NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE

Schedule Number: NC1-058-82-09

Some items in this schedule are either obsolete or have been superseded by new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

ACTIVE ITEMS

These items, unless subsequently superseded, may be used by the agency to

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

ALL ITEMS EXCEPT THE ONES LISTED BELOW ARE ACTIVE

SUPERSEDED AND OBSOLETE ITEMS

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They are superseded, obsolete, filing instructions, non-records, or were lined off and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

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

ITEM 55/5 WAS SUPERSEDED BY DAA-0058-2021-0007-0001

NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE

As of 9/12/2022 NC1-058-82-09



REQUEST FOR RECO,RDS DISPOSITION: AUTHORITY: W
(See Instructions on reverse}

@Uﬁwmg

LEAVE BLANK

JOB NO.

TO: GENERAL SERVICES ADMINISTRATION,

NATIONAL ARCHIVES AND RECORDS SERVICE, WASHINGTON DC- 20408 i.

VC[-58- 5’) ?

DATE RECEIVED

1. FROM (AGENCY OR ESTABLISHMENT)
Treasury Department

AVE 2 6 G2

NOTIFICATION TO AGENCY

2. MAJOR SUBDIVISION
\ . .
Internal Revenue Service

3. MINOR SUBDIVISION . i
Facilities Management Division

4. NAME OF PERSON WITH WHOM TO CONFER

Roy Shiflett

5. TEL. EXT.

Vid 2 ad t '

“In accordance with the provisions of 44 U.S.C. 3303a the disposat re-
quest, including amendments, is approved
be stamped “disposal not approved”

ot for items that,may
drawn” in columrz 10.

(222

Duate

376-0593

Archivist of the United States -

6. CERTIFICATE OF AGENCY REPRESENTATIVE:

| hereby certify that | am authorized to act for this agency in rgagters pertammg to the disposal of the ;gency s records;

that the records proposed for disposal in this Request of 2©

page(s

this agency or will not be needed after the retention periods specified.
[] A Request for immediate disposal.

) are not now needed for the business of

B. Request for disposal after a specified period of time or request for permanent

retention.
C. DATE SIGNALURE OE AGENCY H ATI E E. TITLE
. J //» Actlng Program Manager
8-17-82 )7 _ Records Management Program
7. ' Y8 DESCRIPTION OF ITEM - 9. 10.
ITEM NO. ’ (With Inclusive Dates or Retention Periods) S E R ACTION TAKEN

3

: 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 statlstlcal information,
and. preparatlon of special reportsg

15~ 107&?‘,«
vy C)/[

D FORM 115
Revised-April, 1975 .
Prescribed by General Services
Administration :
FPMR (41 CFR) 101-114



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:

ﬂiﬂ[ﬂltem 47 Sub-Item (l)(a) Language clarified. Qispositioh(changgd to
destroy 6 years after the end of the processing year. = ST

, Sub-Item (1) (b) Provision to retire to Federal Records Center
deleted. : :

Sub-Item (2) deleted.

Item 107 Sub-Item (2) Title changed to read "Performance Evaluation
Reporting System (PERS) Listings'. Disposition changed to destroy after
1 year. o oo :

At i+ e o

Item 19.7Title, language and dispositionlchanged.
e LT T - S

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

Item 307 New Item for "Identification Badges'.

'\#&AABS. Sub-\tem (2) (b) Provision to retire to Federal Records Center
. ‘deleted. ’ ' '

Egﬁ%lltem 477 Sub-Item (2) Title changed, Disposition changed, to destroy 90
days after receipt or after post review, whichever is later. ‘
Sub-Item (3) Title and disposition changed.

Item 48?’beletéd, reserved for future use.

Item 50~ New Item for "Four-Phase/Prototype Error Correction System
(PECOS) (AUSC) ",

Item 517 New Item for ''Closed Penalty File (Form 2749)".

Item 52. New Item for "Information Returns Program - Schedules K-1

Edit Sheet (Form 6035)'",

Ttem 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 55f/Language clarified.
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po- .

, ;Q Item_SQUi/ub Item (2) ) Tltle Llarlfled Qégpoertlon changed from
;ffMRLfAIN” to destroy 75 years after end of procesing yéar. "PTovision
éﬁaed to retire to the Federal Records Center 5 years after end of

processing year.

instructions.

Ttem 62'/§ub Item. (2) added for "File Folders' with dispgsition

1

“Language clarified.
Sub-Item (2) Provison to retire to the Federal Records Center

deleted. T )
@iiEE/Item (3) deleiigﬁé:igz>/m

[}Q}7Item 677 Sub-Item (2)(b) Provison to retire to ‘the Federal Records
Center deleted.
Sub-Item (3) New Sub-Item for "'Forms 720 filed in accordance
with the United States/Unltea Kingdom Tax Treaty'

Item 687 “ Sub- Item (2) Provison to retire to the Federal Recors Center
deleted.

Z)/ %Item 69~ Language clarified and disposition_ changed
VU O e T T

Item 735/Sub—Item (2) Provison to retire to the Federal Records Center
changed to 3 years after end of processing year beginning January 2.

Item 76.7 Sub- Item (2) Provison to retire to the Federal Records Center
changed to retireb years after end of procesing year

ﬂ}ﬂy?Lme.78 uauaudge ‘and dlSpOSltlonAchanged

ka r" L = ——r— i

‘Item 807 Sub-Item (2) Provison to retire to the Federal Records Center

deleted. _
Item 81.” Sub-Item (1)(5) Provison to retireto the Federal Records Center
deleted. ~
Stub-Item (2)(b) Provison to retire to the Federal Records Center
deleted. : : : '

EE%&ﬂItem.83 Disposition changed from "RETAIN'" to destroy 75 years after end
Wl L Ty ) -
of processing year.

1

Item 85, Sub Item (1) (d) added for "Loose W-2's",
~ Sub-Item (2)(b) Language clarified and dlSpOSltlon changed.

W)/q{z Sub- Item (5) (a) DlsD051tlonchanged to "Do Not Destroy until
MirEd¥ther notice" Provison t6 Yetite to the Federal Records Center deleted.
Sub- Item (5)(b) Disposition changed, to '""Do Not Destroy until
further ‘notice" Prov1son 5~ retire—to the Federal Records Center deleted.

Item 897 Sub-Item (2) Provison to retire to the Federal Records Center
changed to 1 year after end of processing year.

H—'CM 93 / Gu')-lrém <a) (b \,\aw'%r,{ Q[,(,u,.,(.ﬁed

Item 957 Sub-Item (2Z) Provison to retire to the Federal Records Center
changed to 1 year after end of processing year.

B =5
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Z@L /ZItem 101, ub Item (2)(c)l Disposition changed to destroy after film
verlflcatlon

Ttem 1027 Title changed.,
D4<L@Y Sub-Item (1) Title and d£59031t10n changed.,
jj>““' Sub-Item (3) Language clarified. '

Item 117. “Title clarified,

ﬁ%ﬂﬁﬁ Item 118, Sub Item (1)(a)2 DlSpOSltlon changed to destroy 2 years after
el end of processing year.
SubzItem (1) (c) Deleted and renumbered Sub-Item (3).
N Sub-Item (2) New Sub-Item for "Document/Remittance Register"
722& __01d Sub-Item (2) Renumbered Sub- Item (4).
Item 119.  Provision toretire to the Federal Records Center deleted.

Item 122, Sub-Item (2) Provision to retire to the Federal Records Center
deleted. _
Sub-Item (3) New Sub-Ttem 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 leads.

Item 175'/Sub—Item (3) New Sub-Item for '"Notice Data for CP-2000
Form 5812” -

LTem Lov, TLtLe and Disposition chan ed &vﬁzawﬁgake

Item 144.7 Provlslon to retire to Federal Records Center deleted.

”*“‘*“——fsz;

Item 151, 7Sub-Item (3) Provision to retire to Federal Records Center
deleted.

Item 152{/Provision to retire to Federal Records Center deleted.

Item 157.7 Sub- Item (1)(b) Provision to retire to Federal Records
Center deleted.

H‘em v ™ Ab&a"\"‘f”“) IO.AVWW(S A‘tfj\ A—‘;‘z(vmc {1 . G“YC‘b/(p/‘ dlchH(w
7Item 162.7Item description and disposition_changed. . /Z;2_3 ‘ézf7
doy /x—m/ﬁ—c% (;6(—-&-1/&«;?9 _@m_&zf KK LECCadLeoses /77‘41/24% 4 / 4
v Item 163 Item description and gégpoe%tlon changed. /’@Z?

Item 164, Provision to retire to Federal Records Center deleted.

ﬁﬁ/? Item 165." Item description and disposition changed
PN u\ | ——
Item 168.” Provision to retire to Federal Records Center changed to
retire beginning July 1, 18 months after end of processing year.
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ﬁ{% Item 170.7 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 173.7Sub-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 187. Provision to retire to Federal Records Center is changed to
retire 3 years after close of case.

Item 194./Disposition 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 "Reject Registers"

Item 198 New ILtem for "Reject Control Listings"

Item 199. New Item for "Service Center Control File Adjustment
Records" :

{tew 200~ juk T'fem (1) (b) PrOVlSlon to retire to Federal Records Center
aeteted, ' : -

Item.201,~Sub-Item (1) (b) Prov151on to retire to Federal Records Center
deleted. ’ :

Item 202.~Sub-Item (1)(b) Provisbn to retire to Federal Records Center
deleted.

Item 203. Sub-Item (1) (b) Provision to retire to Federal Records Center
deleted. ’ .

Item 2047 Sub-Item (1) (b) Provision to retire to Federal Records Center
deleted. '

iZ)de Item 206, Sub-Item (l)(a) Dlsp051tlon changed from "RETAIN" to destroy
75 years Zfter end of processing year. , >
Sub-Item (1) (b) Provision to retire to Federal Records Center

deleted.

7Wﬂ Item 207. Sub-Item (1) (a) Disposition changed from "RETAIN" to destroy
lé%q/75 years after end of processing year,

Sub-Item (1) (b) Provision to retire to Federal Records Center
‘deleted. '



wf“ 5 years after end of processing year.

ﬁ%ﬁﬂ

1 ltem 208 “Sub-Item (1) (a) DlSpOSlthn n_changed from "RETAIN" to destroy
675 years arter end of processing year., ey

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

Item 209./éub—Item (1) (b) Provision to retire to Federal Records Center
deleted.

é7 Item 210. Sub Item (1) (a) Disposition _changed from "RETAIN' to destroy
15 years after end of processing year. =

Sub-Item (1) (b) Provision to retire to Federal Records Center
deleted, ' ‘

/
Item 211, Sub-Item (1) (b) Provision to retire to Federal Records Center
deleted. '

ﬁ%ﬁ ITtem_212. Sub-Item (1) (a) Disposition-changed from "RETAIN" to destroy.

Sub-Item (1) (b) Provision to retire to Federal Records Center
deleted. '

Egegwgig “Sub-Item (1) (a) DlSpOSltlon changed from “RETAIN” to destroy
75 years after end of proces§ing year.

Sub-Item (1) (b) Provision to retlreto Federal Records Center
deleted.

Wﬂﬂﬁltem 214.7 Sub-Item (1) (a) DlSpOSltlon changed from ”RETAIN” to destroy

J 75 Vears after end of procesitg year.
, - —- <Fem (1) (b) Provision to retire to Federal Records Center.
is changed to retire 5 years after end of the processing year.

Item.Zle/éub—Item (l)(b) Provisbn 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 218, Sub-Item (1) (b) Provision to retire to Federal Records Center
is changed to retire 5 years after end of processing year.

70\ M/? Item 219. Language and dépOSltlon cl:1a3ged ’( % M&/‘/%J

Item 220.  Provision to retire to Federal Records Center deleted.

Item 229. Déggos}tlon _changed, to destroy after transcription and error
correction processing.

Item 230, New Item for "Systems Audit Trail Report"

Item 231, New Item for ''Account Verification File Listing"

Item 232."New Item for "ENAF Aged Account Listing"

Item 233. New Item for "Annual Information Return of Windfall Profit
Tax Return"

37



Item 234.”New Item f.. "Problem Resolution Infc .ation Sheet'.

Item 2355/New Item for '"Computer Program Development Request"

Item 2437 Sub-Item (2)(b) Changes the Retirement to Federal Records
Center from 18 months to 3 years after end of processing year.

-

ZD/N%% Item 254. DlSpOSlthD changed to destroy 6 years after! end of processing
year T T T T T e T

Item 255. Changes Form Number to read ""5081'".

_ , :
Item 270. Provision to retire to Federal Records Center deleted.

Item 278 /New Item for "IDRS Review Notice Register"

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

Item 301 Sub~Item (2)(a) Disposition reduced from 1 year to 6 months
after date of listing. .

— : '
Item 303. Sub-Item (l)(a) Disposition changed to destroy 1 year after
end of processing year or 6 months after internal audit. of operations
and accounts, whichever is later.

Item 304 . Sub-Item (1) Disposition changed to destroy 12 months after
end of processing year.

Ttem 305.7Sub-Item (3)(a) Disposition changed to destroy 6 months after

 repexts are produled.
Sub Item (4) deleted

Item 306.  Sub-Item (1) (e) deleted.

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

generated unless the Supervisory Auditor at .the service center requests
that they be retained for a- longer period.

Eﬁfﬁé?Item 316. DlSpOSltlon changed, to destroy 12 months after the month

?)fbg7ltem 317 DlSpOSitlon“ChangeO to destroy 12 months after the month
generated unless the Supervisory Auditor at the service center requests
that they be retained for a longer period.

Zépfg71tem 322,7Sub-Item (2) (a) Dlsggggtggg#gﬁenged to destroy 7 years after
close of processing year. 7

Item 323.” Sub-Item (1) (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.

ZZ%/m?Item 324, Sub-Item (1) DlSpOSlthH changed . to destroy 1 year after
the month prepared. -
Sub-Item (2) Provision to retire to Federal Records Center

deleted.

73



P o
Item 325. Disposition changed to destroy 1 year after the month

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

Item 326./Sub—1tem,(l)(a) Disposition ch d to d :
after date of listing. P ange o destroy 2 years

Item 334./Disposition changed to destroy 3 d f i
block is processed. ¢ 7 ave atrer applicable

P , _ _ _
Item 335. New Item for "Taxpayer/Employee/Financial (TEF) Data Request'.

e .
Loéﬁem 336, New ltem for "Taxpayer/Employee/Financial (TEF) Data Request

- .
Item 337. New Item for '""DORMS Source Documents''.

Item 338§’New Item for "DORMS Ogtput Dbcuments”.

Ttem 339 New Item for " DORMS Data Files'. : ]
O 4007 Weows T f US: Sl Tige Sacwitlin P /frp

The-AlphabeticafiIﬁdéx (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 in this revision.

EFFECT ON OTHER DOCUMENTS

Manual Supplémeﬁtl(ls)G—l37, dated July 16, 1981, is superseded with
respect to Chapter 1(15)59.26 as the changes are incorporated in Item 47
of this revision. ;

The following Manual Transmittals are obsolete:
1(15)59,26-1, dated April 2, 1981,
1(15)59.26-2, dated May 12, 1981,
1(15)59.26-3, dated July 16, 1931,
1(15)59.26-4, dated September 24, 1981, and

1(15)59,26-5, dated March 29, 1982,

. 3 - 3
TZ,&{:‘(&«"&LA/ é’ . """’""‘W
Ri

chard E. Simko

Director,
Facilities Management Division

FILING INSTRUCTIONS

Remove: Insert:
1(15)59.26-1 through 1(15)59.26-61 1(15)59.26-1 through 1(15)59.26-
g/
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" Chapter 100 ’ ' page 1(15)59.26-3
, e , - (3-29-82)
‘Description and Authorities

- 110 (3-39-82) 1(15)59.26
: General

(1) Therecords 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, controiling, 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

. 3-Micro-

film Registers, Indexes and Directories pro-
duced by service centers.

(e) Integrated Data Retrieval System
Computer QOutputs and Related Records pro-
ducsd or maintained by seivica centers.

(f) Federal Tax Deposit (FTD) Program.

(g) Audit Information Management Sys-

' tems (AIMS).

(Next page is 1:
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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 84th 2nd
81¢ 85th 1st
1620 85th 2nd
680 86th 1st
1256 86th 2nd
1740 86th 2nd
1600 | 88th 2nd
221 8gtn . 1st
238 Bgth ist
637 90th 1st
1547 90th 2nd

- 1888 90th 2nd

Dates of Approval by the Archivist of the United

States .
Month Date Year
June 18 1870
March ’ 8 1973
May 6 T 1974
January 27 1976
July 29 1876
Aol 19 1977
. May 30 1978
Apni ’ 20 1879
Juty 17 1880
July . ) 7 1981
January ez 13 ) © -1882

. (5) See Exhibit 100-1 for Records Control
i Schedule 206. ]
! (6) See Exhibit 100-2 for Alphabetical Listing
" for Records Control Schedule 208.
(7) See Exhibit 100-3 for Forms Listing for
Records Control Schedule 206.

