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REQUEST FOR RECO,RDS DISPOSITION-~UTHORITY LEAVE BLANK 

(See Instructions on reverse) JOB NO 

TO GENERAL SERVICES ADMINISTRATION, 
__ N_A...:...TI_O_N_Al~AR_C_H_IV_E_S_A_N_D_R_E_C_O_RD_S_SE_R_V_IC_E:..-. W_AS_H_IN_G_T_ON.....:._D_C_2_04_08 --t DATE RECEIVED 

1. FROM (AGENCY OR ESTABLISHMENT)

Treasury Department 
NOTIFICATION TO AGENCY 

2. MAJOR SUBDIVISION 
\ In accordance with the provisions 0/ 44 usc 33033 the disposal reInternal Revenue Service ouest. Including amendments, IS approved nt for Items thatlmay 

3. MINOR SUBDIVISION be stamped "drsposal not approved" drawn" In column I a 

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

TnueRo Shiflett 376-0593 
6. CERTIFICATE OF AGENCY REPRESENTATIVE 

I hereby certify that I am authorized to act for this agency in ~fers pertaining to the disposal of the gency's records; 
that the records proposed for disposal in this Request of page(s) are not now needed for the business of 
this agency or will not be needed after the retention periods specified. 
o A Request for immediate disposal. 

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

C. DATE 

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

7. 8. DESCRIPTION OF ITEM 9. 10.SAMPLE ORITEM NO (With Inclusive Dates or Retention Periods) ACTION TAKENJOB NO. 

The records covered by this request (Records

Control Schedule 206) are created or maintained
 
in Internal Revenue Service Centers in carrying

out their functions pertaining to revenue collect
 
ion and accounting; processing, analysis and
 
disposition of tax returns, tax information
 
documents and related records; mailing of tax
 
forms, transcription of statistical information,

and preparation of special reportsg
 ~ 

)
 
ST 0 FORM 115 
Re vr s e d April, 1975 
Prescribed by General Services 

Administration 
FPMR (41 CFR) 101-11.4 
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APPRAISAL REPORT ON RECORDS DISPOSITION REQUEST 

SECTION I - ACTION TAKEN 
" 

1. APPROVED	 FOR DISPOSAL: The records described under all items of the schedule, except those that may be listed in blocks 2, 3, and 4 
of this section, are disposable becausethey do not havesufficient value for purposes of historical or other research,functional documenta-
tion, or the protection of individual rights to warrant permanent retention by the Federal Government. 

GENERAL ACCOUNTING OFFICE CONCURRENCE EJ IS NOT NECESSARY 0 IS NECESSARY AND HAS BEEN OBTAINED. 

D 2. APPROVED FOR PERMANENT RETENTION. The records described under the following item or items have been appraised by the 
National Archives and Records Service (NARS) and are designated for permanent retention by the Federal Government. The agency will 
otter these records to NARS asspecified in the schedule. 

" " 

D3, DISPOSITION NOT APPROVED: The records described under the following item or items are not approved for dlspcsltior . SeeSection III 'I', 
of thiS form for explanation. 

" 

D 4. WIT,illDRAWN:. ,~he records described under the following item or items have been withdrawn at the request of the agency. 

SECTION II - RECOMMENDATION/CONCURRENCES 

TITLEttf( "},o~BY.APPRAISER 

~PPRAISAL ~D-I-R-EC-T-O-R--,R-E-C-O-R-D-S-D--IS-PO--SI-T-IO-N--~~==~~~~~==~~*-----------+-~~~~~~~---

DIVISION 
) 

NNF 

CON- .
 
CURRENCES
 

SECTION III - APPRAISER'S COMMENTS 

There are several new items proposed for temporary, status: 30, 50-54, 67/3, 125/3,
196-99, 230-35, 278-79, 335-39, 400, also, 118/2, 122/3-4, 139, , 

Several series previously listed as "Retain" have been scheduled as temporary
re~ords: 59/2C, 62/2, 83, 206-08, 210, 212-14, 219. 

None of the series listed. 'above have value which would warrant permanent retention. 
J, None of the series sJ;i'lllisted on this schedule as "Retain" items 

have archival value. '" 
NDrE: the signature of NNS Clil'ncu.rring this job is contingent on certain actions by IRSin 
by' June 1, 1983. RCS/206 contains no acceptable master file descriptions for machine-readable 

_ .r.eco'r accepfl;lu\ce of this schedule is contingent on the IRS amending the scheduleds , NNSR"s 
~ to include descripti~ of and disposition instructions for the master files contained in this 

schedule a~d submitting them to NA,RS fO,r approva1.k:;,~tn{ ///f2.-/,f~ 
GENERAL S'ERVICES.ADMIN'ISTRATION 



--

PM:S:FM:I 
Roy Shiflett 
376-0593 

NOTE TO REVIEWERS 

For this revision, due to the current shortage of space at 

the Federal Records Centers (FRCs) no additional records can be 

scheduled for retirement at this time. Also, no currently scheduled 

items authorizing retirement to the FRCs can be shcrteneQ or retired 

earlier. 

All new records and changes for retirement to FRCs should be 

submitted through normal channels for inclusion in the next update or 

revision of this schedule. 

. ":.,-:.~-:::~. 
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PURPOSE
 
This transmits a complete reVlSlon of Tables of Contents, Text, and
 

Exhibits for Ifu~ 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:
 

~1CJItern 4;" Sub- Item (1) (a) Language clarified. DisRoS ition chang~d to 
destroy 6 years after the end of the processing year .'- " '.'__':'l 

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

Sub-Item (2) deleted. 

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

Item 190""Title, language and disposition, chang ed . 
C::='- " 1 

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

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

\-t-eWl. '38". Sl..\b- ;R_Hi1 (2) (b) Provision to retire to Federal Records Center 
deleted. 

rtz1~1Item 47./Sub-Item (2) Title change d , Disposition changed, to destroy 90 
.e: days after receipt or after post review ,~nicnevet--is La ter . 

Sub-Item (3) Title and ~~p2_~L~i~~=~~~~~~p. 

~ Item 48. Deleted, reserved for future use. 

Item 50 . Item for "Four-Phase/Prototype Error Correction........--New System

(PECOS) (AUSe)" 0
 

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

Item 52./New Item for "Information Returns Program - Schedules K-l
 
Edit Sheet (Form 6035)"0
 

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

.>:Item 54. New Item for "Power of Attorney (POA)/Tax Information Authorization 
(TIA) , Centralized Authorization File (CAF)". 

Itern 55 -;Language clarified. 

http:1(15)59.26


! 
~~f .~~em~~_9_.~_ub-=-Lt_e.m(2) ..» Title cLa rif i.ed , D~~o_~.L~~Qr: C:9ang~-~~rom 
!fJ5~~<RSMIli, to des troy 75 years after end of procesrrig year. PrOVlSlon 

a~ded to retire to the Federal Records Center 5 years after end of 
processing yearo 

. J..t-eITL6=~_.~_ub-=.I<t_em.Jl) added for "File Folders" with di.spc si.t i.on
 
lnstructlons.
 

nJ~~Item 66.~Language clarified. I 

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

deleted.Ee~ (~~~/0JA04 
'/J·11..7IJ Item 67:-'Sub- Item (2) (b) Provison to retire to 'the Federal Records
 
___ Center deleted.
J" 

Sub-Item (3) New Sub-Item for "Forms 720 filed: in accordance 
w i t.h the United States/United Kingdom Tax 'I'r ea ty '". 

