Adjustment (Suspense Cop
ies). Record of special processing cases 
worked. 
(1) Destroy 18 months after closing date. 

368. Transcript of Account. Transcripts used 
for assessment verification. 
{1) Destroy 18 months after end of proc

essing year, or when no longer needed 
in current ooerations, whichever is later. 

369. Historic File (Service Center) AIMS. This 
file contains complete records of closed 
cases since AIMS implementation in that 
service center. 
(1) Destroy 6 years after end of process

ing year. 
(NOTE: Item Nos. 370 through 399 are re

served for future additions to the 
--!\!!fl.) 

400: (See Attached Insert) 



OTHER GOVERml.E);\T :A.GE;NC~ RECORDS 

400. United States Savings-Type Securities (E Bonds and Savings Notes). Transferred 
from the Bureau of Public Debt to IRS for processing and destruction. 
(1) Paper 11 War Bonds" printed on currency type pape~r ..:: tci be processed as 

Category A. 
(a) DESTROY 60 days after data has been converted to magnetic tape, the 

tape verified and sent to IRS National Computer Center (NCC). 
(2) Series E Bonds and Savings Notes printed on card_sto_ck type paper. These 

will be sorted into three categories., processed and di_sposed of as 
, ........... . 

follows; i--···········i::::::,,,::': 
,············(a) Category A - includes ~11 card bonds and notes (both pre and post 

1974 issues) of an individual/related set of individuals where one 
or more of the bonds/notes has an rssue date pri_9r to January, 1974, 
and the first letter of the last name~ of a;y of the parties on the 
face of the bonds/notes falls within the IRP Alph~ Samp~e. Category 
A Bonds which are later'assigned to Category B-or C d_µring returns 
analysis should be destroyed according to the iu"structions for the 
category to which they are transfefred: , 
1 DESTROY 60 days after data has'b~en converted to magnetic tape, 

the tape verified and ~ent tb 'IiS National Computer Center (NCC). 
(b) Category B - includes all c~rd bonds and notes (both pre and post 

- 1974 issues) of an individual/related set of individuals where 
one or more of the bonds/notes has an issue date prior to January, 
1974, and none of the first letters of the lase names of any of the 
parties on the ·face of the bonds/notes fall within the IRP Alpha 

- "-L Tr.is categoray also includes the bonds and ;-;otes tr2ns
rerred ~ram Category A during the returns analysis process. 
1 DESTROY 60 days after data has been converted to magnetic tape, 

the tap~ verified and sent to IRS National Computer Center (NCC), 
or when it is determined that Category B will not be processed, 
whichever occurs first. 

(c) Category C - includes 211 bonds and notes excluded from Categories A 
and B during sorting or returns analysis. 
1 DESTROY immediately after quality review of sorting or returns 

analysis. 

. ........ . 
··········•· 