[ MT 1(15)59.26-5 110
115)59.26-9) IR Manual

Letest

1

-

ARS Approval to be added:
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; Records Contro! Schedule 206 For Service Centers - page 1(15)59.26-9

'Exhibit 100-1

(9-24-81)

Records Control Schedule 206

ltem  Description ofrecords
No. and disposition authorizations

Administrative Records

M 1. General Correspondence Files. Corre-

W. I spondence and related documents (not

-~ covered elsewhere in this Schedule) to or

¢ - from the National Office, regional offices,”

i district offices (including Area, Zone or Lo-

cal Office) pertaining to service center op-

' erations, instructional material, and data
concerning organization and stafﬂng prac-
tices, and achievements. (Excludes rec-
ords documenting significant procedural
and organizational matters, and selected
records determined to have reference vai-
ue which shall be retained.)

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

2. Administrative Files. Correspondence and
related documents (not covered else-
where in this schedule) pertaining to
housekeeping or facilitative functions of

- the over-all administration and operation

| o ,0f the service center.

[Mﬁ?h) Destroy 6 months after the end of the

A St/

¥ year.
i 3. Delegations of Authorits Filee. Record
L ns of
authority.

(1) Toan individual or oﬁ:ce in accordance
with prescribed reguiations and not in-
ciuded in the Internal Management Docu-
ment System. (These records are of a
limited nature as opposed to delegation
of authority records on a.continuing basis
which are a part of the Internal Manage-
ment Document System.)

(a) Destroy 1 year after close of the
calendar year in which delegatlon of au-
© thority was terminated.
" {2) Statutory Notices. De!ecanons 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 operanons under the

“ ADP system. -

J\,V(‘Q\Ongmal Run Books with supporting

4 documents.
M (a) Destroy—3Q.years aﬂe(oks are

superseded.
{b}-Retire-to-Federal- Recorés\enter
rwhen/ﬁdwlongoruneeded-«urr»currem
opérations:~
{2)-Copies of Run Books.
(a) Destroy when. superseded or_no-
~ longer needed. 1n*current"operanon__‘
~whichever s earlier.
5. Evaluation, Assistant and Internal Audit
Reports. Reporis submitted by the office
of Regional Inspector, regional office, and

4

[Amended and Supplemented by MS CR 1(15)G-137)

B g
@) g s g0V e

/ X e s 457/
A 6/%43?éauii§;Sfdszg;zoazaxli'f> éf'CC)/a[

. Mecee,
Hooes gospe gt A
612222 gbli;bg e b edialeil JOF:

(1) Copies of Run Books.

(a) DESTROY 6 years after the end of the proce581ng
year.

A/ o FORCw ol el

TARCTP, (24 ekt



|

ftemn
No.

Description of records
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) Destroy 3 years after completuon or
issuance o report.
(2) AN other copies.
(a) Destroy after 3 years or when no
longer needed in current operations,
whichever is later.

. 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 1year after the end of year.
{2) Ali other copises.

(a) Destroy 1 year after the end of the

year.

. Management Survey and Project Heports

Narrative reports prepared for local

"~ implementation.

(1) Record copy. - -
(a) Destroy 2 years after c)ose of file.
(2) All other copies.
(a) Destroy when no longer needed in
current operations.

. Narrative anc Statistical Reports Recur-

ring narrative, statistical, progress and pro-
duction reports (not covered elsewhere in

. this schedulel.

10.

i

T12.

(a) Destroy aner 1 yeai.

(2) All other copies. -
(a) Destroy when no longer needed in
" current operations.

. Production and Work Control Transmzt-

tals, etc.

(1) Destroy after complet:on of each an-
nual program.

Production and Work Control Schedules,

Registers and Reports.

(1) Destroy 1 year after completlon of an- _

nuat program.
{2}4ndw:duaF—Pfoducnorrﬂeport-(‘PR)
t2)-Destroy-after<36-days. <P
Systerns Change Requests and support-
ing documents.
(1) Destroy 1 year after approval or
rejection.
Worksneets used as source documents to
prepare punch cards.
(1) Destroy after related punch cards are
destroyed.

MT 1(15)59.26—4 IR Manual

(2) Performance Evaluation Reporting System (PERS) Listings.
(a) DESTROY after 1 year.
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e . (9-24-81)
Exhibit 100-1 Cont. (1)
Records Control Schedule 206 r Y
ltem 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 documems, 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 copxes than in (1)
above.-
(a) Destroy 60 days after data has
been recorded and balanced.

15. Work Measurement Job Fiequests and In-
put/Output Schedules, etc.

(1) Destroy 1 year aﬂer complenon of
program.

16. Machine Logs and related documents

used to record machine use on sach

program. -

(1) Destroy 1 | year after date of last entry

“zrds. Em-
Sl e eSS WAl LD, A Al wedtion, Func-
fion and Program Master Cards; Machine

Master Cards; and equnvalent forms and

documents,

(1) Destroy dropout or d»scontlnued
cards 6 months after end of each 6-
month reoorting period (June 30 and De-
cember 31).

18. Work Measurement Work Plann/ng and
Control Cards. Job Record Detail Card,
Machine Hour Card, Empioyee Perform- : :
ance Card, and equivalent forms and doc- :
uments used for input and outputin prepar-

ing staff-hour and machine-hour reports. . . .
(1) Destroy 60 days after related reports ~\}9. Magnetic Media Management Records.

%-are printed. —— ; . , nd Revorts

19¢M motic Taps Marntenance Recoids. (1) Semiannual and Annual I?ventery'Recorc%s a c} p~ s |

(1) Theidgnt Reports. Monthly Inventory Reports, Missing and Destroyed
Media Records (including Forms 3220 used with

(a) Record\copy

1 Destroy-after Se."- T .
(b) All%ther"(’:om:s.% ° o Transaction Code 1 for addition or deletion of
1 Destroy)ﬂhenn ger needed in tapes and disks).
current-Operat S. 3 .
(2) Tapeu@ﬁaratﬁansaé%goh (a) DESTROY 2 years after end of processing year.
éagﬂ:stroy1year after completio (2) Forms 3220 (except Transaction Code 1), Expired
20. Quality Review Forms, HReports and > Retention Notifications.
ff‘fgﬂf}g 3926 and 4687 ' (a) DESTROY 1 year after end of processing year.
(a) Destroy at end of current quarter, (3) Weekly Master Listings, Weekly Job-Run-File Listings.'
plus one year. (a) DESTROY 1 month after the end of the processing
month.

(4) Scratch Lists, Tape Cleaning Lists, Unpostabe Lists.
(a) DESTROY 1 month after completlon of action.

(5) Daily Master Listings.
(a) DESTROY 1 week after processing week.

IR Manual MT 1(15)598.26-4




"item Description of records
No. and disposition authorizations

- {2) Weekly Summary Report, Weekly Unit/
Group Report, and Periodic Defect Fre-
quency List.

(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—Iindividual Review Validation

Listings.

(a) Destroy old hstmg 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 3326, 3927 invalid Data Listings.
(a) Destroy after corrections post.
(G)FSelected Cum Records and Master 1D
le
: (a) Destroy old one when new one is
~ . ._ printed,
(7) DDES or Keypunch Input Forms 3927
and 3927A.
(a) Destroy after data has posted to the
“Master 1D and Cum-Data File, : .
(b) Other DDES or Keypunch Quality Re- )
view Input Documents can generally be
.. .- disposed of after the data posts.
{8) Quality Review Index and DDE Mis-
. .mateh Listing. :
faY Destrov after review is completed
. Theets,”
- Computer Printout Sheets containing data s o . —
- relating to resl numbers and tape runs. : -
(1) Destroy after 9 months or when no
. lon%clar neecg‘e.dh to- resolv? computer
- problems, whichever is earlier.
22. Audit “Technical Time Report (Form N (. g@ 239
.. 4502)., %r re!ateld documfemsd, ccmtﬁmmgI
case and time listings of audit technica ‘n& A’M
- personnel.- --- S (W W M Cax, &973 QC S g \‘lg()
(1) Destroy aﬂer 6 years. -
(2} Retire to Federal Records Center af-

. ter 1 year.
 28. Training Program Files. Scheduies, time- OI( (,d}ﬁ
tables, evaluations, and plans of training :
courses; documents and reports pertain- R
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 coversed elsewhere in this
schedule).
(1) Records covering courses held in parts.
(a) Destroy 2 years after completion of
the entire course.
. {2) Ali other records (except selected over-
- all records of training which may be re-
tained until no longer needed in current
operations).

gi2[fe
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Rec

ords Control Schedule 206

Item
No.

Descriptionofrecords -
and disposition authorizations

24.

25.

26.

27.

28.

29.

(a) Destroy 2 years after close of the

year. .
Training and Development Records of In-

dividuals. Forms, memorandums, and re-
ports pertaining to participation, progress
and grades; evaluations and summaries of
the performance and eftectiveness 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.
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 instructors
assignment. -
(2) All other copies.
(2) Destroy afier 1 year. -
Training Course Status Notices.
(1) Master copy.

(a) Destroy when superseded or

lalal-ToV T
o

" (a) Destroy when no longer needéd in

current operations.
Training Material Status Notlce
Transmittals.
(1) Destroy upon recelpt of subsequent
transmittal notice.
Check and Bond Iscna_ljsts. Memoran-
dum copies of lists and related documents.
(1) Check Issue Lists.
(a) Destroy 3 months aﬁer date of
receipt. .
(2) Bond Issue Lists.

(a) Destroy 1 gear aﬂer date of receipt.
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
bags)

(1) Destroy 6 years after revocation.

(2) Retire to Federal Records Center

years after termination or revocation of
authortty.

3

4o-the-“Administrative- Records“portion-of
this-schedule: : )

30 9tem-No—30 s Teserved-forfuture-adaiioas —1dent

ation Badges. Worn to permit building access.

(1) D

ific
DESTROY after employee discharge and, verification asgainst
Ss

issuing and receipt records. 6/35//{201

%



Itern Description of records
No. and disposition authorizations
31. Documentation of Membership in Profes-

32.

34.

35.

sional Organizations. Correspondence,
reports, copies of speeches, minutes of
meetings, publications, newsletters, and
other material related to membership and
participation of Service officials 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.

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 atter 3 years.

. ldentification 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

e o umorlzed

' “Access to Restricted/Secured Areas.

(a) Destroy after 6 months. .
(5) All other records and correspondence

pertaining to idantification media.

(@) Destroy after 3 years.
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 equnpmem and copies of
reports.
(1) Destroy after 2 years
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.

MT 1(15)59.26-4 IR Manual
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i Item Description of records
. No. and disposition guthorizations

36. Safety Program Files. Correspondence
and related documents (not covered else-
where in this Schedule) pertaining to safe-
ty program progress, comparatxve safety
and accident data, etc.

(1) Destroy after 2 years.

37. Accident Case Files. Case files contamrng

personal injury, investigative, and motor

vehicle accident reports; exhibits, 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 Protectnve
Programs Branch.)

- (1) Motor Vehicle Accident Records.
-t {(a) Destroy 1year after case is closed.

: - (2) Employee Personal Injury Records.

; (2) Destroy 1 _year after. date of

accident. '
38. Certified and F?e istered Mall Records. Z :
(1) Registers and receipts of incoming and

outgoing certified and registered mail ex-

o gpﬁaitffﬂ%rwffieim . , * NQ %_ 23? . Y2a AL ,.@ha' o K

( A ..ed certi-

@n?d mailing lists. ) ‘ . \ 9 .z ? Q Q%

zbﬁ " (a) Destroy 1_0 years after end of proc-

“essing year. -
~OrRetireto-Federat Records-Sentert- e [€ T&
o memhs—eﬁer—end—o#processmg-year-’
39 ZIP Code Directory.
(1) Destroy aﬁer receiptof rewsed edition
" grwhen no longer ".,:_:.. in current
. operatrons
40. Records D/sposmon Files. Includes de-
scr\pnve inventories, disposal authoriza-
tions, schedules for retirement of records,
records transmittal and receipt forms for
retirement to Federal Records Centers,
reports of disposition, and. related
documents. : L
© (1) Records . Transmittal vand ~Receipt
. Documents ..
Rgcord copy. d d
1 Destroy when relate records are . .
j)ﬂ% destroyed, or when no longer need- G i@ % [ G (/8
ed for administrative or reference - *‘“}"’"u}’(
purposes, whichever is Iater
(b) All other copies.
’ 1 Destroy when no longer neededin
- current operations, or when certifi-
cation of destruction is received.
i (2) Disposal Authorization Documents.
(a) Rgcord copyr.‘ ated 5
1 Destroy when related records are
destroyed, or when no longer need- @ gc é ,Q@ouyu,&%
ed for administrative or reference
purposes, whichever is later.

/
IR Manual MT 1(15)58.26-4 .
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© ltem Description of records
- No. and disposition authorizations

(b) All other copies. -
1 Destroy whenno !onger neededin
: - current operations. :
(3) Disposition and Holdings’ Heports 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, Numenca/ 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-
ternp! ated changes or revisions, including

. notes, rough drafts or.work papeérs; copies
of regulanons administrative issuances,
or other instructions. Includes correspon-
- -dence, conference notes and documenta-

,/,}@{( tion relating to final approval of forms.

/{ (1) Destroy 1 year aﬁer form becomes
obsolete.

42. Internal Control Ftles Card files, tlckler
files, and othear types of files used torecord
action taken and control workflow (not
covered elsewhere in this Schedule).

(1) Destroy after1year or whennolonger
. needed in current operations. -
- 43 Management Document Distribution Con-
trol, or equivalent records used in the con-

~trol and distribution of intemal manage-
ment documents.

S

one nat immealaisry precedes current
©cou 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 cbsolete or supersed-
. ed, or when no longer needed in current
operations. .
‘45, Resident Programmer Analysts (RPA)
, 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~ﬁSystem(s) of Records Privacy Act

of 1974, and Forms 5466 and 5466A, Indi-
vidual Records of Disclosure.

{1 ) Destroy 6 years after end of process-
ing year.

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

47. Intormation ltemns. Tax related communi-
cations and information alleging or indicat-
ing a violation within the investigative juris-
diction of the internal Revenue Service.

<:.and the



n

—

w

\ N
w

A\

Four-Phase/Prototype Error Correction System (PECOS) (AUSC). Forms AUSC 30,
Four-Phase/PECOS Change Notifications prepared by Security Superv1sors and

submitted to the Security Officer.
(1) DESTROY 2 vears after the employee is removed from the applicable

Security File.

Clcsed 1007 Penaltv File (Form 2749). _
(1) DESTROY at the end of June and at the end of December those forms over

6 months old.

Returns Program - Schedules K~1 Edit Sheet (Form 6035). Used to

Information

vrocess Scheduvlie ¥-1 informetion when there are more than 10 Schedules K-1s
zttached to Form 1065.

(1) DESTROY 6 months after end of processing year.

Unit Command Code Authorizetion. The suthorized command codes For each unit in

< Service Centers.
(1) DESTROY 6 years efter year in whnich information is outdated. .

Power of Attorney (P0A)/Tex Information Authorization {TIA), Centralized
futhorizetion File (CAF) Authorization for a third party to act in benal?
cf a texpayer before IRS or to receive or inspect certein tex information
ior itne taxpeyer.
(1) POA's and Tii's (Eard Copy) used as input documents to the CAF.
3 < hzs been converted to magnetic teape_and

A >

The service center

first two digits of

"% during the purge year which is the
the SDLN on the POA or TIA.

New | Rws @vw@v{?? VQ%@V@@@/»S@“’SD

A | o
WaW P A9
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— ~ (G-29-22)
3:.\‘f“~!z 10 i JO"?.. (4)
Records Control Schedule 206 . .. o o
/ e escription of records
4/7 and dﬁaosmon authorizations
ﬁf"?} (1), l'apsmxttal Mermorandums of “informa-
wd ton itams” and “other information” from
district offices to service centers.
( f"‘{E‘ii”Xfi‘ﬁi,‘ year o _and insignificant tax items.
! sial AETEUIAH{SMNS: . . . - .
M 2) Destroy E-descererTeceint 90 days after receipt or after post review, whichever
(3) Gostd—tar—ssisted—ioms—Sumsnoy— 13 later. NOTE: All must receive post review before
m Q-raasac‘mnﬁaports and. Currency-Moene- .
ary-instrument-Repors-sent-to-iles: destroying.
{a)-Destroy.S.years-afierclosing . date.
(4) Other cicsed tax related items sent to
b) files. (3) Currency Transaction Recorcs.
(a) Destroy 1 year after closing date. (a) DESTROY 6 yvears after end of processing year.

: {5) Cicsed tax related items, transferred to
b““ a*.::er servica centsr.

} Destroy 2 years afier closmo cate.