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

~~Item 69~Language clarified and ~ispo~l~iQn_fhan~~d~ 

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

Item 76o~Sub-Item (2) Provison to retire to the Federal Records Center 
changed to retireS years after ev.d of procesing year.

7!J::fJ Ltel'l.'11 78./LClLJ.6udge-. and ~~~_~ion ch~~g~j 

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

Item 8l./Sub-Item (l)(b) Provison to retireto the Federal Recorcs Center 
deletedo 

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

~.,J.t_e_m 8301·isposition changed from '~~TAIN~ to destroy 75 years after end 
of processlng year. 

\ 

Item 85 ° 
,/ .Sub-Item (1) (d) added for "Loose W-2' s". 

Sub-Item (2) (b) Language clarified and c_hanged.c1i.s_p-o_si_tiQn
~f.:'1~ Sub-Item (5) (a) 12isposition ch.anged"to "DoNo-cDestroy unfIl 
~~c0:further notice". Provison toretire-fo ffie Federal Records Center deleted. 

Sub -Itern (5) (b) RisROS ~tion chc?-nge_~. "Do Des troy un til to Not 
further notice". Provison t"'O"'"'retTr-e~t-o-tne Records Center deleted.Federal 

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

I+~vq ~, (' s.; b -', ~ "'" c...4) Cb) h.ct1.4.1 '-lA'1~ Q. kiLUj e J. 
Item 95~ Sub-Item (2) Provison to retire to the Federal Records Center 

changed to 1 year after end of processing year. 

http:deleted.Ee


Item 102.rTitle changed;

Sub -Itern (l) Ti tLe de.is.po
and s.iri_Qn cballged! 
Sub-Item (3) Language clari-f'iecr:---·-----~~ 

Item 117.rTitle clarifiedo 

rf5vJ;aa Itern 118 .--Sub-Itern (1) (a)2 DisRoS ition changed to des troy 2 years after 
,r',;j1.J vend of processing year. .' 

Sub;Item (1) (c) Deleted and renumbered Sub-Item (3).
Sub-Item (2) New Sub-Item for "Document/Remittance Register".

~ '_ O!d._!?~p_~.It~.~.j"?) __._~~nurnbere~ _S~b~~_Y~Q1 .(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-Item added for "EPMF Microfiche, 1977". 
Sub-Item (4) New Sub-Item added for "EPMF Microfiche, 1988". 

Item 124:........ changed to destroy after completing the match
Disposition

of HUT leads .
 

.........-Item 125. Sub-Item (3) New Sub-Item for "Notice Data for CP-2000
 
Form 5812".
 

~. ',:;-...-

.i rem l.Y1 •.. Tltl.e and Dispo~ition changed. ~~;.~
 

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

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

Item 152.-Provision to retire to Federal Kecords Center deleted. 

Item 157.~Sub-Item (1) (b) Provision to retire to Federal Records
 
""-Center deleted. . .
 
~ {...-elM. 1,,\ -- A,::"~ov\.,,,-t,~'J :::S(>'iAlf""-~(~ G\.'1:J A-b"'{-;-""c.t;:; ; G-'(L~irD/f dISrC''''I'(~~'/?

J~-- l62.rItem description and ic hang ed.. /~;2 -§ .~~~ (I~I( Item d i.s.pp.s.Lt i.on - ~~;{~J .ttpf,L-~--U:Z;UM e.~e-4~~-~ -P/C( tflfc~ /?r-e#tt> /a I rL~~1 Item 163:- Item description and ~po~ition chang~d. ;~z-
Item 164: Provision to retire to Federal Records Center deleted. 

~~f.qItem l65.~Item description and disposition changed.
'L!~~ ,.J\( c:::___ --~----- _..... 

Item l68.~Provision to retire to Federal Records Center changed to
 
retire beginning July 1, 18 months after end of processing year.
 

http:di.s.pp.s.Lt
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--

,ltJj) Item 1.70.rTitle changed to add "No Longer Accumulating". Provision to 
]) ~V~etire to Federal Records Center changed to retire 3 years after end of 

processing year. 

Item l73.~Sub-Item (l)(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 l87orprovision to retire to Federal Records Center is changed to 
retire 3 years after close of case. 

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

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

~ Item 197. New Item for "Reject Registers". 

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

Item 199 ........-New for Center File
Item "Service Control Adjustment

Records".
 

\t~ 2.00 /' 5u.'b-Tt.em (1) (b) Provision to retire to Federal Records Center 
Qelecedo 

Item ·20lo·--Sub-Item(1) (b) Provision to retire to Federal Records Center 
deletedo 

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

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

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

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

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

1t'f'/IJl J.t.em_2.o-7,. -Itern (1) (a) Dispos ition changed from "f-E---'LJUJf' to des troy """'Sub
(!:!~c;-l,' 75 years after end of processing year 0 

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

http:5u.'b-Tt.em


· .1ll4tl Item 2~/"""S~b-Item (1) (a) D~p_os_Lt~on-cha~g~d from "RETA'IN" to destroy
c; .' a 

lj~v 75 years after end of processl~year.
Sub-Item (l)(b) Provision to retire to Federal Records Center 

deleted. 

Item 209. 
-:Sub-Item (1) (b) Provision to retire to Federal Records Center 

deleted. 
.---

77rIJ,IJ/l .,l!;gm_2.1D.Sub- Itern (1) (a) D~"§'P..9_s5tion-£h9-ng~A from "RETAIN" to des troy 
/fi/'fC7.5 years after end of processing--y-ear.

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

r:Item 211. Sub-Item (l)(b) Provision to retire to Federal Records Center 
deleted. 

~l?-fllJ JLem_212,....---Sub-Item(1) (a) D~po-s.i1ion-cb_anged-,from "RETAIN" to destroy
!y~0'<75 years after end of processing year. ------

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

~A1Ltem 2l3~./Sub-Item (1) (a) 12-~SRosition ch~~$~d, from "RETAIN11
, to destroy

s.: 75 years after end of proc essrng year. - - -
Sub-Item (l)(b) Provision to retireto Federal Records Center 

deleted. 

//i'/]f)1j Lt_em_2J~ .....---Sub- (1) (a) DJ4RositiQn_<;b_~nged ,from destroyItem IIRETAIN~to 
/;::rJ,.( '70Syears after end of procesing year. -

___ ~Eem (l)(b) Provision to retire to Federal Records Center 
is changed to retire 5 years after ~nd of the processing year . 

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

Item 2l6.rDelete, reserved for future use . 