(6) Closed tax related items sent to £xami-

D nation, Collection, Employee Plans and
A Sxemot O'r‘anizatiOFs . Criminal
Investugauon. . i

( )(aC Destroy 2 years after closmg date.
7) Closed tax rnxatad items to Prior
EM Invesdgations. .
(a) Destroy 10 years from c!osmg date
Tars Sils Camm A7Q0\ Meimisad |r\v‘:stj_
. D'o—
J
- gram (Back-Up . 1a:>e)
(@) Des‘roy 1year aﬁer shnpmem date.
Edit Sheet. Used to separate
Tax ShalBroata diom the Somries 1. delete 48. (Reserved) .
tum prior to examingd ~New Items 50, 51, 52, 53, and 54 (see attachment
D) De;._jw,':s’m%nths am ’ ! ’ ’ (s¢ )
. »=SEing year. ’
49 "All Other Taxpayer Casa F/Ies (not cov-
: ered in this Schedule). - -
-{1) Destrnv 2 vears after.case is closed. delete
i "(‘J@n;a_Jtem Nos. 50 through 54 ara-res

seVEd for-future_acaitions to the . .
“Acministrative Redords ~porion (Insert Heaalng) skip tO new _page

U _oftmE Sehedule ) -
. 55, Indlwd.)uzelnc;)me Tasief?etums (Forms RETURNS PROCESSING RECORDS

 1040A) with related documents attached -
to the return or considered a part of the
administrative file, regardiess of whether
the documents are physically with the re-
turn or maintained in an attachment file.
. {Foerms~1049A—consolidated-with—Form
040-beginning-with~Tax-Year-1969-and{ del ete
reinstated-beginning with-Tax-Year+972:)
© (1) Return filed in original blocks in account
number, original document locator num-
ber (DLN) sequence, or renumbered in
document locator number sequence on
_or before Aprit 15. .
(2) Destroy Ggears after date of filing.
(b) Retire to ~ederal Records Center
beginning January 2 through March 31
following the year in which returns were
numbered and processed.
(2) Returms filed, numbered or renumbered
in document focator number sequence
April 16 through June 30. -

e




ltem  Description of records
No. . and disposition authorizations

. - 0
{a) Destroy 6 years after numbering A ? W
M and processing beginning July 1. 55 (ZL»

(b) Retire to ?—'eceral Records Center
beginning January 2 through March 31
following the year in which returns were
numbered and processed.
- {3) Retums filed, numbered or renumbered
in document locator number sequence
© July 1 through December 31.

:D' ' (a) Destroy 6 years after end of proc-
S 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) Retums in penalty files. Rsturns on
which a penalty of 50% or more has been
assessed, and cases for which the Crimi-
nal Investigation Drvision has requested

" ..longer retention. - :
(2) Destroy 6 years and 9 months after @
M the end of the Calendar year in whxch55 9
.case closed. M

(b) Retire to Federal Records Center
July-1 through September 30 following

the year in which returns were renum- 3
bered in the penalty or. supplememal 55 2 A .
series. .- < .

(5) Retumns in potant;a} refund litigation
-'case files.. Retums and all related
- documents.

(a) Destroy :'Vy'ears aherestabhshmen!
of file. -

(b) Retire to Federal Records Center 3
vazars after actahlichmant ~f file,-
gividuals,
Partnerships and Fiduciaries (excludes
Forms 1040A), with related schedules,
correspondence, audit reports, work pa-
.- pers and other documents attached to the
retum 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 filed ‘in original- blocks in ac-
.. count number, original document locator
number sequence, or.renumbered in doc-
-+ ument locator sequence on or before De-
cember 31,
—\/ nn (@) Destroy on or after January 16, 6
M years and 8 months after Apri 15 of the
¥ 7N processing year.
(b} Retire to Federal Records Center
beginning January 2 through March 31
following the year in which retums were
numbered and processed.

| MT 1(15)59.26-5 IR Manual
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Exhibit 100-1 Cont. (5)
Records Control Schedule 206 : : R
Itemn Description of records
No. and disposition authornzations

(2) Retumns in penalty file. Returns on which
a penalty of 50% or more has been as-
sessed, and casaes for which Criminal In-
vestigation Division has requested longer

. Ee)tegt)on h , f?
a) Destroy Gyears and 9 months after 5@
Dﬁ @4 end of calendar year in which case @ C‘

closed.

{b) Retire to Federal Records Center @ { @
July 1 through September 30 following
the yearin which returns were numbered @:’

in_the penalty or supplemental series.

(3) Retumns in potential refund litigation
case files. Retums and all r\elated
documents.

(oaf)ﬁg?stroy 7 years after establishment 5 / 4 2 07

(b) Retire to Federal Records Center 3

i years after establishment of file.

i 57. Declaration of Estimated Individual In-

| come Tax or Equivalent Forms, .

! (1) Taxable Declaration of Estimated In-
come Tax or equxvalent -forms  with
remittance. -

g . (@) Destroy 4 years aﬂer end of proc-

HpDVe {'.{ essing year filed. -

: (b) Declarations rmbherad "and proc-. .
. J&Cember 31. . )
1 Hetire 10 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-remittance Declarations.
(a) Destroy upon receipt

. Corporanon and Excess Profit. Tax Re-

turns, including all related documents cor-

respondence-and exhibits, :

. M (1) Destroy 75years aﬁer end of process-

: year. .
(2) etums numbered and processed Jan-
uary 1 through June 30. ~
(a) Retire to Federal Records Center
W beginning January 2-thréugh. March 31
foliowing the year in whic numbered
and processed. ~
(3) Returns numbered and processed July
1 through December 31.
Z/O\\M (a) Retire to Federal Records Center
kit beginning July 1 through September 30
following the year in which numbered

: and processed. 9
‘ (4) Returns and related documents in po- .

; tential rafund litigation case files. 5 = )
ﬂ;g (a) Retire to Federal Records Center 3

years after establishment of file.

i
i
i
I

IR Manual MT 1(15)59.26-5




! item Description of records
: No. and disposition authorizations

(5) Retum by an Officer, Director, or
Shareholder with respect to the Organi-
zation or Reorganization of Foreign Cor-
poration and Acquzsmon of its Stock.
(Form 959)."

(1) Destroy 75 years after end of proc-
essing year. -

(6)4857Ig§:t)on to be treated as a DISC (Form
(1) Filed 2 1120 DISC far any taxable

" year for which the slection is effective:

N/, (@) Destroy 75 years after end of
D/m processmng
Retire to Federal Records Center -

July 1 through September 30 fol-
lowing the year in which numbered
: and processed.

* {2) Revoked or Terrmnated and has filed
-a 1120 DISC during any taxable year for
which the election is effective.

(ay Destroy 75 years after end of
processing year.
(b) Retire toFederal Records Center
July 1 through September 30 fol-
. lowing the year in which numbered
* 7 and processed.
(8) Has not filed a 1120 DISC during any

" of the taxable years that the electlon was
effective. . -

(a) Destroy 6 years after the elec‘uon
is effective, . .-

“(b) Retireto Federal Records Center
July 1 through September 30 fol-
lowmg the year in which numbered

ﬁ? e ol pwiiaily  liess F\EIUmS on
Ywhich a penalty has been assessed and
cases for which the Criminal Investigation
- Division has requested longer retention.

(1) Destrov 75 years after the end of

M/[ the calendar year in which penal-

v - ties were assessed and case

. closed.

(2) Retireto Federal Records Center
July 1 through September 30 fol-
lowing the year in which returns

" were numbered in the penalty or

i ‘supplemental series.

: 59 Income Tax Index Cards (Official Record

i Copies). Index cards used as a cross-ref-

erence to income tax returns, assessment

lists, Unit Ledger Cards (ULC's), and other
documents. -

(1) Indexcards for mdmdua! partnership
and fiduciary income tax retums, and oth-
er miscellansous retumns.

) {a) Destroy 30 years after end of proc-
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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Records Control Schedule 206

i

P ltem

Descripti
f No. ption of records

and disposition authorizations

(a) index Cards for 1917.

DM 1 Retained by Federal Records Cen-
14 _ ters for cross-reference to Corpo-
e ration Income Tax Returns,
(b) index Cards for 1918-1948.
1 Destroy as they are no longer
‘ needed by Federal Records Cen-
P ters for cross-reference.

E M Tax Returns (1949<065)

1, Retain S
¢ 60. Unsigi i
| 60 Une igned and Undeliverable Tax Returns
| which are not processed.or numbered.
P (T)ye%?strow year after end of processing

Estate Tax grtyponagnce ‘and docu-
ments such as wills, affidavits of apprats-
als, trust agreements, power of attorney,
briefs, etc., and any related gift tax return
filed by decedent. -

@g (1) Originals, reviewed and renumbered by

1
le1.

=

d Examination. o
] (a) Retain. L
Q (b} Retireto Federal Records Center 6
rmmthe aftsr Tvaminaticn clesure.

Usieturns
" ‘and related documents prior 10 examina-
tion and renumbered DLN. These foiders
should all be screened to remove any re-
turns or correspondence that should be
- processed &nd torwarded to Examination.
After screening, dispose as follows.
(a) Destroy when relatad Estate Tax
. Returns are retired t0 the Fedgrai Rec-
. ords Center in accordance with (1D}
above. : o
2. Gift Tax Returns. Form 709, United States
Gift Tax Return; Form 710, Gift Tax Do-
‘ nee's or Trustee's information Return of
Gitts; Form 882, Statement of Gift Tax
Due; and all related correspondence and
{ . documents notassociated with Estate Tax
i Returns. . o
mm (1) Retain, ag——o"" : —
83, Gift Tax Information Card. Master index of
' gift tax returns which show name. district,
account number, etc.
D]

(1) Retain. o
64. Capital Stock Tax Returns with related cor-
@M respendence, records and documents.
(Deciared Value Profits Tax Act repealed

: for the years after June 30, 19486.)

W (1) Destroy 30 years after end of process-

ing year. )
65. Employment Tax Returns filed by employ-
ers and covering withholding, social secu-

rivy, railroad retirement an_d unemployment
taxes, not agreeing with the amount

- {c¢) Index Cards for Co o1
rporation Income o ng subsequent
B

2 RETIRE to

(2)

-

ok w4
years) .. /

ederal Records Center 5 years after end of
processing year.

31 DESTROY 75 years after end of processing year.

Tile Folders-set-up to house returns and related documents -

prior to examination and renumbered DLN. These folders

should all be screened to remove any returns or correspondence

that should be processed and forwarded to Examination.

After screening, dispose as follows.

(a) -DESTROY when Gift Tax Returns are filed in the alpha
file or retired to the Federal Records Center per
Item 61 above. ’


https://processed.or

Item Description of records - '
No. " ‘and disposition authorizations j
claimed as credit, and related documents |
. and-correspondéence. - )

DY ! (1) Destroy 6 years after end of process-

year. .
. (2) Retlre 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 F?eturns including |
w all related documents, correspondence

[(

and exhibits, <&
X7 (1) Destroy 7 years after processingyear.
2)»Retums—numberedand‘processeééan-
~uary--1-through-June-30.

@ﬁ% (a)ﬁetrrg@jwmzer
CreGEGINITHTG wan U g Tuuwiny uie
© yearin whichthetstums were‘fmmbered

-~ angdprocessed.. - - T E T
(3) Re\ums-numbered»end-processed»dcﬂy

~.through-December-31--

! {z3~Retire to Federal Records Center
beginning JUIyt—t-yeardolléwing the
year in whichtheTéturns wereitmbered,

= . andprocessed. .. - - - -

A.

“87Miscellaneous Tax Returns covenng ex-
cise tax returns on diesel fuel, gasoline,
lubricating oils, telephone, telegraph,
transportation, etc,, ‘with related corre-
spondence and documents )

Tov Babirng mth related

E - . F4N VLl bmm e
@w ) R (a) Destroy 6 years after end of proc-
" essing year.
(b) Retrre to Federat Records Center
beginning January 2, 1 year afterthe 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)‘RetrretvFedera{eReeerdsGeﬂter-i-—
aryear-after-end-of-processing:year:

includes Forms
k 1041-A, 4720 and 5227)

deze‘t;\ D Aﬂ% \

P ~ ,‘,*‘_S;,
|
!
i
}
i

~f

990,990-AR, 990-C, 990-T, 990-PF,

delete

68. Extension Records. Correspondence and
forms (not associated with related tax re-

- turns) allowing or disallowing taxpayers to
- extend time in which to file a return or make

a tax payment due and taxpayers’ applica-
tions for a change in accounting period.

(1) Destroy 3 years after end of process-

ing year.

e
-ginning—~dandary-2-fettowing-the-prot=

]Do

ressmgryear September 30|

MT 1(15)59.26-1 ‘IR Manual

deletey
197402

3) Retention of Forms 720 Filed in accordance with

the
United States/United Kingdom Tax Treaty Ratified

April 25, 1980. This treaty provides that retroasctive

claims for overpayment of the excise tax on foreign

insurance premiums may be filed for period starting

Janvary 1, 1975, so it will be necessary to retain

Llled Forms 720s for 211 periods after JATTETY
Fpet0Z5. until Further notice.

{a )DPSTROL - Do not destroy until further notice.
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Records Contro] Schedule 206

I/{"(e)m Descr_iption ofrecords
- and disposition authoriza tions

g
69. Notice of Nonrece;
¢ eceipt of Tax Returns J,
gg)g/ng ”Tax Delinguency Investigatiof?s‘
elated correspondence. Inclufes
and related documents of %osed

Delinguent Accounts A’s),
Delinquency Invesf{igations
eturns Compliance Program

M ( >(a?J D nreceipt of T.Jﬂetums.
) ears ;ﬁé end of proc-

(2) Closed TDA's, Pl's’and RCP Leads

{a) Destroy 2 yearg-after end ot proc: -

‘3' 3) False Re{hnd/ aims\(TDA’s)-Closed
hbse é&‘x_égaiz_troy 3/§ez;rs afterthe end of the
in onth i i

( Poeos g in which case was

4} fnstailmﬁnt Agreement (For
and relgtéd documents. (

(&) Deétroy 1 year after the endof the
proceSsing month. : :

(5) Instaliment Agreement Accounts

(&)Y Destrov 1 vezr aftar tha =nd of th .

PYe Sinployer's Application for | i o
é\lsjmber = p a or Idenpﬁcat/on
. 1) Applications and Relat .
JM aeations: 3 ted. - Corre-
g (a) D_estroy 6 years after the end of
year in which processed. :
(b) Be;lre to Federal Records Center
beginning July of the vear followina_the
processing year. ) N
(2) Daily EIN Log of Unassigned EIN's. A
generated list of EIN's that have been
‘marked for deletion from the ENAF.

{2) Destroy 6 months after print date. .

71. Application tor Exem tions and Register
Apphc'at'ip_ns for exeripﬁon from tngtfer-'
sponsibilities and requlations applying to
restricted or specially controlled business-
es such as amusements, narcotics, fire-
arms, etc.; applications for registry as per-
son liable for admissian tax after a change
in ownership; or equivalent forms with re-

\ﬂ”’!cted correspondence and documents.

%JLJ“) Des}roy 5 years after filing.

; (2) Retire to Federal Records Center af-

! ter Janqary 1 of the year following the

1 processing year, :

i 2. TDI Supp/emgnts. Contzains information

i aboutIMF Delinquency Cases transferred
f:etweeq district offices and processed at

i :{we service center.

}ﬂ (1) TDI! Supplement Request (Form 5115).

DN

‘Manuaj MT 1(15)59.26-4

21 -2 7

433-M) -

Return Delinquency and Balance Due Notices, Taxpayer
Delinquent Accounts (TDAs), Taxpayer Delinquency
Investigations (TDIs), Returns Compliance Program
(RCP) Leads, Courtesy Investigations, and related
documents. : '
(1) Return Delinquency Notices (Forms 4901, 4902,
4903, and 4904) and other related documents.
(a) Closed Forms and Related Documents over 6

months old. :
1 DESTROY at the end of June and at the end

- of December,

(b) Credit Balance and TC 594/599 Cases Closed
and other related documents over 6 months old
as a result of research (See Item 242).

1 DESTROY at the end of June and at the end
of December. - ,

(2) Balance Due Notices (CP Notices and Forms  3967(C)
4839, 4840, 4873, and 4905, -€(Notices 521 and 522))
and related documents.’ ' ‘ ’
(a) DESTROY at the end of June and at the end of

December those closed forms and related
documents over 6 months old except for those
identified in Items 168 and 185.

(3) Closed TDAs, TDIs, RCP Leads, 0Is, and related
documents. - '

(a) DESTROY at the end of June and at the end of
December those closed forms and related
documents over 6 months old.

(4) Installment Agreements (Form 433-M)
documents. :

(a) DESTROY Forms 433-M and related documents
when required terminal input is completed or
when the case is closed if form is retained
in the Installment Agreement File.

(5) Report of Trust Fund Tax Violations (Form 2674)
and related documents.

(a) DESTROY at the end of June and at the end of
December those closed forms and related
documents over 6 months old.

(6) Application for Extension of Time to File U.S. ‘

Estate Tax Return and/or Pay Estate,Tax(iﬁghgﬁfkj

(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. : -
//%/

and related



! Itemn

§
i

{

Description ofrecords

! 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.

/\J\/m (1) Destroy 10 years after the end of year

in which processed.
erei—ﬂeeords-@enter—be—-

1

; -qﬁg-yeaaf-
74. Public Event Manifests. Samples of tlckets

1
i
|
§

printed along with name of printer, person
Or organization ordering the tickets and

guantity 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 with
taxpayers who have problems to be
resolved. -

(1) Problem Resolunon Correspondenoe
(Form 5543). .. .. -
- .(a) Destroy 1 year aﬁer the end of the
- fiscal year in which the case is closed.
-(9) Problem Resolution Stanst:caf Records

wo “(Form 6016). _ :
, e e ndofthe

i dport is

[Ep o

prepared. -

JE L s -

RETIRE to Federal Records Center beginning January 2,

3 years following the year in which processed.

Ol w4

A\X2L.

1
it

75 Special Taxpayer Llst Lxst of names of all
persons, including wagering, who have ap-
plied for special tax stamps.

i M (1) Destroy30years after end of process-

—'gznntngﬂdanuarrz*aﬂerend of-process~

NS €0- a:%@. Mm € 19)g
RCS saTes

(2) RETIRE %o
processing

Records Center

Federal

oK

5 years after end of

22z

77. Waiver Certificate 1o Collect Social Secun-

ty Coverage, Exemption from Self-Em-
ployment Tax for Ministers, Members of
. Religious Orders and Christian Science
Practitioners, Public Officers, State or Po-

\/[4/7 litical Subdivision Employees, etc.

.(1)_Retain.

N

17 \Soc:/a/ Security Tax Correction Records.

Cortespandence, forms and documents
-used to cofrectdiscrepanciesin Social Se-
curity tax account:

(1) Destroy 4 years aftérend of process-
w ing year.—
(2) Retxre to Federal Records Center{

yéar 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.

year.

Social Security Tax Correction Records and

Logs .or Files Temporary SSN Assigned.

(1)

(2)

(3)

Correspondence, forms and documents used
to correct discrepancies in Social
Security tax account.
(2) DESTROY 4 years after end of proces-
sing year.
(b) RETIRE to Federal Records Center 1
- year after corrections are made.

Logs or Files on Temporary SSNs Assigned.

(a) DESTROY 2 years after end of proces-
sing year.

Listing of Spouses in.SSN sequence.

(a) DESTROY old listing when new listing
is received.



Records Control Schedule ’206 For Service Centers
Exhibit 100—-1 Cont. (8)

page 1(15)58.26-17
(4-2-81)

Records Control Schedule 206

ltem Description of records
No. and disposition authorizations

W (1) Destroy 5 years after end of process-

ing year.

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

80. Gasofine and Lubricating Oil Bonds.
Bonds previously executed by manufac-
turers or producers of lubricating oil and by
producers or importers of gasoline as re-

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

/] (1) Destroy 6 ysars after termmahon or

D G cancellation of bond.
~(2)~Rehre1&Federa+Reeords€eﬁter—on
. —yearaﬁeﬂemnahon—or-cancaﬁaben—e%

—bonds=

81. Employer Appointment of Agent (Form
2678). Is used when an employer appoints
an agent to pay his employee’s wages.
(1) Account with agent acting for only ong

employer e

delete

(7} Dometrmis & vnam ~8a- toemingtion,
e e -enter2 delete
years- -after-tormination= -
(2)  Account with agent actlng formore than
one employer. ;

. (a) Destroy 6 years after al! accounts
. - have been terminated.

! —{b}-Retire-to-Fedsral-Records-Center.2 delete
: —eyeafs~aﬂefr—a!l~acoounts~have~been
: ~sterrpinated———

i 82. Federal Use Tax :’-?erum on HrghwayMotor
Vehicies. Retum of tax due on use of high-
i . way motor vehicle.

M (1) Destroy 6 years after the end of the

processing year.

‘ (2) Retire to Federal Records Center 1

! year aﬁer the end of the processzng

. ~year,

. 88. Elecbon by Small Bus:ness Corporabons
Filed by qualifying small business corpora-
tions who make election not to be subject
to taxes as prescribed in IRC 1372.

%](g] ) Retain.—
(2) Retire to Federaj Records Center 1

year after end of processing year.

84. Authorization Registration for Tax-Free
Transactions. Application and certificate
form filed by manufacturers, producers or
vendees who desire to make tax-free pur-

" chases of taxable articies for further manu-
facture of taxable articles, or for resale to 0"
DA

manufacturers for that purpose.

(1) Destroy 1year after termination, revo- .
cation or after authorization is no longer "
required.

:W%V\X?)/l o

NC 8D-239 .

AN L\/I .

NC &0- 1‘99

"D 269 n =
le o

W SI/ . ‘17 “"

\918

DESTROY 75 years after end of processing year.

G| w TARCe oo o §/9(72¢
TRCA": 559 cer

—_ 77

5\\3://: -740 T 5 W\ K/l_. 5?0“.;‘:,"
j \ N”: 393 u‘ 12 3 ‘\\.P/’/. 248““
e i . v”t G9& w ¢
4 6 "( g wf‘f

.\\CII‘. ‘
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"ltem Description of records
No. ~  anddisposition authorizations

85. Information Retumns 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) Assodiated with income tax retums.
Mw 1 Destroy or Retaln, as appropriate,
when related income tax returns

. are 'destroyed or retired.

(b) Residue of Information ‘Retums and

Documents not associated with related

income tax retumns. :

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

" 2 Destroy nonselected documents
after sample has been selected,

- but no earlier than June 30th of cur-
rent processing year.

Transmittal (Form W-2G and WﬁGG)
1 Destroy 3 years after processmg

(¢) Statement of Gambling Wmmnos and .

(d) Loose W-2's, with the exception of Copy C, which
will contlnue to be returned to the taxpayer !
1 DESTROY at the end of the processing year.

(2) Fore&gn Fried S

(a) Associated with income tax retums.

- 1. Destroy or Retain, as appropriate,

- when related income tax retumns
segn BLO_ degtrayed or retired.

|\

(b ). Residue of Information Retumns ancf
:Q@J Doduments not associated wyeléted
incoma’tax retums. -

Y

ysessing
S Of conversian1o magneuc tape.
- . 2 Retire tc»Federal Records Center
Coeo T . B0days “after process:ng or conver-
- 8ion to magnetic tape, -
’ (3) Creat}on of or Transfer to Certam For-

Trust with U.S. Beneﬁcxanes (Forms 3520
and 3520-4) -
(a) Destroy 7 years. af‘er date of filing.
(4) Intermationat Boycott Report (Form
5713)."
(2) Destroy 7 years after end of proc-
" essing year.
(b} Retire to FederaJ Records Center 1
- year after the date of inclusion in the
scheduled triannual listing January 2,
July 1 and October 1 of each yesar,
i (5) Questonable Form W—4 Program.
: (a) Forms W—4 (Papar Document).

eign Trusts and Annual Retum of Foreign _/

(b) Residue of Information Returns and Documents not associzted
with related income tax returns. :
1 Information Returns and Documents selected for review.
- f T .
a DESTROY 1 year after processing or conversion to
magnetic tape. ' :
2 Information Returns and Documents not selected for review.
QT s - B o 3 -+ 4 =
a DESTROY January 2, Tollowing the year received.

% NC 80-239 . (WW Mnoﬁ“’w \$78 (S

Pt n QD Aoiasim
ot - TWW“WM 1978 Areson., W

# NCEO-239 ( w o nw )

D A 1 Destroy<-yoars-aftorthe-end_of. Do Not Destroy until turther notice.

the-processing-year.
2~-RetiretoFederalRecords-GCenterd
year-after-end-of-processing-year.

(b} Form W—4 Case Files.

' MT 1(15)59.26-1 o R Manual

-~

delete QK w#

Her/fz
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" Records Control Schedule 206

D ) ' 1" Destroy @¥years-after-the-end-of

Jtem Description of records
No. and disposition authorizations

the-processing-year:

(55/58) coit.)

Do Not Destroy until further notice.
74

2-Retire to FederakRecords Centert Gelete Cam - \o Trwofr & Eape W Wb

yea!—aﬂer~the~end—of-processmg
’ E{An Pove

(6) Sckedule K-1 Edit Sheet (Form 6035)

86. Public inspection Files (Hardcopy and Ap-
erture Cards) for Returns of Organizations

'~ . or Fiduciaries Exempt from Income Tax
maintained apart from the “retum’’ portion

- of these forms.

- (1) Destroy 4 years aﬂer ond of process-
ing year.

87. Undeirvered lnfonnat]on Ffeturns (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 Retumns recsived from em-

ployees and recipisnts. -

(1) Information Retums associated with in-
] come tax ratums.
; (a) Destroy or Retain, as appropriats,
| when related income tax returns are de-
|

stroyed or retired.
7y Tl m b m e "™ by e - = _,_,A,‘ﬂ‘ated w'rm

(a) Dwtroy January 2 of the year fol-
lowing the year in which prepared.

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

(1) D&ctmy 7 years after end of process-

y ‘(2)-Heﬁre to-Federal-Records-Center-be—
-ginning-January- 2;-following-the-yearin-
-which retums-were-numbered-and filed..

80. Magnetic Tape Comrespondence Files re-
lating to the receipt, processing, andretum
of magentic tapes containing tax state-
ments on wages, gambling winnings, re-
cipients of annuities, pensions or retired
pay,' and information retums. Payment
data filed by Government and non-Gov-
emment 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 mformanon returns
and payment data documents are cov-
ered eisewhere in this Scheduls.) )

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

i 91. Transmittal, Recsipt and Controf Records.

! Comrespondence, teletype, transmittal let-

ters, reports, and transmittal receipt and

{ IR Manual MT 1(15)59.26~1

1 DESTROY 6 months after end of processing year.

NC 80-239, Rayiasin, ~+Tivara T 167 § RCS

(2)RETIRE to Federal Records Center 1 vear after end of

processing year.:



| ltem  Description ofrecords

} No. and disposition authonzations
i

O

control documents, etc., (not covered else-
where in this Schedule) penammg to receiv-
-ing, controlling and transmitting tax returns,
taxpayer account registers, and related
) documents,
(1) Destroy after 1 year, :
92 Advice of Transmittal used to transmit
i schedules to— the Socxal Security
‘Administration.
(1) Destroy tyear after end of processmg
© year. ;
93 Taxpayer Correspondence Files.
g (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 mei representauves winci
do not involve substantive tax liability
questions, and which when answered or
noted, complets 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 appropnate
. changes are made in Service's records.
(2) Loose schedules; Form 1310, State-
ments of Claimant to Refund Due De-
. csased Taxpayer; copies of death certifi-
. cate; etc., not associated with applicable

retum.
(a)Destroy 1 ysar after dua filing date of
- tax retum.
. (3) Correspondence maintained in  sus-
tEms or
; ONEr QOCUWMeNtsS, or covaered elsewhere
in this Schedule. :

(a) Destroy 30 days after file is ciosed.

(4) Correspondence requesting copies of

tax retums. )
(a) Request from taxpayers as shown in
the address area of the retumn..
1 Destroy 3 months after request
has been filled.
(b) Request by or for third parties must
bs forwarded for association with the re-
lated return(s) after the request has been
fitted.

" 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, aiphabeti-
cal listings by districts and other lists of
tL%:lusumas:; firms used to perfect the master
a

(1) Destroy 60 days after data has been
converted to magentic tape, the tape
verified and corrected, and master file
established.




Records Control Schedule 206 For Servics Centers - page 1(15)59.26-19

e . (4-2-81)
Exhibit 100-1 Cont. (10) |
_Records Control Schedule 206 ' : o
Item Description of records S

No. and disposition authorizations -

. equrvalent torms.
)ﬁ (1) Destroy 5 years after end of process-

mg year. .
al—Records—Center- (2) RETIRE to Federal Records Center 1 year after end of
erend-of-preeess—

! processing year.
—ifg-year—
96. Master File Entity Change, or equivalent ()K w5
forms not associated with case files.

//\m (1)Destroy 1 year after end of processing

year. o
97. Block Control Cards, and equivalent forms
used as a card control for documents intro-
duced through the processing cycle.
(1) Master Control Cards.
. (a) Destroy 14 days after Control Data
Recap and required ba!ancmg have
been completsd.
(2) Other Cards. -
{(a) Destroy 30 days after data has
been converted to magnstic tape and
tape balanced and verified.

| ¢8. BMF and IMF Entity Change Cards used in

o e _of the
LS SIS @D WG (i o Gmind the Indi-

- vidual Master File (IMF). .

(1) Destroy 14 days after data has been
converted to magnetic tape and tape
balanced and venfied.

99. BMF and IMF Data Cards and related
worksheets and transcripts, used 10 tran-
scribe data to the master files,

(1) Destroy 14 days after data has been

) converted to magnetic tape and tape

Lalanced and veniied. :

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. Usedin all
research, especially in payment tracing
and Social Security Number {SSN) and

Employer ldentification Number (EIN)

changes.

{1) Paper Records (Not Mlcroﬁlmed)

(a) Destroy 3 years after end of proc-

essing year in which closed, or when no-
longer needed for internal audit, which-
ever is later.

(b) Retire to Federal Records Center 1

year after end of processing year in

; which closed.

(2) Microfilm and Hard Copy of Records

(applicable for service centers which are
microfilming these records).

95, Not/ceofAcbonforEntryonMasterFieor NQ_ @-z,‘gq_ M M‘ﬁ \@28 QCS
RN ATV o

A/}
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1
| Item Description of records
i No. and disposition authorizations

(a) Microfilm Record Copy not intended
for reference usse, but to make addmonat
copies, as requured
1 Destroy 3 years after end of proc-
essing year in which closed.
2 Retire to Federal Records Center
90 days after creation and
verificabon.
(b) Research Microfilm.
; 1 Destroy 3 years after eng of proc-
i essing year in which closed, or
! -when no longer needed for internal
-audit, whichever is later.
(c) Hard Copy.
1 Destroy 80-days- aﬂermmoﬁlmong aft er

} ' . 2nad film verfication. Unpostable and Error Registers and Listings
I

102 <tinpostabie;-Error-and-Reject-Registers—
and-Listings prepared and used at service
centers to perfect the master file and re-

: fsolve errors made in processing and per-
i ecting operations. T ; - : :
(1)“:rror/Reject Registers-and-List ror Registers and Listings.
D‘ % (a) Destroy ##hen-no- Jongerneeded-in—after data have been inputed by Direct Data Entry (DDE),
S Il eRLdomraét;o&s; uniess E;h;;‘?:f:g:’ unless the Supervisory Auditor at the service center asks
or—;h:m%o—be -retained-- for—a—longe; for them to be retained for a longer period.
(2) Unpostable Listings. -
(a) Destroy after 30 days, or when no
longer needed in cument operations,
: whlchever is the Ioncer penod uniess
~a_service .
T N L TTNPRv .cLamed fora
longer period.
(3) Accounts Mamtenance Claim Pending
(06-W) Transcripts, Forms 4179A, with
énodggrggeésoed TC 470 and Closmg 93 , Or 94
(a) Destroy when no longer needed in
: current operation. .
: 103. Blocks Qut of Balance Listings. :
H (1) Blocks Out of Balance Listings and
- Source Documents Refiecting Corrective
i . Action Taken.
(a) Destroy 90 days after data has
been converted to rnagnetic tape and
tape has been balanced and verified.
(2) Blocks Out of Balance Card Check List.
(a) Destroy 90 days aﬁer end of proc-
: . essing year.
104, Block Proof Listing Register. Register is
: pnnted 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.

'MT 1(15)59.26-1 IR Manual
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Exhibit 1001 Cont. (11) (-2-81)

Records Control Schedule 206 -0

ltern Description of records
No. and disposition authorizations

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

j;j/‘}(w {1) Destroy 1yearafter end of processing

year
106. Transcnpt Edit Sheets used in exh‘acbng
data from retumns for statistical processing
programs
}Q (Z] (1) Destroy after compleuon of each an-

]

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

107. Quality Assurance Sample Salaction
Sheets and Assurance Control Sheets
used to select and examine a group of
returns for National Office qua'rty assur-
-ance raview.

(1 )} Destroy 1year after oompletzon of an-
nual program upon notification by Statis-
tics Division, National Office.

108. Stafistics of Income Program Tabu/atmg
. Corde tee” far etotictinz] Hrocessmg of .

eyt
o—

(1) Destroy after completion of each an-

)ﬂ@ nual or other periodic program upon no-
tmca’uon by Statistics Dmsxon NatxonaJ

=/

109. Sample Selecbon Shests:. - o
(1) Destroy 1 year after completion of an-

M 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 each an-
nua! 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

i " 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 retumed with
the documents or returns processed.
(1) Destroy 1year after end of processing

year upon notification by Statistics Divi-
© sion, National Office. -

114, Statistical Processing Progress Reports
on completed documents each week.

=N/ (1) Destroy 4 years after end of process-

\o¥

ing year.

' IR Manosl MT 1(15)59.26-1



item Description of records
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. (Retamed in Andover Service
- Center.) -
D) (1) Retain.
(2) Retire to Federal Records Center 6
“months after completion. of rnatchmg
- and verification operations... -
116. Social Security Tax Record Card Title IX.
" Record Card or equivalent records per-
- taining to wage and excise tax returns.
(1) Destroy 10 years after end of process-
ing year. - -
(2) Retire to Federal Records Center
""“when no longer needed in . current
operations.

AMF Entity
7

117. Exempt Organ:zat:ons‘r'#&s%e-&% Vouch-
. ers and Employee Plans Entity Changes.
'D f (1) Destroy 4 years after end of process-
ing 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 813). identi-

o ﬁes documents with remiftance and those

\&4 IVIQOWSE T HT
1 Original Copy -
. a Destroy when related returns
are destroyed. ..
2 Duplicate Copy .,?_
7@ " a Destroy £ years after end of
’ processing year
(b) Non-Master File :
1 Original Copy
a Destroy when related returns
.are destroyed. 30
2 Duplicate Copy

n  a Destroy &/(years after end of
M processing year.
. . . b Retire to Federal Records Cen-

ter 2 years after end of processing

T

~ (2) Document/Remittance Register (Form RPS
813). 1Identifies documents and
remittances processed through the
Remittance Processing System,

(a) Original Copy

=B year
2 (cx Encoder Tapes and Logs.