Item 218. .-Sub-Item (l)(b) Provision to retire to Federal Records Center 
is changed to retire 5 years after end of processing year. 

c11fJ~~ltem 219.~Language and d&!,().Si~~on_Cllange~.[~~7~] 
Item 220.~Provision to retire to Federal Records Center deleted. ' 

Item ?29./ Dgp_oB_~_tiQn_cJ:Hinged. des troy after transcription and errorto
 
correctlon processlng.
 

Item 230. ---New Item for IISystems Audit Trail Re po r t !". 

Item 23L--New Item for "Ac co unt; Verification File Li.st i.ng". 

Item 232. "New Item for IIENAF Aged Account Li.s t Lng!". 

Item 233. ---New Item for "Annua I Information Return of Windfall Profit 
Tax Returnll 

• 
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----

Item 234 :/'New Item t ; ~ "Pr ob lem Re s'oLu.t Lori Lnf c .aa t i.on Sheet". 

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

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

~/J(!1Item '·Disposition changed to destroy 6 years after':e~d of processing254; ......JY year. 'C ~ 

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

/'Item 270. Provision to retire to Federal' Records Center d~leted. 

Item 278 ...........Item "IDRS Notice
New for Review Register". 
r 

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

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 destioy 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 destr6y 12 months after 
end of processing year. 

Item 305 .-:sl1b- Item (3) (a) Disposition changed to destroy 6 months after 
c~p~~cs aye ?k~duc~d. 

Sub-Item (4) deleted. 

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

Item 3l5.----Dispositionchanged to destroy 30 days after date of listing
or when no longer needed in current operation, whichever is later. 

~~Item 3l6 ........... destroy 12 months after the
~~~RO~i.ti~~=~~an~~g)to month 
-~ generated unless the Supervisory Audit~r at -~he service center requests

that they be retained for a longer period.

~1 Item 317:- p.is.£o.s-i1j:oB--cQangedto destroy 12 months after the month 
generated unless the Supervisory Auditor at the service center requests
that they be retained for a longer period. 

~~~7Item 322.rSub-Item (2)(a) Disposition chang~~o destroy 7 years after 
'.. close of processing year. === 

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

~J2~Item 324 •./Sub-Item (1) D~£osition ch~~~e~,~o destroy 1 year after
 
the month prepared.


Sub-Item (2) Provision to retire to Federal Records Center
 
deleted.
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Item 325. /Disposition changed to des troy 1 year after the mon th 
prepared, or when no longer needed in current operations, whichever is 
later. 

Item 326./ Sub-Item (l)(a) Disposition changed to destroy 2 years
after date of listing. 

Item 334. 
/' Disposition changed to destroy 3 days after applicable

block is processed. 

Item 335. 
,.-

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

Item 336. 
/ New Item for "Taxpayer/Employee/Financial (TEF) Data Request

Log" . 

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

Item 238:-New Item for "DORMS 01?-tputDocuments". 

Item 3390./ Item " DataNew for DORl'fi.L5 Files". 

~4oe~~J2.LJ ~ -r LtS- ~~~ ~~b-, jl/~)/fL 
The Alphabeticar'Ind~x (Exhibit 100-2) and the Forms Index (Exhibit

100-3) for Records Control Schedule 206 have been updated to include new 
items and changes set forth in this revisiono 

EFFECT ON OTHER DOCu~NTS 

Manual Supp1ement1(15)G-137, dated July 16, 1981, is superseded with 
respect to Chapter 1 (15) 59'026 as the changes ar~ Lncp rpor at.ed in Item 47 
of this revision. 

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

-: ~_(L~~"Dr: 8~-:-~~L-
k?2hard E. Simko 
Director,
Facilities Management Division 

FILING INSTRUCTIONS 

Insert:Remove: 

1(15)59026-1 through 1(15)59.26-61 1(15)59026-1 through 1(15)59.26- _ 

rtl 

http:1(15)59.26
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Chapter 100 page 1(15)59.26-3 
(3-2~2)Description 'and Authorities 

110 (3-Z>J-82) , (15)59.26 

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

created or maintained in Internal Revenue 
Service Centers in carrying out their functions 
pertaining to revenue collecting and account-
ing; processing. analysis and disposition of tax 

, returns. tax information documents and related 
records; mailing of tax forms; transcription of 
statistical information; and preparation of spe-

! cial reports. 

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

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

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

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

J'Micro-
film Registers. Indexes and Directories pro-
duced by service centers. 

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

I ccccc cr :7:~;;-;~;;-,~d bOy.ssrvrce centers. 
(I) Federal Tax Deposit (FTD) Program. 
(g) Audit Information Management Sys-

tems (AIMS). 

{Next page is t-

http:15)59.26


(3) To facilitate reference. this Schedule
 
contains a numericallisllng 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:
 

CongrsSSJOna/ House Reports
 
No. Cor-gress SeSSJO(l
 

Z285 84trl 2nd
 
819 85trl tst
 

1620 85trl 2nd
 
690 86trl ist
 

1256 86trl 2nd
 
1740 esm 2nd
 
1600 88trl 2nd
 
221 eStn tst
 
236 89tt1 t st
 
637 90trl 1st
 

1547 som 2M
 
isss 90trl 2nd
 

Dates of Approval by the Archivist of the United
 
States
 
Mon!l1 Date Year 
June 18 1970 
March 8 1973 
May 6 1974
 
January 27 1976
 

July 29 1976
 

ADnI 19 1977
 
May 30 1978
 
Apnl 20 1979
 
July 17 1980
 
July 7 1981
 

Ja'luary ~ 13 '1982 La t e s t NllliS Approval to be added : _ 
(5) See Exhibit 100-1 for Records Control
 

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

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

Records Control Schedule 206.
 

i ___ 

i MT 1(15)59.26-5 110 
I 
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Records Control Schedule 206 For Service Centers , 

! Exhibit 100-1 
page 1(15)59.26-9 

(9-24-81) 

1 _ 

Records Control Schedule 206 o 
[Amended and Supplemented by MS CR 1(15}G-137) 

Item 
No. 

Description of records 
and disposition authorizations 

Administrative Records 
"~1.n . '. 
"I 

: 
I 

General Correspondence Files. Corre-
spondence and related documents (not
covered elsewhere in this Schedule) to or 
from the National Office, regional offices, 
district offices (including Area, Zone or Lo-
cal Office) pertaining to service center op-
erations, instructional material, and data 
concerning organization and staffing prac-
tices, and achievements. (Excludes rec-
ords documenting significant procedural
and organizational matters, and selected 
records determined to have reference val-
ue which shall be retained.) 
(1) Destroy 2 years after the end of the 

year.
2. Administrative Files. Correspondence and

~I1!!n related documents (not covered else-
~ rvSJ where in this schedule) pertaining to 

housekeeping or facilitative functions of 
the over-all administration and operation 
of the service center.~';:!!i (1) Destroy 6 months after the end of the 

, year. 
3. Deleoations ,..,f A'Jthnritv ~ilo<:. Record 

.icns of 
autnonry.
(1) To an indiVidual or office in accordance 

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

(2) Statutory Notices. Delegations of Au-
thonty 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 

I 
service center for operations under the 
ADP system. 