M Cc) ¥ Destroy 6 years-after end of proc-

essing year.
2-Retireto-Federat-Recerds-Contor

2-years—after—end-.of—processing

year—~
<()Block and Selection Record (Form

1332). identifies returns and related doc-

uments without remittance.
(a)” Original Copy - -
1 Destroy when related returns are
destroyed.

¥ (3)( &) (L

1 DESTROY when related returns
(b) DufffcEBEtEgySY-
1 DESTROY 6 years after end of
processing year.

2 RETIRE to Federal Records Center
2 years after end of processing
year. '
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Exhibit 100-1 Cont. (12) e

'Records Control Schedule 206 Y

ltem Description of records . .
No. and disposition authorizations

(b) Duplicats Copy Used To Transmit

S5 Forms.
Y 1 Destroy when related SS—4 Forms

;. are destroyed.
: 119. Examination Records Processed for Non- *Nc g@
~ Master File Returns, no retums attached. =
@ (1) Destroy 3 years after end of process- e Mo focllns
: ing year. . ,
; {2)-Retire-to-Federal-Records-Center-6_ delete ()K )
~months-afler—end-of.processing. yeac
i 120. Declaration of Receipts - of Political
: Contnibutions.
Em(‘l) Destroy on April 15, 5 years following

-23¢, sarrmn, 2Ty & 1698 RCS

the year date on upper right hand side of
forms.

(2) Retire to Federal Records Center be-
ginning January 2 foliowing the end of
processing year.

121. Presidential Election Campaign Fund,

: Statement.

‘EM (1) Destroy 6 years after end of process-
Uty ing year.
! (2) Retire to Federal Records Center be-
T ~a.end of
| 122, Annual Employer's Return for Employee’s ‘ : ’ "“‘
i 122. Annual Employer's Return for Employee’s . ] . o
jl Pension or Profit-Sharing Plans, including N\ (3) ?}‘?IdeMlcrOflChe (Working Copy), 1977 ,
all related schedules, documents, corre- lied in Film i
spondence and exhibits, filed by the em- sequenc Accession Number (FAN)
ployer who maintains a plan or plans for his q e, »
employees or for himself. The EPMF proc- (a) DESTROY 3 years after retire
= essing year is July 1 to June 30. Federal R g ment to
}X )\/124? (1) Destroy 6 years after end of process- b --Records Center,
4 ing year. S ) (b) RETIRE to Federal Records Center
4 () Dilie io Feaeral Records Center §.J0 July, 1982
~=_months_after end of processing year. ., | (4) EPMF Mj >oTEe
1237 Instaliment Billing Ciosed Case Files. In- Microfiche (Working Copy), 1978,

cludes Service Center notices, computer filed in Bo : e
paragraphs 191 and 480 printed on Form > sequence x Identifier Number (BIN)

41783, bank forrr}, used as ptc;sj;cing-docu- (2)

ments to manually update instaliment cas- a) DESTROY 3 .

es. Aninstaliment cass file is closed when Fedoral years after retirement to

theaccountisﬁmelyandfuﬂypql%ckorwhen b) RETira Records Center.

the account is transferred to status. TIRE to Fed

(1) Destroy 1 year after calendar year in Tul 1983 eral Records Center
which case was cIOSe% Used for th NoT Vs .

124. Vehicle Registrant Records. Used for the IOTE: A

Highway Use Tax (HUT) Compliance 11 1977 ar‘1d 1978 Returns and

?r)o%ramt} t4-months after completi saster Copies of Microfiche

1 estroy t4-months after completing were .

the match of HUT leads (Vehicle Regis- J . retired to the Dayton
trant Records) against the 2290 Alpha ederal Records Center after
Usting. - - g : being processed by the IRS

Data Center.

* lZ‘Z LZ)'_'.NQ"_§;6°2'§%. osdiiing, 4 Bictery K 95FRCS

A 8 24



item Description of records
No. anddisposition authorizations

125. Information Retumns Program. Payee Tax
ldentification Number (TIN) Perfection
Match Lists (CP 2010, Form 4908); Re-
quests for Verification of Name and SSN
(CP 2011, Form 5332); Payee TIN Perfec-
tion Research Notices (CP 2013, Form
5502); Payer Correction Transcripts (CP
2016, Form 5437); Payee TIN Perfection
Update Reject Records (CP 2014, Form
3728); and Payer Comection Update He-
ject Records (CP 2017. Form 3624).

(1) Information Retums.
(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. B
(2) Underreporter Select and Non-Select
{ .y SSN List (Form 3624);-Notice—-Pata-for
i “CP=-2000-{Form=5812}): Co

(a) Destroy as classified documents . .
stﬁh%fken_gmgfg%oomfle‘teg } - : (3)§§§%§8YData for CP-2000 (Form 5812) .
. Audit and ADP Records of the Information .
o Retrs Program Discrepancy and Un- when correct Underreporter Notices are
derreporter Related Documents:
(1) Transcript Limring Card, Specific Tran-
scrigt Card, and Audit Finder Card.
(a) Destroy 30 days after successfulin-
put to Magnstic Tape for selected case
cards or simultaneously with disposal of
. transcripts for non-selected case cards.
(2)J Non-select Audit (Discrepancy and Un-

generated.

______ hm N Tl

. Tt e s e e - iSTTipts

¢ - 80 days after final acton. ’

i (8) Unmatched Audit Finder Card Listing.
©  {a) Destroy listing 1 week after suc-

- cessful corective action has beentaken

: . for finder cards indicated on the list.

1127. Actuary Mailing Ust Information. Form

‘ 5398 (accumulated in Andover Service

; " Center only).

i (1) Destroy after 3 years.
{ 128. Employee Plans-Plan Czse Controf Input
‘ Record. Form 4846A. i
(1) Destroy 3 months after processing
date. (Processing date is Julian date,
4th, 5th, and 6th digits of control
: © number.) .
- 128, Statement for Recipients of Interest In-
. _ come (Form 1089~INT Copy C). Issued by
; " the Service Centar for interest paymentin
' excess of $10.00.
' (1) Destroy 6 years and 3 months after
the calendar year issued.

MT 1{15)59.26-1 IR Manual
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Exhibit 100-1 Cont. (13) w21

Records Control Schedule 206 : S 0

ll\t{tzm _ Desc;ipﬁon ofrecords
X anddisposition authorizations

CASHIER, ACCOUNTING
ADJUSTMENT RECORDSAND

130. Document Remittance and Asse
L SSmM
Registers, Certificates of Deposit. Copieenst
of registers and related documents and
journals prepared for the control, classifi-
cation and applications of tax payments
received for deposit retained in the Clear-
ing-and Deposit Section, Receipt and Con-
trol Branch, Examination Division.
(1 )y é);stroy 1year after end of processing
131 . Daily Record of Teller Remittances. Daily
accounting and recapitulation of individual
teller receipts including cash, checks and
money orders, with related papers (NCRor
eﬁ?‘nqg :Ec':&lgee dta;phels) used in connection
(5 Original with tapes S@RFA - - :
“*1a) Destroy 2 years after end of proc-
. essing year.
(2) Teller’s Copy {duplicate). .
i {a) Destroy after 1 month. ~ o
U wmm bt Mfmate e SN 1 ""'”*""‘ﬂ[’d main-

e ey e e e 8 center
. for each type of return of document which

serves as a control for the assignment of

block numbets. . . .

(1) Destroy 1year after end of processing

—m

: year.
133. Distribution Ledgers. Records maintained
showing the distribution of change-making
.funds to all subagents by the Agent
wasthel.

(1) Destroy 2 years after endbof process-

ing year. ,

{34. Statemant of Advance of Change-Making
Funds. An annual accountng by sub-

| agents (teliers) and the Agent Cashier (Di-

| rector) of all advances of change funds to

! the regional disbursing office. c

! (1) Destroy 2 years aiter engd of process-

| ing year. . ‘

| 135. Armored Car Messenger Receipts from

i cariers for cash and checks, etc., re-

| ceived for deposit in banks.

| (1) Destory 1year after end of processing

|

I

! year. _
. 136. Receipts for Payment of Taxes. Duplicates
" of receipts issued to taxpayers for pay-

_ments received.

[u\[\lr\/]{] (1) Destroy 5 years after end of process-
ing year.

137. Discovered Remittance Lists and Forms

4287. Documents used t0 record and con-

trol cash remittances discovered in mail

IR Manual MT 1(15)59.26-1



‘I‘:Iem Description of records
0. and disposition authorizations

extraction, and remittance documents
cluding cash) discov o
o extracbgn ered in areas outside of
(1)( Iiysts
a) Destroy 1 year aft
7 processung);ea);' er the end of the
(2) Forms 4287.
; (a) Destroy 2 years after the end of the
| processing year.
i 138. Special Tax Assemblies.
(1) Unused Assemblies. -~
(a) Destroy 60 days after recexpt of new
issue.
(2) Voided Assemblies. .
(a) Destroy concurrently ‘with the proc-
essing of valid special tax stamps.
x jg heﬁ@ rgf °t.1amp Transactions.
#and-records-ralating-to- Tr
s g-to: the-req*xﬂsitﬁnmgi-\ Control Records for EReceipts for Payment of Taxes {(Includi
L Mmstroyayemaﬁerthe closeofyear |Form 97). Certificati i Recel
-Destioy 3 yoars afer hacioss o Payment_ e tion of Transfer or Destruction of Receipts
i il L R i
140. Cover Certificates in lieu of lost or de- ? s, inventory control records, and inventory
\

stroyed special tax stamps. ccountability reports.

(1) Destroy 1 year after issuance of last e ;
certificate in book : 1) Orignal File Copy.

14i Punch Card Requests- for taxpayer ad- (a) DESTROY 3 years aft £ ;
: ?1r)es§ information from‘the H\?F. t (2) Duplicate Coplzs ter end of processing year.
estroy after mailing in ormation to
requester. / (a) DESTROY 2 years after end of processing }'ear

142. Narcotic Registrants, Inventory Records
and Purchase Orders.

) e
; Ing year. . )

. {2) Retire to Federal Records Center af-
) ter January 1 of the year following the
: processing year.

143. Records of Recsipts and Disposal of Nar-
cotics. Monthly reports submitted by regis-
tared users and sellers of narcotics includ-
. mg all related correspondence.

i (1) Destroy 2years followmg the yearin
: which filed.

| 144. Alcohol, Tobacco and Firearms Tax Re- NC 80-23%9, (‘W ‘B@“" M‘&"\ \?78 @CS

turns. Retums filed by taxpayers for de-

ferred payment of taxes on distilled spirits, M . . .
rectified products, wine, beer, cigars and tany \9 @ AR TEAAATA, %

- cigarettes.
(1 Destroy 6 years after end of process-
ing year.
—2y Retiretothe ederatt Records-Center delete
. ——t-vear-afier er-end-of-processing-year=—
145 507 Telephone Call Notices and related
Forms 2747. Notices and Investigative
History Sheets for delinquent accounts
which have been paid in accordance with
the payment agreement.

} (1) Destroy 1 year after the account is ' 9
DAY sosec. 4 /1
, 0
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Records Contro! Schedule 206

. Item Description of records
: No, and disposition authorizations

© 146, Certificates of Deposits and Tickets.
(1) Deposit Tickets (marked "“Bonds”).

M (a) Destroy 10 years aﬁer close of hst

(
i
i
i
!
X
|

D

o~ N

4

[

|
i
1

year.
(2) Deposit Tickets (others).
(a) Destroy 3 years after close of list
year.
147. Loose DR Lfstmgs 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.
(1) Destroy 10 years aﬁer endof process-
ing year.
(2) Retire to Federal Records Center 4
years after end of processing ysar.
! 148. DR Transmittal Listings.
(1) Destroy 6 years after end of process-
ing year.

N . Jul Sheet
© date. -

149 Unused DR Listings furnished by Federa!

Reserve Bank.
(1) Destroy after all items have been
closed.

150, Schedules and Lists of Canceled and Un-

delivered Checks and Bonds. -

(1) Destroy after audit by General Ac-
counting Office (GAO) nr.when 3 years
olg, whichever is earlier.

151 Notlces 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
or check redeposited).

; (a) Destroy after the calendar year in

m which the taxpayer was located and

- ¥ case closed, or in which undelivered
check was canceled and credited back
o the taxpayer’s account.

(2} Open cases (all notices reflecting unre-
solved Pre-ADP undelivered refund
checks and all unresolved NMF undeliv-
ered refund checks).

D) (a) Retain.
(3)d Retumns Files Copy with related
ocuments.
M (a) Destroy 5 years after processing
year.

tor-Retire-toFederal-Records-Centert delete

yoar-afler-processing-year.—.

D\ D ndires ta Cadearal Damardg Center 6 .

NG 80- 239, (Uew ardian ~RA o \$78 ICS
\GT0 sRutehdn willy s Tlisnnt

bk

So 8B )

OR w

4
4.21-7%


https://Checks.or

" ltem Description of records
i No. and disposition authorizations

| 152. Refund Inquiry Control Correspondence
. Flles relating to refunds, stop payments
© . . and remailing of checks (maintained in al-

: pha sequence in one-month blocks).
W (1) Destroy 6 years after case is closed.

-{2}-Retire-to-Federal-Records-Centert-delete

_year after the_casa_is.closed..

183. Refund Stop Payment or Reissuance of
Replacement Check or Bond records re-
lating to refunds, stop payments, errors in
name or desugnabon of payee, remalhng of
checks or bonds, stc.

(1) Destroy 3 years after case is closed.

154. Record of Refund Checks issued as a re-

: sult of overassessment or claims.

(1) Destroy 3years after end of process-
ing year.

185. Refund Cards 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 fumnished 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.

1 157. Retumed  Taxpayers’  Uncollectible
Checks, Debit Vouchers and Related
Correspondence.
o Brocesss
.oy SysSiefll iU pUsL cebn Lransac'oons to
C the master file.

}D {a) Destroy S years after end of proc-

essing year.

NQ @“2% (Lstetrna,

w 1978 ©¢S

@LPetzreJo—F_ede:al.Records.Centem- delete

-year-after-end.-of-processing-year,
{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.

)I ) (a) Destroy 5 years after end of proc-

o essing year.
i (2) Part 2 (white). " Unapplied Excess
: Collections.

?9 7 (a) Destroy 30 years after end of proc-
! essing year.

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

{3) Part 3 (yellow).
(a) Destroy 5 years after transfer to
closed file. -

‘MT 1(15)59.26-1 IR Manual
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Records Controi Schedule 206

Itemn Description ofrecords
No. and disposition authorizations

(4) Part 4 (saimon). .
- (a) Destroy 1year after end of process-
ing year in which the Unidentified Remit-
tance has either been applied or trans-
ferred to Excess Collections.

158. Reports of Deposrt. Deposit fund records
of offer in compromise, property sales and
deposits, miscellaneous deposrt funds,
etc.

(1) Records created prior to July 2, 1875:
(a) Destroy 10years, 3 months afterthe
period of the account.

(2) Records created on or after July 2,

975:

(a} Destroy 6 years, 3 months aﬁer 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. Trhal Balanca Registers. . :

(1) Where audit is reqmred

(a) Destroy 2 yezrs after completon of
'3 Office. :

\&] YYNerg audit s not ruquxred by Regional
Inspector’s Office.
(a) Destroy 2 years after end of proc-
essing year, -

161. Accounting Journals-and Abstracts.

(1) —Records-created-prior-{o-July.2,1875;
{a)-Destroy10years;3months a‘terxth&
periog-of-the-account.

(2} Rewrds—created—on—or—aﬁer--duiy-—z
-+975:
{¢) Destroy 6 years, 3 months after the
period of the account.

(3} All copies:
(a) Retire to Federal Records Cente( 1/

=, _year after internal audit operations?”

416/

bt

Tax Transfer Vouchers and Excess Collectlonr

Posting Document. Vouchers and Posting

162.Tax Transfer Vouchers. Vouchers pre-
S \/\ paréd-1o effect the transfer ot ‘an assess-

> ment. This item also relates{o credittrans-

] fer vouchers used to trarisfer credit entries

on tax accounts” between = District

Directors. 2

(1 ) Destroy,8 years after. end of process-
~

g year. -
(2) Retnre to Federa] Records‘Oenter 4
years after end of processing yéar.,
163. Vouchers and Schedules of Payments.
/7- {4 ~Pafd—copres—created—pnor'to-du}y—e
4 1975:
K{  {ar-Destroy10years;3monthsafterthe
\‘ --period-of-the-account.
AN 4 Pard—coples-created-on-or-after-du!y 2,
N 418750~
™ (&) Destroy 6 years, 3 months after the
period of the account.