~.11. :t-B-..Qriginal Run Books with sUPPQrjin9
,~":1.(1 oocurnents, . ~ 
-111 ~ (a) Destroy-so.....y'ears afterDooks are 

superseded. -><'::::----. 

I 
tb}--Retir~o-Federal--Rec0r~nter.
"When;:>-flO--longer~"'f)eeded--in___curreR!;
~tions:'~ 

t21--Copi!3s of Run Books. 

I 
(a) Destroy -when_ superseded._or....!'lQ-
longer needE3.d__jn_current-oper~ 

J .whfchever-is earlier. 
i 5. Evaluation, Assistant and Internal Audit 
: Reports. Reports submirted by the office I of Regional Inspector, regional office, and 

(1) Copies of Run 
(a) DESTROY 6 

year. 

Books. 
years after the 

?~~~<'8 
{L 4 cu..:f'1-, 

end of the 

~1 
processing 



Item Description of records 
No. and disposition authorizations 

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

(a) Destror 3 years after completion or 
Issuance 0 report. . 

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

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

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

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

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

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

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

8. Narrative	 and Statistical Reports. Recur-
ring narrative. statistical, progress and pro-
duction reports (not covered elsewhere in
this schedule1. 

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

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

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

nual program.
10. Production	 and Work Control Schedules, 

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

nual program.
~2}-lndlvidvaf-Production-Report-{!P-R).

~)-Destroy-after..(3G-days-.~>----
11. Systems	 Change Requests and support-

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

rejection.
12. 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) D~STnOY after 1 year. 
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Records Control Schedule 206	 o 

Item Description of records 
No. and disposition authorizations 

13. Daily Production	 and Batch Control Cards
 
and related forms and documents used in
 
the preparation of production control
 
reports.

(1) Destroy	 30 days after reports are
 

printed.

14. Work	 Measurement Reports. Employee


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

agement Staff Reports Unit.

(a) Destroy 1 year after data has been

recorded and balanced.
 

(2)	 Other copies provided to supervisors

and other working copies than in (1)

above. -
(a) Destroy 60 days after data has
 
been recorded and balanced.
 

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

pr0\:lram.

16. Machine	 Logs and related documents
 

used to record machine use on each
 
program.
 
(1)	 Destroy 1 year after date of last entry. 
1.'_.1.	 -"':{rds. Em-11__ • 

r-	 <r - -- I ,;;" VI ::;tGlIIIL.atJon. Func-.• ·'- ...~...... ,,-,ell.....

tion and Program Master Cards; Machine

Master Cards; and equivalent forms and
 
documents.
 
(1)	 Destroy dropout or discontinued
 

cards 6 months after end of each 6-
month reoortinc oerioc (June:10 and.De-
cember 31). - . . 

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

~=aLELQnnte_d
 
j g. M~netic Tap"-e-----,M-:a-i:-n-:-te-n-a-n-7-e-R=-e-co-r-:--s.-:-.(1) Semiannual and A~nual Inventory Records and Reports,_..c--, 

(1) lhcldent Reports.	 Monthly Inventory Reports, Missing and Destroyed
(a)	 Reco~~opy _ Media Records (including Forms 3220 used with

1	 DestrOy---afte~3 e rs. -
(b) All other coPie .	 Transaction Code 1 for addition or deletion of 

1 Destroyph'9n	 n -j ger needed in tapes and disks).
current-operations.
 
(2) Tap~GPeratlons Records. (a) DESTROY 2 years after end of processing year.

(a)..-Destroy 1 year after completio (2) Forms 3220 (except Transaction Code 1), Expired .action. 
20. Quality	 Review Forms, Reports and Retention Notifications.
 

Records.
 (a)	 DESTROY 1 year after end of processing year.(1)	 Forms 3926 and 4687 
(a) Destroy at end of current quarter, (3) Heekly Master Listings, h'eekly 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.

IR Manual	 MT 1(15)59.26-4 (a)	 DESTROY 1 month after completion of action. 
(5) Daily Master Listingso

(a)	 DESTROY 1 week after processing week. 



Item Description of records 
No. and disposition authorizations 

(2) Weekly Summary Report, Weekly Unitl

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-Individual Review Validation
 
Listings.

(a) Destroy old listing when new one is
 
received.
 

(4)	 Sample Control, Error Logs and Error

Notices.
 
(a) Destroy 1 year after the end of the
 
current quarter.
 

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

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

. printed. .:
 
(7) DDES or	 Keypunch Input Forms 3927
 

and 3927A. .
 
(a) Destroy after data has posted to the
 
Master ID 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-
. match Usting.


(8\ 1)F!!':trov 8ftsr revif'w is completed.

2,":eets.
 

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

longer needed to resolve computer
 
problems, whichever is earlier. ""0
 

22. Audit Technical TIme Report (Form ..Jl. ~ <: 0 I - 2. ~, 
4502)., or related documents, containing 7'
 
case and time listings of audit technical ('" L 4A..J II .. Hoi..... - - ....+' ....._

personnel. ..	 • ...- ~ "'"""" 
(1) Destroy after 6 years. . • 
(2)	 Retire to Federal Records Center af-

ter 1 year.

23. Training Program	 Files. Schedules, time- 011... W fJ> 

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

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

(2) All other records (except selected over-
all records of training which may be re-
tained until no longer needed in current

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


24. Training and Development	 Records of In-
dividuals. Forms, memorandums, and re-
ports pertaining to participation, procress

and grades; evaluations and summaries of

the performance and effectiveness of indi-
viduals in courses, training or career devel-
opment projects; and applications and
 
records of students in correspondence
 
courses.
 
(1)	 Destroy when no longer needed in
 

current operations.
 
25.	 Evaluations of Classroom Instructors.
 

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

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


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

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

(a) Destroy when superseded or 
,...I-,e .....lr-~-

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


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

transmittal notice.
 
28.	 Check and 80'1(j J.C:C:II~..J.JstS. Memoran-

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

(a) Destroy 3 months after date of
 
receipt.
 

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

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

years after termination or revocation of
 
~a9jtioffiY.	 ~I' t' B' t it b iLd i.!.'-C"	 T.130.'1tem-No-:-30-is-reserved.for-ruture-additlOAs QenlJl.l.lCa lon aQges 0 worn 0 pe rma Ul lng access. 

1o--the--C'Ad~inistrative-Records!.'-portfofH)f (1) DESTROY after employee discharge and. verification against
-t'lts-schedule: .. , . t d G ~ ~ I'I'~/"'/'\ ,.lssulng anQ recelp recor s. '~J/IO/~~ 



Item Description of records
 
No. and disposition authorizations
 

31. Documentation	 of Membership in Profes-
sional Organizations. Correspondence,
reports, copies of speeches, minutes of 
meetings, publications, newsletters, and 
other material related to membership and
participation of Service 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.

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

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

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

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

(3) Alphabetical	 Identification Media 
Requests.
(a) Destroy 3 years after being placed 
: ..... ~L.. _ ..J ... _.-J '" ~ 

, " " ..._. _.. _.__'" _. r,,,Ulor\zed 
Access to Restricted/Secured Areas.
(a) Destroy after 6 months. 

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

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

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

plan and lists, or when declared 
obsolete. 

MT 1(15)59.26-4	 IR Manual 
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Item Description of records 
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36. Safety	 Program Files. Correspondence

and related documents (not covered else-
where in this Schedule) pertaining to safe-
ty program progress, comparative safety

and accident data, etc.
 
(1)	 Destroy after 2 years.

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

vehicle accident reports; exhibtts, state-
ments of fact and related correspondence.

(Note: Record copies of no lost time injury
 
reports maintained in regional Facilities
 
Management Branch; those of lost time
 
injury and motor vehicle accident reports

maintained in National Office Protective
 
Programs Branch.)
 
(1)	 Motor Vehicle Accident Records. 

.'	 (a) Destroy 1year after case is closed .
 
. (2) Employee Personal Injury Records.
 

(a) Destroy 1 year after. date of
 
accident. I ~
 38. Certified and Registered Mail Records.	 ~ 9 c::j) , <::::l 

(1)	 Registers and receipts of incoming and a (9 6 
outooinq certified and registered mail ex- (I 

cept Statutory	 Notices. Nc.. <SI'\ ~ ~ . • , 
. (a\ Dedrov 2fter L v"''l.rc: .' . '*' D4J - 2. ;; G ~A ~
 .('8 ~ ~r;.:ed certi- 1•
 

1l\JIJt/l/l fied mailing lists. . - \ a 1C? rt ~S $d. ,Ii"i"" M11L4I~.J!'(fV~ (a) Destroy 10 years after end of proc- '7" 
!I ~b)I~~t¥~O-Fedei al ReC~i ds 'Centel 6 dele f<2.
 
, . -mernfls-aft~nd of processing yeal."


39. ZIP Code Directory. . . 

I (1) Destroy after receipt of revised edition 
. ~:" '::!;::;: nc !=~;~~~=::=:=:~~'11'ent 

operations.
40. Records	 Disposition Files. Includes de-

scriptive 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.
 
(1)	 Records Transmittal and Receipt


Documents. .
 
(a) Record copy. .
 

) 0 &U 1 Destroy when related records are
 
~	 destroyed, or when no longer need-

ed for administrative or reference
 
purposes, whichever is later.
 

J ~ 
(b)	 All other copies. 

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

(2) Disposal Authorization Documents.
I (a) Record copy.
 
::::::I~ 1 Destroy when related records are1/1\ . destroyed, or when no longer need-

~[/.- , ed for administrative or reference 
q purposes, whichever is later. 

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

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

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

other related material. 
(a) Record copy.

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

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

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

:	 or other instructions. Includes correspon-
i dence, conference notes and documenta-

=-t~ tion relating to final approval of forms. IDI ' (1) Destroy 1 year after form becomes 
;/1 obsolete. .' 

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

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

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

i and the 
one inai rrnrneoraiery fJrecr::descurrent 
card. 

44. Reference	 Files. Extra copies of corre-
spondence and reports, reference copies
of computer-produced reports, directives 
and internal management documents, 
walk-in contact cards, or other material 
retained solely for reference purposes in 
current operations.
(1) Destroy	 when obsolete or supersed-

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

45. Resident	 Programmer Analysts (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-System(s) of Records Privacy Act 

I of 1974, and Forms 5466 and 5466A, Indi-
: vidual Records of Disclosure. )0JV1 j} (1) Destroy 6 years after end of process-

~j\I~ ing year. 
, (2) Retire to Federal Records Center 1 

year after end of processing year.
47. Information	 Items. Tax related communi-

cations and information alleging or indicat-
ing a violation within the investigative juris-
diction of the Internal Revenue Service. 



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

Security File.
 

510	 Closed 100% Penaltv File (For~ 2749). 

(1) DESTROY	 at the eud of June and at the end of December those forIT.sover 
6 months old. 