IR Manual MT 1(15)59.26-1

Documents prepared to effect the transfer
of an assessment. This item also relates
to credit tramsfer vouchers used to trans-
fer credit entries on tax.accounts between
District Directors. .
(1) Open or unapplied excess collection !
documents. f
. (@) 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
1l year after-end of processing
year.
(3) Tax Transfer Vouchers and Excess Collectlon Posting

Documents retired to FRC's prior to 10/182.
DESTROY 8 years after end of processing year. //a;’/!;%/fl

fgs


https://Jpared.to

Item Description of records
No. and disposition authorizations

;3) All PaJd Copies:
: (a) Retire to Federal Records Center 3
i years from closing date of last period
udited.
Suspense copies: '
(a) Destroy when no longer needed in
current operations except when used in

164. As].ls?sgrfne%?g;r%%gibons and Lists. Nc o az? M Q%Ma < 9 ? S @(%

M(1) Destroy 30 years after end of process- . o 5

el

4@'5’943%40-%’ erainecords—Ce'rﬂéF‘F'ﬁ"‘(Q REFPIRL to federeﬂ Records Center 3 years after internal
uelit-of-o erations.
-165. Revenue General Ledgers. Coptesof gen— audit of op v
eral and subsidiary ledgers which summa- JK Ry

i rize the financial status of tax accounts ,A:‘/& Mca‘/f

with supporting documents and reports.
B\/A'Z/g%newrds.created—pnor_:o-«luly.z,.lwﬁ.
(a)-Des‘roy 10years;3 monthsaf;ter tha
period-of-the-account.
),) (zfgecords-created-‘on—or’aftef-July—2~
- 5a
«:-{(f)) Destroy 6 years, 3 months after the
penod of the account.
{ {3)-All-copiss:
&)) {a) Retire to Federal Records Center 3
. years after intemal audit operations.
166. Revenue Reports and Accounting Control
" Records relating to the collection and
orocess na of remittances

i

W (&) L)estroy 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-

ingy
167 Credit Ff‘educﬁon Cards (from Forms 840
processed in service center). -
(1) Destroy after audit by General Ac-
WU counting Office or when 3 years old,
whichever is earlier.
168. Posting, Payment and Adjustment Docu-
maents (Other Than Qriginal Tax Retumns).
" Used to process payments and other mis-
i ce!laneous adjustments.
(1) Destroy 5 years after end of process-
Q.ﬂv\l ing year.
- (2) Retire to Federal Records Center & beginning July 1, 18 months after end of processing year.

Joliows:
X ey

eg 05 199 8RCS

Ya)_Those with no more than 1 referen

per tubic foot of files per month.

1 Re to Federal Recor
beginnind~January 2

end of proceshin

' ar.
(b) Those with morg aference per
cubic foot of filesfer month.

i Reu’;{e(w’i:ederal Records ter

bfrgj ing July 1, 18 months aft
Srd .

of processing year.

delete

" 9fa/re
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'Records Control Schedule 206 0
" ltem Description of records
. No. and disposition authorizations

- 169. Advance Payment Records. Used to docu-
ment and classify advance payments.
Mq (1) Destroy 2years after related unitiedg-
: er cards are closed.
170. Remittance Registers. <@~ (No Longer Accumulating).

@l}'% ()mge;étar‘%yzoyearsaﬁerendOfpfocess\;3 NC D~ é§9 Rritsn saTacte G V978 QC$

(2) Retire to Federal Records Center
year$after end of processing year.
- 171. Carryback Adjustment Cases with related Q K wh
schedules, supporting papers and
worksheets.

(1 Destroy 10 years after end of process-
o ing year,

; (2) Retire to Federal Records Center 3
years after end of processing year.
i 172. Report of Tentative Carryback Applica-
tions and Offers in Compromise.
(1) Destroy 3 years after end of process-
i year.
1173. Unit Ledger Account Cards, Documents
i Registers and Recaps and Remittance
E Registers and Recaps.
I (1) Account Cards that are closed (Paid in
p) qu subsequently abated, and small debn

(S mSOL Uy Su JTGS GGl end of proc-
essing year. -
(b) Retire to Federal Records Center%y s
year;after end of processing year.
(2} All"other account cards after the collec-
tion statute expiration date has expired. :
@ A (a) Destroy 30 years after gnd of proc-
; v essing year in whi ired. §-A E Pread “t‘
(h) r;:g)./.-., tn :Mﬁr::%(faords Center\5 N( gO e 35 &QMM “'7 3
yeag after end of processing year. _
(3) Document Registers and Recaps, and g
Remittance Regxsters and Recaps.

Z}Q(’,/J (a) Destroy 30 years after end of proc- k
essmg year. ]
{b) .Retire to Federa!l Records Center&S Q w :

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) Al other copies. .
(a) Destroy when no longer needed in
current operations.
175. Control Card Listings and Tape Data Con-
trol Date Recaps.

(1) Destroy 1year after end of processing
year or 1 year after internal audit of oper-
ations and accounts, whichaver is later.

1 176. Transmittal Memo Accounting Control
Documents.

i (1) Destroy 90 days aﬂer verification of
receipt.

o

52/70



ftem Description of records
No. anddisposition authorizations

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

index or when no longer needed in cur-
rent operations.

178. Historic Transcnpts related to closed
accounts.

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

179. TDA 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
Corperations) and Record of Claims.
Claims files pertaining to aliowances for
overassessments, notices of disposition,
and notices of refund with refated 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.

/(1) Destroy after audit by GAO or when 3

D 2| years old, whichever is earlier.
Concurrence of & agional Inspector shall be
obtained for any cxsposal before the three
years. .
SR Qabkadidoe nf Daoiartad Mizime
——— - sidcess-
ing year : : ' -

182. Technical Sectzon “Closed Sensitive”
Case Folders. Residuzal papers remaining

: in the folders such as work papers; tran-
scriptions of tax account or accounts;

Form 3870, Request for Adjustment, and

4173, Special Casa Referral; and copies of

correspondence.

(1) Destroy 18 months after closed date.

183. Transcripts of Accounts requests and re-
tated documents..

(1) Destroy 6 months after end of proc-
essing year, or when no longer needed
in current operations, whichever is
earlier. -

184. Audit/Appellate Adjustment Adwces (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)59.26~1 - IR Manual
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Records Control Scheduie 206 o
Item Description of records
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. Offersin Compromlse Casefiles mcludmg
data concerning offers in compromise by
cash, instaliment, transmittals, and ac-
ceptance of offers with related correspon-
dence. (Note: If a compromise case file
contains an instaliment offer, or if an offer
invoives a collateral agreement, the date
of closing the case shall be the date the
offer in compromise is accepted or reject-
ed after paymentin 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.)

DVall (1) Destroy 6 years after close of case.

(BF-Retire—to-FederatRecords—Gente—t— 2) RETIRE to Federal Records Center 3 years after close of

wear-a 5 -
- 188. Barred Deficiencies. Copies of Form 3899
used to report statute expiration of barred
deﬁciences and overassessments and on .
358 to the

. fegionat cice.
(1) Destroy 3 years, after end of process-
ing year.
188. (Reserved.)
180. Statement of Account for Participants in
Individual Retirement Accounts or Annui-
ties, Form 5498 (Copy A).
( 1) Destroyz years afterfi hng year oryear
4 ’::: ;1 -nnvuvvc. |a -a\ou
181. Closed Problem Ingquiry 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. . Fil
184. Closed TC 130 Cross-Reference File.
(1) Destroy source documents Ger——at the end of June and at the end of December those
195, Porrars ¢ Work Rocord—Tentative Car closed forms and related documents over 6 months
ryback Allowance (Form 6902). old.

‘ (1) Destroy when data has been tran-
| scribed to the 4821 Report.

IR Manual _ MT 1(15)59.26-1




Item Description of records
" No. and disposition authorizations

(NOIE: _ltem Nos. 196 through 199 arere<
“Tsarved.for future additions o the
“Cashier, Aocount'ng and Ad]ust-
ment__Recoids” portion —of—thig
Schedule) -

MACHINE (PAPER) PRINTOUTS AND
MICROFILM REGISTERS, INDEXESAND
- DIRECTORIES

(Prior to conversion to microfi!m and transfer

. of retums 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. Effective with the conversion to microfilm
and transfer of these functions to service cen-
ters, service centers were charged with the re-
sponsibility of maintaining and retiring all record
copies of reqisters, 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 § years after
end of processing year.)

200. IMF and IRA Account Registers. Weekly
printout on microfilm, replacing the Index
Registers, Setftlement Registers and Out-
standing Balance List as of January 1,
1968 Generally, each time some actmty

- '~ all post-

LD U kAl WIS v ..,.r.;ua.f On the
weekly accounts regxster Each accounts
register record is, in effect, a specific tran-
scriptof 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
validity digit sequence. Weekly registers,
for a vanable number of cycles, are com-
bined into a cumulative accounts register

, on a four-week basis.

(1) Monthly Cumulative Accounts Register

: (record copy).
{)M {a) Destroy 30 years after end of proc-

essing year.
~Hb}-Retire-to-Federal-Recerds-Center
-gfter-6-months.—~

(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 subseguent

weekly register merging prior registers
with all of the active accounts for the
curent week.

196. Informztion Notice (Form 5970) (No Longer Accumulatin

(1) DESTROY 2 years =

ter end of processing year.

New Items 197, 198 and 199 (see attached insert).

delete

ng).



197.

198.

199.

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.

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.
(2) DESTROY 6 months after processing date.

(3) Manually prepared routing controls.
(a) DESTROY 6 months after closing date.

Service Center Control File Adiustment Recarda

(1) Processing Copy.
(a) DESTROY 2 vears 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 vear after preparation.
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-Exhibit 100-1 Cont. (18) ,

Records Control Schedule 206 %

item Description of records
. No. and disposition authorzzabons

' 201. IMF Reference Register. Microfilm index

to the Cumulative IMF Accounts Register.

Register contains references pertaining to -

entittes 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-

gion in SSN order and within validity digit

sequence. Reference register is updated

! (e\;em fouci weeks on a cumulative basis. . . , 8' Ee C <

P F Cumulative Reference Reglsters A( Q @, 2 39. W "\’M Q \97
PECS ISPy o

(record copies).

J | {a) Destroy 30 years aﬁer end of proc-
Li) : essing year. . : .
<b}-Retire 4o—rederal-Records.Ceatef delete O( w3

" -after-6 months~

(2) Copies of first and last er— Cumulative
! Reference  Registers required for
I

research.
(a) - Destroy 2 years after end of proc-
essing year.

) /'1\ IS Rafammes Donictana 'M'*uced dur-

i . &nd 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. ‘ 0 K ‘
(1) Annual Cumulative Directory (record “
coov).
| D (a) D&ctroy 30 years after end of proc-
essing year.
\ (b)—Ret)re-to-FedefaJ—-Records-Ceme; delete
-after-6-months.

-{2) Copies of Annual Cumulatlve 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 cumuiative directory covering
same taxpayers and tax periods.

-203. IMF Retention Register. Contains all entity
and tax moduies removed from the master
file.

(1) Record copy.

D (a) Destroy 30 years after end of proc-

/\pﬂ/ﬁ essing year.

{b}-Retire-to-Federal-Records-Center
-after-6-months:

(2) Copies required for research.

: (a) Destroy 2 years after end of proc-

i . essing year, or when no longer needed

! in current operations.

3hr /e



Il
| ttem Description of records
; No. and disposition authorizations

. 204, IMF Settlement Register. Production of
this register was terminated as of January
1, 1868, when the IMF Accounts Register
was instituted. 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. - -

- (1) Record copy (microfilm).

@ (a) Destroy 30 years after end of proc-
essing year.
(b)—Reure’to—Federat-Reeems-CeNec
~after-6-months.- .

(2) Copies required for research
(2) Destroy 3 years after end of proc-
essing year, or when no longer needed
in current operations. .

205. RMF Accounts Register and RMF Namse
Directory. Contains data from Gift, Estats,
Federal Use Tax on Highway Motor Vehi-
cles, Tax on Wagering, and Special Tax

. Refums.
(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.

. 208. BMF Accounts Reaister, Microfilm pnntout

~ reduly 1,

C1wB8. Tne BMF Accounts Register re-
i - places the BMF Index Register, Settle-
i ment Register, and the Outstanding Bal-
ance List. Each cycle an entity or tax peri-
od is active, all postings to that period will
appsar 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

. Reg(ster (record copy).
)ﬂcy (a) Fetain:

t‘fh\

-after 8 months.

(2) Copies of BMF Monthly Cumulative
Registers required for research.
(2) Destroy 5 years after end of proc-
essing year or when no longer neededin
current operations.

MT 1(15)59.26-1 IR Manual
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Exhibit 100-1 Cont. (19)

. (4-2-81)

Records Contrbl Schedule 206

ltem Description of records
No. " anddisposition authorizations

(3) Weekly BMF Accounts Registers.

" (a) Destroyupon receipt of subsequent
weakly register merging prior registers
with all of the active accounts for the
current week. -

(For Master Copy, ses item No. 218.)
207. BMF Reference Register. Microfilm index
to cumulative BMF Accounts Register.

Reference register is produced in account

number with district office sequence and

lists tha cycle number in which a tax mod-
ule last appeared in a cumulative register.

- Reference register is updated every four
weeks on a cumulative basis.

(1) First and last BMF Referenoe Register

il

2@7/(] S d@ @z/\»a@ //@/&’_L

MQ@ 239  "Tieeo 20V — %\G, \%@W
! {%?g RCS palliiercsd

-t

DESTROY 75 years after end of processing year.

w\/g.

of year (record copies). :
“) (a)<Retain—

{b)-Retire-to-Federal-RecdTds-Comtar
<after6-monthsi—L

- (2) Copies of first and last BMF Reference
Register of. year required for research.
(a) Destroy 3 years after end of proc-
aoaime i em me e e = :N—\’J,—se,!- needed

(3) BMF Reference Registers produced
during ‘a year other than the ﬁrst and last
produced for the year.

{a) Destroy uponreceipt of the next cu-
- mulative register four cycles later. :
208. BMF Taxpayer Name Directory. Entity
data for taxpayers on the master file, such
as name, address and location codes list-

* ed by region, district, name, and EIN.
(1) Annua! Cumulative Directory (record

WFJI

deleta ()K

2001 &?M@c@“aﬂﬁg ol

T N B I A y __# "5 zw
ESTROY 75 years after end of processing year. [V, =2 ‘;Lﬁ‘

(\

(a)<Retain—
M bR et&re—te-F—ederal—Ree
-after-6-months~—

(2) Copies of Annual Cumulabve Dlrec’to-

\ ries required for research. -

]D (a) Destroy 5 years after end of proc-
essing year or when no Ionger needed
for current operations.

(3) Interim Directories. ’
(a) Destroy after receipt of subsequent
interim or cumulative directory covering
same taxpayers and tax periods.

209. BMF Settlement Register. Production of
this register was terminated as of July 1,
1868, when the first BMF Accounts Regxs—
ter was produced. Weekly registers con-
tained transactions posted to the master
file accounts during the preceding week.
Thera was no consolidation of these
weekly registers into cumulative listings.
(1) Record copy.

b {a) Destroy 30 years after end of proc-
‘D , essing year.

IR Manual MT 1(15)59.26-1
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" tem Description of records
No. and disposition authonzations

-(b)-Rehre‘to—Federat—Reoords&x—uten delete a’ U@/G (l;:; ?M@C € @g 27 ﬂ@/@?

after-6.months.

(2) Copies required for research, - TAKC U G CMJ/-Q{‘

(2) 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- )
ter file. . i

1) Record co
M ( )(a qaemm,py DES”POY 75 years after end'of processing year.
- {br-Retire-to-Federal- Reoords
: after-6-months: : f
(2) Copies required for research. - , 0 w3
(a) Destroy 3years afterend of proces-
sig year, or when no fonger needed in . : )
curent operations. . _
211. Document Locator Number Register. List-
ing of Document Locator Numbers and
taxes withheld for each 941 retumn, adjust-
ment 840 retumn (excluding tax withheld),
and each transaction being posted to the
841 file. (Record copy was maintained in
districts.) "
(1) Copies of Amua! Cumulatwe Registers
required for research. -
(a) Destroy 5 years after end of proc-
essing year, or when no longer needed
O{ i

in current operations. >

‘(bl—Ret;re—-t%e—Seéeral—Reeo:Gs-CeRXer del@

-aiter-6-months+~
(2} Quzrteriv Cumulative Ragigtaers.

Foof an-

nual cumulative register, or when no

- longer needed in current operations. 2 Q?),—;/D Yy ‘?‘;m@@ 6o G:(% rb [{@) czb'

212. BMF Taxpayer Number Directory. Numer-

ic listing by taxpayer's EIN, name, address, ‘("/4JRC. “c 4 , q w#’ ?A"QC i o . ivga,'_d‘_f‘

employment code, location code, and fil-

ing code. . o ) .
(1) Annual Directory (record copy) L
M (a) <Hetain: —— DESTROY 75 years after end of processing year:
y -(b)—Rettm—:e—Eederat—R i [
afier-6-months—

(2) Copies of Annual Directories T
for research.
r (a) Destroy 5 years after end of proc-
m essing year, or when no longer needed
in current operations.

(3) Quarterty and Interim Directories.
(a) Destroy after receipt of annual or
quarterly directory covering same tax-
payers and tax periods.
213. Exempt Organizations ALPHA Registers
and Cross-References (National and Dis-
trict—dicrofilm/Hardcopy) and EIN Reg-
isters (Microfilm). Containing all entities on
the EOMF, ie., organization name, ad-
dress, region, dxs'mctcode and other iden-
tifying symbols (produced by Phﬂadelphia

Service Center.)