52.	 T,_:~or:nation Returns ?ro~ra.'D. - Sched'des K-l E:dit Sheet (ForIL 6035). Used to
 
-:Jrocess Sc~e6'-l..>J.e!~-l in:~ormation when there are more chan 10 Scne duLes K-ls
 
~~~acheQ to rorTI ~065.
 
(1) D~STROY6 ~onths after end of processing year. 

53.	 Unit COITI!T:e..ndCode fl..ut.ho r Lz ec i on . The authorizeci command codes for each unit i.~ 
the Service Centers. 
(1)	 D2STROY6 years after year in vh i ch information is outdateci. 

5!~.	 ?o'",:er of At~orney (?OA)/Ta): Tnf'o:cDation Aut.nor i zation (TIA), Centralize:: 
P.'J.t:lOrization :rile (GI'). Authorization :f'or a third party to act Ln behalf 
cf a taxpayer before .L:;\S or to receive or inspect certain tax information 
~or the taxpayer.
(1) ?OA1s a;ci TLA1s (Hard Copy) used as input cioc~ents to the CAY. 

~-r;;,~'T''ROY 3 year.~ af:er the da't a has been converted to Gagnetic taDE:~ 
~\ the tape ver' 1-'~:'::' :d:%ss--.:the p.a:" i ~or a-c t.he s er v.ic e centerl' 

\ re:·~.e"-;;"5 tha~ "Dey oe retained for a u 0 :::-'A'~i 00. . 

•y- during the purge year which is the first two digits of 
the SDLN on the POA or TIA. 
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Records	 Control Schedule 206 

. 
ifr'~)1(1) Transmittal Memorandums of "informa-
4tr"1! bon ITSIT'S" and "orher informatJon" trorn 

cistnct offices to service centers. 

7\\M(2)(a~O~::t~~~a~~~};r;!~~;jen-1te~,ss-:-. __ -,....and insignificant tax items. 
~ '2.) Des~roy~~~,:el .sec!;).. 90 days after receipt or after post review, whichever 

\")~",--",,,,,,,,,;..=o.-I -OFF C r - is later. NOTE: All mus t receive pos t review before 
~ •~T-r-ar..sactio~~sP~rt~:~f'd·.Cu~;eq;;""~1;Re-

tE!ry-Jnstrumen;"·Repor-ts';-senHo-ftles: des troying. 
(a)-Oestr:oy ..3"years..af.er-closlng..-datB. 

:::;.JlIlAt..) Otner cicsed tax related items sent to 
~ files.	 (3) Currency !ransaction Records. 

(a) Destroy 1 year atter closing date. (a) DESTROY 6 years after end of processing year.
T~'J\J5)_ ~I::oed ~a:,::elared.~ems. transferred to 
~ ~.!'-_ .....rst:;:.fl:.Bcenl ....r .. 

. (2.) Destroy 2 years aner closing da:e. 
, (6) Closed tax related ITems sent to Exarni-
fiW'vlil ~ation. Collecnon, Employee Plans andvW1J ='('?~ot O~9anlzat!ors. Cnrninal 

tnvesucauon. _ 
(a) Destroy 2 years after closing date. 

];;-..rI(I,{7) Closed tax reiated items to Prior 
~~ lnvesnoations. . 

(a)	 De s troy 10 years from closing date. 
to)	 T~"""4:I CI~ r:::,....---. ~-,QO\ f'"'-; .........-.~t Investi-

-,6 ~Pro-
, \;ram (Back-Up Taoe}., . 

" '(a) Destroy 1 year after shipment date. 
<!o. ~ Edit Sheet. USEd to se2.a;.a.loe delete 48. (Reserved)Tax: Sh'?lt~rCla!&~\~ the~FTl"l"iU65 re-

turn pnor ,0 e~L9?-[l~~_ New Items 50, 51, 52, 53, and 54 (see attachment)

(i)	 De.§.1uv;-:t>emonths after enc1~~(;-
-es§'ing year. _
 

49.	 All Otner Taxpayer Case Files (not cov-
ered in trus Schedule),
 

. (1\	 O.,c;tro,:,:< Y""''3 ?tier.case is closed. de 1e t e
 
lNOT2-Jt&£Tl Nos. 50 tnrougn 54
 ar:e..-f~{

. .	 serV&a·for"M.Jr.e~cGiL~to tne , . .
 
"Acmlr.Jst::auv9Hec1:Jrcs"-pOl'1lo.0 ( Ins e r tHe .r-=---~s=k::::_
a Ql n g) =l:f:12=t=o:;::::::::n=es:w=:.::R::a:::g~e

<~f.::tl!l"~lJle..) -	 - : ===' 
55.	 Individual Income Tax Returns (Forms ,RETURNS PROCESSING RECORDS I
 

1040A) with .rslated aocuments attached - ., - ---
to the return or considered a part of the
 
administrative file. regardless of whether
 
the documents are physically With the re-
turn or maintained in an attachment file.
 

-(Forms-1040A-consolidated-with-Form~
 
, "B40-beginning'-with-T-ax-:-Year-1969-an~\ de 1e t e
 

-reinstated'beg:nnin9'Witr;-'f-ax-Year-t9'r2:-)-
(1)	 Return filed in original blocks in account
 

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

~ /1/1, or betors April 15.
ll)V l(W (a) Destroy 6 years atter date of filing.
 
~ (b) Retire to Fecerat Records Center
 

beginning January 2 through Marcn 31
 
following the year in which returns were
 
numbered and orocessed.
 

(2)	 Retwrr.s filed, numbered or renumbered
 
in document locator number sequence
 
Apnl 16 t'lrough June 30, .
 

http:rst:;:.fl


Item Desctiotion of records 
No. and oisposuion authorizations 

(a) Destroy 6 years after numbering t:~(~
 
and processing beginning July 1. ..:.J.:; , D
 
(b) Retire to Federal Records Center
 
beginning January 2 through March 31

following the year in which returns were

numbered and processed.


(3) Returns filed, numbered or renumbered

in document locator number sequence

July 1 through December 31.
 

9i}J11?fl (a) Destroy 6 years after end of proc-
~ essing year.

(b) Retire to Federal Records Center
 
beginning January 2 through March 31

following the year in which returns were

numbered and processed.


(4) Returns	 in penalty files. Returns on
 
which a penalty of 50% or more has been

assessed, and cases for which the Cnrni-
nal Investigation Division has requested !
longer retention. _ _	 ~ ~ 
(a) Destroy 6 ye3IS and 9 months after· s; x: A fJ, c::J c::;v dI 

I).	 the end of the Calendar year in which<..:...,J.:J, U (S q 

case closed. 
(b) Retire to Federal Records Center
 
July 1 through September 30 following ~
y~-~ #Jthe year in which returns were renum-	 ~c;:7
bered in the penalty or supplemental C;-}:;" jO iJ 
senes. - _- .:J':"; J (I 

(5) Returns	 in potential refund litigation
 
case files. Returns and all related
 
documents.
 
(a) Destroy 7 years after establishment
 

D."' of file. -
(b) Retire to Federal Records Center 3
 

(-r1"/"'-""O: ,,+tor ",,,bh1i<;h,.-,"'rt ,..f fi~ ..
 
c"::;! _'0 ..,'11 duals,
 
-	 Partnerships and Fiducisries (excludes


Forms 1040A), wrth related schedules,
 
correspondence, audit reports, work pa-
pers and other documents attached to the

return or considered a part of the adminis-
trative file, regardless of whether the docu-
ments are physically with the return or
 
maintained in an attachment .file.
 
(1) Retums tiled in original blocks in ac-

__ count number, original document locator

number sequence, ouenumbered in doc-

- ument locator seqoence on or before De-
cember 31.
 
(a) Destroy on or after January 16, 6

years and 9 months after Apr! 15 of the

processing year.

(b) Retire to Federal Records Center
 
beginning January 2 through March 31

following the year in which returns were

numbered and processed.
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Exhibit 100-1 Cont. (5) 

Records Control Schedule 206 

Item Description of records 
No. and disposition authorizations 

(2) Retums in penalty file. Retums on which
a penalty of 50% or more has boon as-
sessed. and cases for which Criminal In-
vestigation Division has requested longer
retention. 

/PJ	 #J fJ/J (a) Destroy 6 years and 9 months after 
141 end 01 calendar year in which case 

closed. 
(b) Retire to Federal Records Center 
July 1 through September 30 following
the year in which returns were numbered
in the penalty or supplemental series. 

(3)	 Retums in potential refund litigation 
case files. Retums and all related 
documents. \. 
(a) Destroy 7 years after establishment 
of file. 
(b) Retire to Federal Records Center 3 
years after establishment of file. 

57. Declaration of Estimated Individual In-! come Tax or Equivalent Forms.: 
I (1)	 Taxable Declaration of Estimated In-
I come Tax or equivalent forms with 

remittance. ~ .I (a) Destroy 4 years after end of proc-
essinq year filed.

~ (b) Declarations -,' ·rr.r.""'ld and proc-
~'&cember 31, 

1	 Retire to FeceralHecords 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 __ 

50.	 Corporetion ana Excess Profit Tax Re-
turns. including all related documents. cor-
respondence ,anq exhibits. . 

\~ (1~nD~~~~Y 75_~ears~fter_en~of process-

I (2) ~etums numbered and processed Jan-
, uary 1 through June 30. -

(a) Retire to Federal Records Center 
beginning January 2 -through March 31
following the year in._:whichnumbered 
and processed. -

(3) Retums numbered and processed July 
111\111111 1 through December 31. 
~ (a) Retire to Federal Records Center 
I beginning July 1 through September 30 
: following the year in which numbered 
, and processed,

(4) Retums and related documents in po-
tential refund litigation case files. 

, {l(} (a) Retire to Federal Records Center 3 
, ~ years after establishment of file. 

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

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

1flJlf)/i (1) Destroy 75 years after end of proc-
~. essmq year. . 

(6) Election to be treated as a DISC (Form
4876).
(1) Filed a 1120 DISC for any taxable 
year for which the election is effective.' 

.;]~. (a) Destroy 75 years after end of 
! processing ear. 
t	 (b) Retire to lederal Records Center 

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

(2) Revoked or Terminated and has filed 
a "20 DISC dunng any taxable year for
which the election is effective. ' 

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

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

r	 .and processed. 
(3) Has not filed a 1120 DISC during any
of the taxable years that the election was
effective. 

(a) Destroy	 6 years after the election
is effective. . 

(b) Retlre to Federal Records Center
July 1 through September $0 fol-
lowing the year in which numbered 

\~ ..... , ... , I ,.;..	 III t-"'C"IIGo.II.J 11It;;;~. nerums on 
"which a penalty has been assessed, and
cases for which the Criminal lnvestiqation
Division has requested longer retention.

(1) Destroy 75 years after the end of 
'IJ the calendar year in which penal-

,	 - ties were assessed and case 
closed. 

(2) RetIre to Federal Records Center
July 1 through September 30 fol-
lowing the year in which returns 
were numbered in the penalty or 

.	 supplemental series. 

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

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

'fMllll1I (a) ,Destroy 3.0years after end of proc-
~ essmq year._

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

(2) Index	 Cards for Corporation Income 
Tax Retums (1917-1948). 
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Exhibit 100-1 Cent. (6) 

, Records Control Schedule 206	 c 
I 

, Item Description of records
I No. and disposition authorizations 

, (a) Index Cards for 1917.1m 1./11 fJ 1 Retained by Federal Records Cen-J!I(ii'i!1J ter~ for cross-reference to Corpo-
ration Income Tax Returns 

(b) Index Cards for	 1918-1948 ..
 
1 Destroy as they are no longer


needed by Federal Records Cen-
! ters for cross-reference. r\ )I u
't!J (c) Index Cards for Corporation Income sub,secruen"tyears).. V. ""'- u.J t:»
Tax Retums (.19494.965J:"'"":.-,----'-and	 '/

,1.Betail1._'_..:.... . 2 RETIRE to Federal Records Center 5 years after' end ofTW
; 60, Unsigned and Undeliverable Tax Returns 
i which are not processed.or numbered. processicg year.

(1) Destroy 1year after end of processing 
i year.	 . , . ;1 DESTROY 75 years after end of processing year.
; 61. ';:,~~t.::u,L~	 docu-",8fl:!!::pt1ila.e~c·e·and 

ments such as wills, affidavits of apprals-
II als, trust agreements, power ,of attorney,
 
I briefs, etc., and any related gift tax return
 
I filed by decedent. 

H')\fVlll (1) Orig,inals,reviewed and renumbered by
 
~1..1J ExaminatIOn.
 
~I) (a) Retain. '
 
~';/ (b) Retire to Federal Records Center 6
 

,.,...,,...,rthe: ~ft!:',. t:'v~r-n;.,~t""""""1 ("'!'"'sure. 
_'~\eturns 

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


. processed end fOrNarded to Examination.
 
After screening, dispose as ionows.
 
(a) pestrov when relatad Estate Tax
 
Returns are retired to the Federal Rec-
ords Center in accordance with (1)(b)
 
above.	 . 

62.	 Gift Tax Returns. Form 709, Un.itedStates
 
Gift Tax Return; Form 710, Gift Tax Do-
nee's or Trustee's Information Return of
 
Gifts; Form 882, Statement of Gift Tax
 
Due' and all related correspondence and
 
doc~ments not associated with Estate Tax
 (2) File Folders-set-up to house returns and related documents;:r;\fO\.M Returns. . 

~vv (1) Retain. ~	 , prior to examination and renQmbered DLN. These folders 
63, Gift Tax Information Card. Master Index of 

gift tax returns which show name, dlstnct, should all be screened to remove any returns or correspondence 
." IV'I account number, etc. that should be processed and forvarded to Examination. 

~~vu (1) Retain. After screening, dispose as follovs.64, Capital Stock Tax Returns with related cor-
~f\...!J respondence, records and documents. (a)' DEST?tOY when Gift Tax Returns are filed in the alpha 
I!VvrU (Declared Value Profits Tax Act repealed

for the years after June 30, 1946.) file or retired to the Federal Records Cente~ per 
!iMVIJl (1( Destroy 30 years after end of process- Item 61 above. 
~ Ingyear. 

, 65. Employment Tax Returns med by.employ-
ers and covering withholdmg, social secu-
rity, railroad retirement and unemployment
 
taxes, not agreeing with the amount
 

http:processed.or


J.' 

Item	 Description of records 
No.	 and disposition authorizations 

claimedas credit, and related documents 
and correspondence.
 

ir;J1II!) (1~ Destroy 6 years atter end of process-
~ mq year, .
 

(2) Retire to Federal Records Center be-
ginning January 2,1 year atter the end of

the year inwhich returnswere numbered

and processed. ..
 

66. Exempt Organization Returns, including (includes Forms 990,990-AR, 990-C, 990-T, 990-PF,~1U1IJ all related documents, correspondence 
~ and exhibits.	 . 104l-A, 4720 and 5227).;;::.,.a.r, (1) Destroy 7 years after processing year.
 
~V .(2}-Relums-numberoo-aoQ-.processeG-Jan-~n .-uary·-1-througlt.June--30-..
~M ~a}--Retir.eto Federal Rec!=,rds. enter
 

·-beg;iit';ii~a ,... lIle
j _ ... ~IIUWlllld 

year in~tlicb.t urns were~~~~.~ ~,..:.:-,'.=-'=~ J)~~ 
- .and-processed. -:-,~. -tr-r- - -i:-: . del et e )\ U0'" 

{3}- Returns-numoered-aAd-processee-July ,I)
 
~11 ~1..through-DocembeF-3-~· /p

'~ (a1-Retit~t~ Federal Records C,eJ:ller' ;I
 

beginning Jul~-;-1:::Y"~g the ~~
 
year i~iCb4AErrtffiJrns were nClmbered.. . j
 

- . . and-processed~.. , ~~. ", ~::.~_" . _, "''' ._,,"

"; -67:' Misc'ella'neous Tax Returns covenng ex-

cise tax returns on diesel fuel, gasoline,
 
'iiv.fJ/lfl lubricating oils, telep.h00e, telegraph,
 
~ transportation, etc., With related corre-

spondence and documents. . 
14\ \I:,",,..~II,,,,,,,-,,,,,,-,,,,(' T?v D=.'-,1"'f'C' wlth related 

~	 (a)' Destroy 6 years after enct~~·proc-
essing year.

(b) Retire to Federal Records Center
 
beginningJanuary 2, 1 year atter the end

of the year in which the latest returns

were numbered and processed.