Var/52
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Records Control Schedule 206 1&3/ % ?&(@ @ o % ro i 0 :8%0“ M
T T Gocft; TARCT 8 cfh; TRECP S

 Item Description of records - - - . “hos
No. and disposition authorizations T4 C ! ”\: Y own j " u 4 : -
(1) Annual Register—Master. '
(2) <Hetain: g =RESTROY 75 years after end of processing year.

{b}Retire-to-Federal-Records-Gent 3
year-after-the—end-of—the—processing- K by
~Saf—
' (2) Supplemental Regrsters——Master . . .
; (a) Destroy after ,ece,pt of annual Exempt Organization/BMF Accounts Register. Each cycle

‘ register. an entity or tax period is active all postings to that
(3) Duplicate Copies. . A
(@) Destroyuponrecerptﬁ'omtheﬂeld period will appear on the weekly EO/BMF Accounts

214, -?ff{gﬂpf%fgaggf;'gnﬁggggﬁgigfq “ | Register. The Accounts Register for that cycle is
cludes Q,Qs,ansact,ons poste ,’r? the | merged with the accounts register for the next cycle.

ﬁ?nzsfgrs eCIftedpeﬂ/od Thus, these cycles are accumulated for a series until
(aFRetatrs >§\R a final accumulation is made on a four week basis.
(b). Retire to FedéralRecords Center, /Each taxpayer on the register is listed by tax period,

year after 1€ end of 6‘@? within MFT code, within. EIN. Entities which contain

delete

| Sonomvgnt')
g

year.
(2] DupiiGate Copies. an EO section will also display the EO entity Status/

215 T;g;fﬁ,gsegggﬁgﬁg;ggg'F;};',f,’;",g?feﬂgry Code and Date, Subsection Code, File Folder Number,

(MID) containing entity data on non-mas- | Foundation Code, Classification Codes and Group.
:ter file refurns_(Forms. 842, 94%’0132'5” Exemptlon \Iumber
Cuix vive, umna_n,cuuc\,u-ylamalpha-/ (1) DESTROY 75 years after end of-processing year.

| betic oder LW [t TBOARRC « s &-@{5 Fo lo-F2. |
(1) Annual Register and Directory (record
) e FARC T3 1 b PARC K+ 1 euff S TREC Vi 2,

. (2) Destroy 30 years after end of proc-

essing year. -
(b) Retire to Federal Records Center 3 years after end of processing year ) /u/3

(2) Copies required for rese.arch
(a) Destroy 5 years after end of proc-
essing year, or when no longer needed
in current operations. -
(3) Temporary Reglsters and Directories
(quarteriy).
- (a) Destroy upon recsipt of subsequent
quarteny registers and directories cov-
ering same taxpayers as well as all new . Jj
taxpayers added for the- same
- - period. = TN .
216.'Initial Filming -and Subsequent Flrmng 216, (Reserved) 0/{ v
(EOMF).Listings. Listings are > generdled as
part of the" EQMF processmg 1
(1) Destroy whanhie “Endof Year Main- ~ delete
tenance*~isting is recgived from the
. ~Philadelphia Service Centef .
217. Register of Unapplied Transactions {Indi-
vidual and Estimated Returns). Listing of
transfers between types of tax between
districts, or to list unapplied transactions.
4 A (1) Record copy.
, (a) Destroy 2 years after end of proc-
- essing year. ) .
(2) All other copies. .. T .

oo/ 5o


https://sa~m~e;.,,.BB

item
No.

Description of records
and disposition authorizations

(a) Destroy when no longer needed in
current operations.
218. Alphabetic Index Register {Gascline Tax
Refund Claim).

. W‘G

NC D-239

&)

)

- {1) Record copy.
MM {a) Destroy 30 years after end of proc-
) {b) Refire to Federal Records Center
after-6-months:

. 0K
5 years after end of processing%

essing year.
(2). Copies required for research.

(a) Destroy 2 years after end of proc- .

essing year, or when no longer needed
= _in_current operations

/219.
Master Copies of Microfilm Indexes,

19_Master Copies of Microfilm Index, Directo-
ries_and Registers. Master. copies,-other
than those in item 205, from whict service
centers make.copies of indexés, registers

2

for reference use,.bit'to.make additional
copies, as requiréd.
)) (1) Retain.~ ' ~..

g (2) Retire to Federal Records Centeraf:

ter'6 months.
220. Tax Practitioner and Preparer Register.
(Form 5811).

A (1) Destroy 10years after end of process-

W ing year in which penalties were

“—

and directories. Thig copy is not intended -

Directories and Registers. Master copies,
for the preceding Items, other than Items
205, 211, 216 and 217, from which service
centers make copies of indexes, registers
and directories. These copies are not
intended for reference use, but to make
additional copies if required.
(1) Master Copies used to produce records
described in Items 200, 201, 202, 203,
204, 209, 215 and 218.

b

assessed. . il
-years—aﬁer~end-—of-—-proeessing—year-in-
_ whirh-nansltiag weraz esessed: -
sarers
(Form 5717). . R
{1) Processed.
~ (a) Destroy 3
~ essing year. ) ) .
{2) Unprocessed—Program Terminated.
{a) Destroy as they are nolonger need-
" ed for research or reference purpeses.
(3) Microfilm Directories. -
(a) Return Preparer Alpha, - . -
. (b) Retumn Preparer TIN, :
{c) Return Preparer Manufactured TIN.
{e) Destroy as they are no longer need-
ed for research or reference purposes.
Program discontinued.

years after end of proc-

} RMF Revenue Receipts Controls—Run
961-01, original Form 3624, Weekly Run
of Revenue Receipts. TOCS and deleted
blocks. ) :
(a) Destroy after 1 year. -
(2) RMF Control Data—Runs 961~13 and
961-05, original Form 3624. Weekly sort
and merge of processing run.

(a) Destroy after 1 year.

R
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(a) DESTROY 30 years after end of
processing year.
(b)\RETIRE to Federal Records Cent
*after months.

(2) Master Copies used to produce records
described in Items 206, 207, 208, 210,
212, 213 and 214.
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" (38) RMF Extract Data Controls—Run 861-
09, original Form 3624, Weekly pnntout
of dehnquency check run. -
(a) Destroy after 1 year.
(4) RMF Processing Controls—Run 961~
13, original Form 3624. Active entity and
active tax modules including unpostable ,
outstanding Balance List. -
(a) Destroy after 1 year.
(5) RMF other Data Controls—Run 961~
15, original Form 3624, Weekly run of
money and count of Notice and TDA’s in-
cluding unpostables. )
(a) Destroy after 1 year.
(6) RMF Accounts Reglster—Hun 961-17,
cuplicate 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) Obso!ete after Cycle 7728." .
’ “viar after 6
)v(“ . .
224. Employee Plans Master F e (EPMF) Tax-
payer index. Containing all transactions
- posted to the EPMF for a specified period.
(1) Weekly Register. -
(a) Obsolets after Cycle 7728, -
(b) Destroy Cycle 7728 register after 6

: years.
225. Employee Plans Master File (EPMF) Re-
moved Accounts Index Record. Contain-

g 4it Nose enuuies not being moved from

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 List and Summary

(EPMF).

(1) Destroy 18 months after end of proc-
assing year or 1 year after internal audit
of operations accounts, whichever is
later.

227. Block Completions List (EPMF).

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

228. Suspense Release List and Summary

(EPMF).

(1) Destroy 18 months after end of proc-
essing year or 1 year after internal audit
of operations accounts, WhIChBVQF is
later.

iR Manual MT 1(15)59.26-1



Description ofrecords
and disposition authorizations’

Item
© No.

229. Potential Non-Federal Filer Records
(Forms 48689). Records are generated and
used in the state/federal matching of fed-
eral unemployment tax records.

- __processing-year.
(NW‘ZSO%FO h 235 are being.re-t
<jorfuture additions-to-tfie Ma-

chine (Paper) PrntcoutEand Microfilm

Registers,~Indexes, and Diractories.
<1__‘;:>or'1c>r1 of this Scheduls.) i

INTEGRATED DATARETRIEVAL SYSTEM
COMPUTER OUTPUTS AND RELATED-
RECORDS

238. Transaction Registers.
(1) Includes:
] " (a) Remittances Added to Unidentified
i Remittance File (URF). Listing of all new
i _ 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
UREF. ltems are listed by district and show
the UR Control Number, amount before
change, amount as corrected and typs of

Ml’rﬁ"""\"

from the URF, Daxly 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 fisting of unidentified iterns
which are a year old. ltems are listed by

. Siigation

(1) Destroy t4- months afterthe end-of the’ after

/
230.

231,

district office, UR Control Number and
show amount transferred to excess
collections.
{e) Transfer Application from the URF,
Daily listing of ali items being transferred
‘to the General Funds. items are listed by
district office, UR Control Number and
show amount transferred.
() URF Application to IMF, BMF and
RMF. Daily listing of applications from the
URF to the master files. ltem 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, Joumal Function

copy.
(a) Destroy 1year after end of process-
ing year.

transcription and error correction processing

Systems Audit Trail Report (CDC 3500 Computer Listing).

232.

233.

234,

235,

(1) DESTROY 1 year after date of report.

Account Verification File Listing {(Honeywell 20504).
(1) DESTROY after receipt of following months' listing.

ENAF " Aged" Account Listing maintained by Entity Control
entities uvhat have reached age criteria for removal and
have not been established on a Master File.

and EPMF-EM list.

) DESTROY 18 months after receipt.

NMF, and EPMF-AD.

>
S receipt.
Annuzsl Information Return of Windfall Profit
) 0Y Zyears after date of receipt.

Tax Return.

A

Problem Resblution Information Sheet showing
modifications made to computer programs.
(1) DESTROY 1 year after implementation.

Computer Program Development Request.
(1) DESTROY 1 year after program is no longer
in use.
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" Item Description of records
No. and disposition authorizations

237. Unidentified Remittance File Analysis.
Daily lnventory, cumulative for the month,
of activity on URF. ltems 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, Un:denﬁfned Func-

tion 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.

.238. Unidentified Remittances.

(1) Added in last 15-45 days. Register re-
© flects all tems added to the file and no
action has been taken. This register,

i “which served as a follow-up tool, was not

‘ produced after January 1, 1974.

fol Maontemir mbdeme 20 Aaco

I as a fast attempt to apply money from
URF before being aged to Excess
. Collections.

(a) Destroy after 60 days.

239. Unidentified "Remittance File Dropped
Listing. A permanent record of the URF
produced as items are aged from the URF
after closing action. The Dropped Listing is
used to purge. the open alphabetical (pa-
55y Gadm-up e "OT unidentified
remittances.

(1) Accounhng Branch Umdentzﬁed Func-

=> A (a) Destroy 5 years after end of proc-

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

(2) Accounting Branch, Joumal Function

copy.
(a) Destray after 60 days.

240, Alphabetic File of Unidentified Remittanc-
es, consisting of miscellaneous docu-
ments, correspondence, photocopies of
checks and money orders, etc.

M (1) Destroy 5 years after end of process-

ing year.

(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 colilection

document.

! (a) Destroy after money is apphed

) (2) Used as a closed excess collection

:(D &@ document.

v

..ot used



i ltern Description of records
. No. and disposition authorizations

(a) Destroy S years after end of proc-
essing year.

242. [DRS Coilection Unreversed Transaction
Code 594/599 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
i 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 1year after end of process-
ing year.
(2) Accounting Branch Ledger Function

J . copy. - Co
@ (a) Destroy 5 years after end of proc- O K whH
essing year. 5
(b) Retire to Federal Records Center ¢ ears aftep I af pr o s

months-aﬂ»:ar«enosi-oi‘-‘preeessing-—year-.=3 J Shd Ol processing yeaD
244. Document Register. Listing by distriT 25

showing El or SSN of Taxpayer, name con- M Q z%@
! - trol, tax period and amount.

\@) LUESLUY i yeal ale sou Ut pfOCeSS-
: 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. IDRS 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) Ongmal
(a) Destroy 2 years after end of proc-
essing year.

(2) Copies. )
(a) Destroy upon receipt of new listing.

| MT 1(15)59.26-1 IR Manual
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248. IDRS Service Center Control Case Over-
age Listing. Complete listing by taxpayer
identification number, tax period, category

- of open cases more than 30 days old
based on the |RS received date, assigned
to each tax examiner.

(1) Destroy when new listing received.

248. IDRS Pre~Joumnalized Recap. Contains
data to journalize applications from the
URF Credit Transfers and Area Office
Payment. -

)M .(1) Destroy 10 years after end of process-

ing year.
(2) Retire to Federal Records Center 1
year after internal audit of operations.

250. AMF 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 a2reze romneetim~ aredit fransfers or

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

252. Letter to Taxpayer Conceming Refund.
Form RSC 253 for March 1872 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 ysars after the
refund date. .

(1) Destroy 2 years after end of process-
n l‘s ’Qﬂl .

253. Remittance Documents Input to IDRS 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. :

x l//f}% (1) Destroy 5 years after end of process-

y ing year. :

{2) Retire to Federal records center be-
ginning July 1, 18 months after end of
processing year.

254. IDRS Audit Trail—History Record of Com-
mand Codes (Magnetic Tape). An audit
trail produced daily by the IDRS Security
System. Weeakly 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

i IR Manual MT 1(15)59.26-1



Item Description of records
No. and disposition authorizations

'IDRS and includes pertinent refersnce infor-
mation, e.g., TIN, MFT, Tax Period, Dats,
)‘M Tlme Terminal ID and Employee Number.

Destroy ,Isryears after end of process-

ing year.

file Security File, Form 680#)- Used to ad
an employee to the EPSF, delete an em-

ployee from the EPSF, update an employ- .

ee sscunty profile, verify employment, and
verify initiation of background investi-
gation.
(1) Destroy 2 years after end of year in
vagg:h employee is removed from the
256. NMF Unit -Ledger Card Transcription
Sheet Used to enter the NMF ULC record
on IDRS.
(1) Destroy after entering mto IDRS.
257. Request for Dslinquency Notice or TD!
(IDRS), Form 4864. Used to establish a
delinquency record on the TDI Notice File.
(1) Destroy afterrecord has beeninputto
the TDI Notice File.
258. IDRS Employee Number Folder, contain-
ing backup documents for various inputs
to IDRS, ie., Foms 3177 2424, 23683,
2650, and 4258.

(2] heure (0 regeral Recoras Center 6
months after end of processing year.
259 IDRS Daily Security Report. A record of
security violations, terminal lockouts, and
other security data. it is produced daily by
the IDRS security system and is used to
! monitor IDRS secunty.
(1) Destroy 2 years aﬁer end of process-
Ing year.
. 260. IDRS Profile Reports
(1) Includes T
(a) Unit Employee Profile Report A rec-
ord of employee security proﬂes as re-
corded on the EPSF.
(b} Unit Terminal Profile Report. A record
of terminal security prof iles 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 File/Unit Com-
mand Code Profile Report. A record of
IDRS 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.

D (1} Destroy 5 years after end of process-

&

255, IDRS Chan e Notification (Employee.Pro-
g (Employ G508
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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. .

283. 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—IDRS 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. IDRS Terminal Utilization Report. Areport
summarizing IDRS terminal usage by a va-
ncty of mcthods such as by command

T RS ter-

(1) Destroy three years aﬁer the end of
the processing year. '

265. IMF-IDRS Control—Run 761.01. Controls
from a computer run showing items posted
to IDRS from mainline Honeywell runs.

" (1) Destroy after 30 days.

266. IDRS Generated Refund Report (Daily).
Contains information used by Accounting
to prepare Form 1166, Voucher and
Schedile of Bavmente awhich accompa-
nies the IDRS Generated Refund Tape to
RDO.

(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 operatjons except when used in
lieu of “paid” copy.

267. IDRS 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 compde 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.



ltem Description ofrecords
No. and disposition authorizations

268. D.O. CHK64 (Releasea of Undelivered Re-
fund Check) Listing. Provides the service
center a listing of undelivered refund
checks released by the district offices.
(1) DestroyassoonasCP31/231 Listings

have been annotated.

269. IDRS Block Proof Listing. A listing of the
blocks of transactions produced each day
by IDRS. Used by files to aliocate space .
and insure receipt of the IDRS Transaction
Records (Form 5147).

: (1} Destroy 1year after end of processing
year.
270. IDRS Transaction Records. These rec-
- ords represent many types of transactions
processed to the Master File via IDRS.
m (1) Destray S years after end of process-
“ho!ing year.
-(2)-Retire-to-Federai-Records—Center6- del et e
-months-alter-end-of-processing-year
271. Master Record of Employee Numbers, &
permanent record that associates the
IDRS user employee's name and SSN with
the employee number for the purpose of
maintaining an audit trail. The record will
inciude the date that the employee number
-was assigned and the date that assign-
ment was terminated.
1N Wald ans~t macs ~urrent ntil all the em-
} e been’
terminated. ) ) —
(a) Destroy 6 years after the fatest . S
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
Merged 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
acnon
} Accounting Branch (Dishonored Check
Funcnon Copy)
D (2) Destroy 5 years after end of proc-
essmg year.
) Retire to Federal Records Center 1
year after end of processing year.
274. Dishonored Check File Analysis. Dalily in-
ventory, cumulative for the month, of activ-
ity on Dishonored Check File ltems. items
are listed by district and shows previous
balance, new balance, and cumuiative to-
tals. After inventory is checked and adjust-
ed, listing becomes obsolete,

| MT 1(15)59.26-1 R 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) Monthiy Analysis.
1 Destroy after completion of the
next month's balancing operation.
(2) Accounting Branch (Journal Function
Copy).
(e) 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.

273. Dishonored Checks—(15 Day Listing).
(1) Aged 15 days. Daily printout used fo
help mest 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 com-.
- Amployne
Vosi@aL Wi W owU i diiany Zing other securi-
ty reports for unauthorized codes.d N s : :
1) Destroy 6 months after record is su- v
( )persededyor unit is discontinued. 278. IDRS Rev:'-ew Notice Ref’ls ter.
277. gishonored Check Accounrf Trar;‘sactiog (I) DESTROY after related notices are mailed
egister. A daily listing of dishonore
checks added to the DCF and balanced _ or as otherwise determined by SCCB .
daily. Management.
..(.‘U._DQSILOV afier BN dave M
%T:-—# ems.278 through 299 are resemve r .
future additions. Eaixg RE1DRS Porticn-oeithis 279. Installment Agreement Accounts List (TIAAL).

Scheduie)” : - (1) DESTROY at the end of June and at the end
FEDERAL TAXDEPOSIT(FTD)SECTION (1} of December those closed lists over 6

This gives the disposition for Federal Tax De- months old.
posit (FTD) 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 Delste Lists.
(1) Incluces:
(a) FTD Error Registers. Prepared and; .
used at the service center to perfect
transaction records prior to forwarding to
Master File. g
(b) FTD Error Delete Lists. A list of items }
that cannot be corrected from the Error |
Register and must be deleted for the ac- |
counting function to correct and reinput. |
(2) Destroy after 60 days, or when nof
longer needed in current operatlons .
whichever is later. W

{
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301.

302.

303.

304.

305.

306.

FTD Block Out of Balance (BOOB) Listing
and Summary. A record of blocks that fail
to pass other validity checks.

(1) Listing.

(a) Destroy 6 months after data has

been converted to good tape.

(2) Summary. :

(a) Destroy dzyear-after-dato-oflisti
FTD Block Out of Balance (BOOB) Delete
List. Alist of blocks that cannot be correct-
ed from the BOOB Register and must be
deleted, corrected and reinput.

(1) Destroy 30 days after data has been
converted to good tape.
FTD Control Record List and Summary.
Replaces the Control Card List and Tape
Data Control Sheet of the BMF Oper-
ations.
(1) List. :
(a) Destroy 48—months after end of

6 months after date of listing.

{ Yyerr

processing year or #-year alter internal | ¢ 5, 7A€

audit of operations and 4ccdunts, which-
ever is later.

(2) Summary. i o
{a) Destroy 3 years after end of proc-
essing year uniess the Supervisory Audi-
tor at the service center asks for them to
be retained for a longer period.

FTD Invalid Posting Transcripts. A daily

listing of all invalid gontro! Racords which

~Control-

e (SCCr). 1o .

(1) Destroy-t8 months after end of proc-
essing year.

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 Vaniance Reports.

(a) Destroy-a'&er-thequanedy-:epoms—-6 months after reportis are produced.

uced.
<{4}-Quarterly-Variance-Reports.

{a)Destroy-1-year-after-date-of-report. delete

FTD System Transmittals.

(1) includes:
(a) Missing FRB Transmittals. A daily list-
ing printed after 7 days fag from SC re-
ceived date indicating the SC record had

posted to SCCF but the FRB record has

not. -
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308.

[V}
j&)
[¢o]

310

(b} Missing Depositary Transmittals. ‘A
daily listing printed after 7 days lag from
the FRB Day Batch date indicating the

FRB verification record has established a -

SCCF module but the related SC record
has not yet posted. -
(c) Matched Unclassified Transmittals. A
daly iisting printed after a 7 days lag from

- SC received date indicating all transmit-
tals either in BOOB status or transcribed
and under control but not processed to
completion for which there is also.an FRB
verification record. '

~ (d) FRB/Depositary Transmittal Amounts
Difference. A listing indicating that both a
SC record and an FRB record have posted
to SCCF but trarsmrttal amounts are not
equal.

e FTD Advice of Cred;t Treasury Tex '

and Account (Treas oy—"form
2284B) Oai\rrachL hstiﬁg/u of FID
amounts, known as. xJapes,” trans-
mitted by ba nks” v.hen r'xone mounts

: - Y\ie\mﬂ'

P/TE UL T D CALTTU SV

{2) Destroy 3 months aﬂef date of listing
or when no longer needed in cumrent
operations, whichever is later.

. Block Compietion List. A monthly report of

SCCF modules which meet all the criteria

for a closed module to be removed from

the current SCCF and placed onthe histor-

ic SCCF.

(1) Destrov 2 vears 2ft~r ond-of process-
ing year.

Commercial Bank Address File. Alist of all

depositaries transmitting FTD forms to

that service center.

(1) Destroy when an updated listing has
been received and venﬁed to be

accurate,

. H's(onc SCCF Anc/ySIS Ffeport 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.
Wonth 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) List.

{2) Destroy 30 days afterdate of listing.
(2) Summary.

(2) Destroy 3 years after end of proc-

essing year unless the Supervisory Audi-

tor at the service center asks for themto
be retained for a longer period.




Item
No.

Description of records
and disposition authorizations

311.

312.

NMF FTD Release List and Summary. A
listing of those FTD's applicable to Form
1042 returmns, which is generated in the
Tape Edit Processor runs for transaction
records to be transferred to the Philadel-
phia Service Canter. The Summary to be
used as a tape release.
(1) Ust
(a) Destroy 18 months after end of
processing year or 1 year after internal

audit of operations, whlchever is later. .

{2) Summary
(a) Destroy 3 years after end of proc-
essing year uniess the Supervisory Audi-
tor at the service center asks for them to
be retained for a longer period.
FTD TEP Good Tape Release List Sum-
mary. A daily fisting 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. o

T{1) List.

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

"~ (2) Summary.

(313

314.

315.

(a) Destroy 3 years after end of proc-
essing year unless the Supervisory Audi-
. tnr 2t tha eenvine nanter zeke inrthem to

FTD TEP Mismatch List A'list printed for

all discrepancies and nonmatches be-

tween either release records, delete rec-

ords, or manual deletion cards and the
ood tape FTD block.- &

? 1) Destroy a8’ ‘months after end of proc-
essing year or 1 year after internal audit
of operations and accounts, whichever
is later. -

FTD SCCF Generated Delete List. A listing

of all blocks dsleted from the good tape

transaction tape because of discrepancies
between control records and the SCCF.

{1) Destroy 18 months after end of proc-
essing ysar or 1 year after internal audit
of operations and accounts, whichever
is later.

SCCF Special Transcript List. A transcript

of selected SCCF modules used for analy-

Sis purposes.

Fo days

T T
(1) Destroy.s0. days after date of listing or _f=Jssaasty?

when no longer needed in current opera-
tions, whichever is later,

_MT 1(15)59.26-1 IR Manual
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Records Control Schedule 206

tem Description of records
No. anddisposition authorizations

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-
tals input. The report lists the tax classifi-
cation of those items matched and classi-
fied, each item where adjustments to the
biock are required, the verification cards
input where there is no matching commer-
cial bank transmittal on the SCCF and the

| amount on the SCCF not yet classified.

'D (1) Destroy after-end-of-processing-year

unless-the.-Supervisory--Auditor_at_the

X service-center. xequests-that-they-be.:a-
tained-for-a-longer-period~

317. Subsequently Classified for FRB Day Re-
port. A reportrefiecting subsequent classi-
fication of those items reported as unclas-
smed on the FRB Day Classified Report.

- ) Destroy after-end-of-processing-year

‘u unless-Supervisory-Auditor-at-the-serv-
icecenter-asks-for-them-to-be-retained

for-a- loncer—pened»
’74(: e id Trmmada. V/mirmb '—ﬂrm 2758)

emeriei e —w.u 10 transfer

NMF Form 1042 transactions to the 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 Re-
port Balancing Proof (Form 5804). A veri-
fied 1evurd alaciied W ing repori SHowing
it was a balanced report.

(1) Destroy after close of procsssing
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 it
there is any classified amount shown on
the report or if there is any change to un-
classified {otals.

(1) Destroy afterclose of processmg 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 Mucroulm..‘,‘

90 days after creation and verification.

IR Manual MT 1{15)59.26-1

12 months after the month generated unless the Supervisory
Auditor at the service center requests that they be retained
for a longer period.

‘A
12 months after the month genefated unless the Supervisory
Auditor at the service center requests that they be reta:med
for a longer Derlod -

(a) Destroy,s' years after close of proc- -
essing year.”
{b) Retlre to Federal Records Center



N

{2)-Retire-to-Federal-Records-Center3- Gele
years—after-internal-audit--of-the~-F

Description of records
and disposition authorizations

Item
No.

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.

(1) Usting.

(a) Destroy<3years-after-FRB-date-or—afiex

whennolongerneededincurrentopera-
tionsr-whichever-is-later
(2) Cards.

(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.

-Processing-year.

-operations.

328, 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-
rmant Earme 218 and 5504

wpara— 1 vea

" lionorwhennolongerneededincurrent
operations-whichever-is-iater.

328, 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.

(2) Destroy&months- aﬁerdateof—cen— 23

firmation-from-the-FRB:
(2) Other Adjustments.
(2) Destroy 3 years after dats 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
(nard copy). . -
(2) Destroy 90 days after microfilming
and films verified correct.

i 328. Federal Tax Deposit Registers (FTD).

(Name Control, EIN Register, Amount
Register) l_:stmg of FTD payments re-
ceived by the Service in the National Com-
puter Center are listed in three separate
sequences 1o provide research sources
for tracing and identifying FTD payments.

(1) Destroy€years-3-months-afterendot— 1 vyeg

6 montks after date of lis

~D

i =

s 32, .’)e
PIroeCeETRE—Fees

ting

uniess the Supervisory Auditor

at the service center requests that they be retained for a

.longer period.

efter

te

after

current operations,

the month prepared.

ok o

the month

after daete of listing

prepared or when no longer neeaeu i

wnlc hever is. later.

n
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No.

Description of records .
and disposition authorizations

332.

383.

(1) Name Control and EIN Reqgisters:
(a) Cumulative Registers (Record Copy).
1 Destroy 2 years after end of proc-
essing year.
b) Weskly and Monthly Registers:
1 Destroy upon receipt of cumula-
tive quantity register. ‘
25 Amount Registen :
{z) Cumulative Registers (Record Copy).
1 Destroy 5 years after end of proc-
essing year.
(b) Weekly and Monthly Registers:
1 Destroy upon receipt of cumula-
five quantity register.

. FTD NCC Confirmations (Form 3624). A

list prepared weekly by Nationa! Computer

Center confirming all FTD tape shipments

received from Service Centers.

(1) Destroy 6 months after end of proc-
essing year. :

. FTD Payment to Depositary Listings.

(1) Monthly repcit consists of totals by de-
positary of the number of FTD's submit-

ted to and processed by the service cen- .

Fperiod.

&) wesiroy 1 year ot creation date.

(2) Special report consisting of individual

transmittals submitted by a particular de-
positary during a monthly period.

(a) Destroy 60 days from creation date.

. FTD BOOB Code 07 Listing. A fisting of

transmitials with 500 or more FTD's.

(1) Destroy afteritems have been placed
on good tape to NCC_for. Master File
posting. )

FTD Microfilm Serial Number Listing. A

daily listing of transmittals with possible .

erors in the microfilm serial number of the
transmittal header record.
(1) Destroy 1 year from creation date.

FTD Service Center Received Date Error !
Listing. A daily listing identifying errors in |
the service center received date of atrans- :

mittal header record.
(1) Destroy after corrective action has
been taken.

+. Bank Adding Machine Tapes (submitied

with Form 2284B). Tapes that list F1D

amounts transmitted by banks when FTD

card count exceeds. 40, __F

(1) Destroy 89Y¥days after
block is processed.

|
»{Note:

frem—MEs—335hrough-349—are~ie-
sd.forfuture.additions 10-the =30,

o TRecOrdsiperion-ei-this-schedulen): |
AUDITINFORMATION MARAGEMENT

for Controlling Returnsin Inventory and

ISYSTEMS (AIMS) (Replaces Audit's Systj

;Production—SCRlP)

2

;W335. Taxpayer/Employee/Financial (TEF) Data Request.

(1) DESTROY 1 year after request was responded
to.

336. Taxpayer/Employee/Financial (TEF) Data Request

Log.
Zl; DESTROY 1 year after all requests on log

*;ﬁm§533> sheet were responded to.

New Items 337, 338 and 339 (See Attachment)
elete

Skip to New Page
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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.

338. DORMS Output Documents.
(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 coverlng 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.

339, DORMS Data Files.
. (D Rocord copies of all DORMS files, machine readable or hard -

(a)’ DESTROY 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.

gh/,//ﬁroblemyReso&utlon/{mformatibn Sheet; showirg mod&fi&atrﬁﬁ@é%ggg
ot shovis mo

to_edmpy Q/ogramgx/// L —
(1) DESTROY year after implementation.



Item Description of records

No. anddisposition authorizations Add Heading from Previous Page)

The Audit Information Management System
(AIMS) is maintained in each service center and
is referred to as "AIMS Mastser File.” This file
contains information such as name, SSN or EIN,
tax period, source code, activity codes, etc., of
returns in Examination and Appseals. The follow-
ing records are created and maintained for this
system.

350. -

Delivery and/or !nventory Reports. Compuier

generated reports used to order tax retumns for,

- Examination Program. ’

(1) Destroy 2 years after processing year
or after Internal Auditapproval, 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. Sélected Case Card File. Cards held for
research purposes showing the district to
which case was transferred.

(1) Destroy after 6 months. :

353. Multiple Filer Card File. Multiple ﬁler Cross-
reference file on open cases in
Examination.

(1) Destroy when case is closed

354. Audit Unpostable Cards. Computer cards

.- showing which caseis u'momable and the

V) besuoy S yedrs aner ena of process-
ing year in which closed, or when no
longer needed for intermal audit, which-
ever is later,

355. Statute Cards. Cards showing statute peri-
od cases in Examination. :

(1) Destroy after 3 years.

356. Nullified Unpostable Card. Record of what
action has been taken on nuilified
unpostables.

(1) Destroy 1year after end of processing
year in which action was taken or when
no longer needed for intemal audit,
whichever is later.

357. Docketed Case Listings and Card File.

' Listings and Cards of allcases appealed to
the U.S. Tax Court.

(1) Destroy after 60 days

358. Gift, Highway and Airway Use Tax Listing.
A listing received with finder cards for
Forms 703, 2290 and 4638 cases.

(1) Destroy after 6 months.

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

. MT 1(15)59.26-1 IR Manual
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Records Control Schedule 206 . ¢
Item Description of records
No. anddisposition authorizations

360. Oid Age Uisting (IDRS). A list of cases
assigned to employees and the date
assigned.

(1) Destroy after 1 week.

361. BMF Usting. 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, uniess
the Supervisory Auditor asks for them to
be retained for a longer period.

383. Audit Unpostable 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 Sunervisory Auditor asks for them to

G .

364. Nullified Unpostable Reject Register.
Computer listing showing the nullified un-
postable rejects for the week.

(1) Destroy after 30 days, or when no
longer needed in current operations,
whichever-is the longer period, uniess
the Supervisory Auditor asks for them to
be retained for a longer period.

IR Manual MT 1(15)59.26-1
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* 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, uniess
the Supervisory Auditor asks for them to

: be retained for a longer period.

i 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 operations, whichever is later.

368. Historic File (Service Center) AIMS. This
file contains complete records of closed
cases since AIMS implementation in that
service center.

(1) Destroy 6 years aftsr end of process-

v ing year.
(NOTE: item Nos. 370 through 399 are re-

served for future additions to the
SelYED. S T e

400. (See. Attached Insert)



OTHER GOVERNMENT AGENCY 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 "War Bonds" printed on currency type paper = t0 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 stoek type paper. These
will be sorted into three categorles, processed and dlsposed of as
follows;

(a) Cateoory A - 1ncludes all card bonds and notes (both pre and post -
1974 1ssues) of an individual/related set of individuals where one
or more of the bonds/notes has an issue daté prior to January, 1974,
and the first letter of tHe last name of any of the parties on the
face of the bonds/notes falls within the IRP Alpha Sample. Category
A Bonds which are later assigned to Category B or C durlng returns
analysis should be destroyed according LO the instructions for the
category to which they are transferred
1 DESTROY 60 days after data has’ been converted to magnetlc tape,
the tape verified and sent to ‘IRS National Computer Center (NCC).
(b) Category B - includes all 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 issue date prior to January,
1974, and none of the first letters of the last names of any of the
parties -on the face of the bonds/notes fall within the IRP Alpha
7%, This categoray elso includes the bonds and notes trans-
rerred from Category A during the returns analysis process. o
1 DESTROY 60 days after data has been converted to magnetic tape,
the tape 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 21l bonds and notes excluded from Categories A
and B during sorting or returns analysis.
1 DESTROY immediately after aualﬁty review of sorting or returns
analysis.