(2) Alpha and Index Registers for Forms {,o 

4638. 
(a) Destroy 6 years atter end of proc-
essing year.
 

,,{b)-Retire-to-FederaH1eeerds CentOf' 1 delete
 
<-y.ear.:af:ter::.end.::().t"PrOO~$Sl(lg:yeaF."~
 

68. Extension Records. Correspondence and \ 3) Retention of Forms 720 Filed in accordance with theforms (not associa~edWlt~ related tax re- I 
turns) allowing or disalfowinq taxpayers to United States United Kingdom Tax Treaty Ratified 
extend time inwhich to file aretur~orm~ke April 25, 1980. This treaty provides that retroactive
a tax payment due and taxpaye:s applica- 1'"" . h	 •'.J.. 

tions for a change in accounting penod. c ra ims r o.r overpaymem:, of t e exc i s e t ax on f'o r e i gn
~l1M (1! Destroy 3 years atter end of process- insuranc e pr-em i.ums may be filed for period starting 

~12;n~~t~:!'toFedela/ReCOrdSGenlerb~nUary 1, 1975, so it vill be necessary to retain 

-s1noiftg-daRuary 2, fOllowiftg-i,fle-proe-. i~ filed Forms 720s for all periods after JmlC"'a rj' 
"'eSS1flg-.yeBI. September 30~ 1974~'±-; 1~5-, until further notice. 

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

I 
MT 1(15)59.2&-1	 IR Manual 
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Exhibit 100-1 Cent. (7) 

Records Control Schedule 206 

Item Description of records 
No.	 , ,and disposition authorizations 

(....- .~ - - ~-
69 N	 . == 

, c/3t/~e of Nonreceipt of Tax Returns If)' 
an:}yg _Tax Delinquency Investigationsraelated correspondence Incly6es 
~ecor and related document~ o~osed 
Taxpay Delinquent Accounts A's)

axpayer Delinque I ' (TDl's) ney nves Igations
(RCP) Land eturns Compliance Program fri\J1?IJ ea s. / 

~	 (1)(a)O~~~f ~nreceiPtof Tax Retums. 

a
~essing ye~r. ears a)Etr end of proc·
 

O (2) Close<:!TD" ':5 DI'</~' rl

'l:>!1~ (a) Destroy 2 ye~~ aft~r e~~PotL~r3g~
 _esslng year. 

(") False Refund aims...(TDA's)-Closed 
2." Files. / .. '\ 

~9 h,o (a) Destroy s,-1earsafteNhe end of the 
procesSing pionth in whl~ case was 
closed. /. _ '\ 

(4)	 Installmynt Agreement (For 433-1...1)
and rela,tBd documents. 
(a) Djs~roy 1 year after the end f the 
proc}~ssing month. 

(5)	 Il')StaJlmen!.A.greementAccounts . t. 
(a)' Destrov 1 vear aHs' ",.,d of th H...s» 

I , ...	 Coil/_iloyerS AppllcatJOn for Identification
 
Number (EIN). .
I:~(1) Applications and Related Corre-

J}10 spondence.
 
" (a) D.estr~y 6 years after the end of
 

year In which processed.
 
(b) ~etire to Federal Records Center 
beginning July of the vear foll()wint:L1l:lB
proceSSing year. -

(2) Daily EIN Log of Unassigned EIN's	 A 
generate<:!list of EIN's that have b~en
marked for deletion from the ENAF. 

7	 (a). Destroy 6 months after print date 
,. 1. App/~catJon for Exemptions and Register:
 

Appllca~100s for exemption from tax re-
sponsibilities and regulations applying to

restncted or specially controlled business-
es such as amusements, narcotics fire-
arms, etc.; applications for registry a~ per-
son,liable f~){.admiss~ontax after a change
 
In ownership, or equivalent forms with re-
Mdtated correspondence and documents. 

~(1) Destroy 5 years after filing 
, (2) Retire to Federal Records Center at-
! ter January 1 of the year following the 
7 processing year. 
i 2. TDI Supplements. Contains information 
: abou! IMF Delinquency Cases transferred 
; ?etw_en district offices and processed at

,he service center 
~i) TDI SupPleme~t Request (Form 5115). 

~l.anuaJ MT 1(15)59.26-4 
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o 

, 
Return Delin uenc and Balance Due Notices) Taxpayer
Delinquent Accounts TDAs , Taxpayer Delinquency
Investigations (TDIs), Returns Compliance Program
(RCP) Leads, Courtesy Investigations, and related 
documents 0 

(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,--ENotices 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, OIs, 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) and related
 
documents.
 
(a) DESTROY	 Forms 433-M and related docu~ents 

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(f"-t'IY~'*lk/0c..-

'L~C""\~"~ dO{~~1(a)	 DESTROY after research and terminal lnput
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. 



I ------------	 _ 

, Item Description of records 
: No. and disposition authorizations 

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


Investigation (TDI) MagnetJc Tape Rles.
 
(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.


~!11/1l(1~ Dastroy 10 years after the end of year 
~ In which processed.

(2)	 Retire to Fedeffil-Reoor.as-GeAter-be-· (2) RETIRE to Federal Records Center beginning January 2,
-....!::I'in Q I a '+ ;I P-44nftJ.~ 

~F.-	 . 3 years following the year in which processed.
74. Pubbc Event Manifests.	 Samples of tickets
 

printed alona with name of printer. person
 
or organtzailon ordering the tickets and
 
quantity of tickets produced.

(1)	 Destroy 1 year after end of calendar
 

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

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


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

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

~~?~-~~~).- . --.d of the
 
.. __ ~. J ~~. ... • .. "-,, _.c .eport is
 

ra ared.
 
76. Special Taxpayer	 List. List of names 0 a
 

persons. including wagering, who have ap- fr)-1. "'.. plied for special tax stamps. tac..~ ., e 1At,."""'lQ"~
['fJ!f{j(1 ~ Destroy 30 years after end of process-
•	 Ing year.

-1~tire-to-Fedefal Reeofds-Genter be- (2)	 RETIRE to Federal Records Center 5 years after end of
-9inning"danua~2~after~ndoof'Process-- processing year.

aIVer I lea e 0 ec ocla e
 
ty Coverage, Exemption from Selt-Em-
 Social Security Tax Correction Records andployment Tax for Ministers, Members of
 
Religious Orders and Christian Science Logs or Files Temporary SSN Assigned.

Practitioners, Public Officers, State or Po- (1) Correspondence, forms and documents used"!lllIIlitical Subdivision Employees, etc. 

\1~ci'4(JJ Ret.<!~_ _ __ ~ to correct discrepancies in Social 
.! 78':'Social Security Tax CorrectiOrlRecor s. Security tax account. 

I Correspondence, forms and doctJments 
: used to correct.d~crepancies·1n SOCIalSe- (a) DESTROY 4 years after end of proces-
I curity tax account~ sing year.fN1'111 (1~ Destroy 4 years afteren$f process-

~ Ing year ••·.......-- (b) RETIRE to Federal Records Center 1 
: (2) Retire to Federal Records Cen er-l.. year after corrections are made.
i year after corrections are made. 
~79. Delinquency or Correction Notices. Social (2) Logs or Files on Temporary SS~s Assigned. 
,	 Security Administration form to request (a) DESTROY 2 years after end Qf proces-


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


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

is received. 
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Records Control Schedule 206 . ¢ 

Item 
No. 

Description of records 
and disposition authorizations 

il\\1U1J7 (1~ Destroy 5 years after end of process-
~ Ingyear.

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

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

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

R\ AM (1) Destroy 6 years after termination or 
IjJfr7VW cancellation of bond. 

-{2}-fletire-to-Federat-Reeord9-GeRtef-Ofl9-
. -year-afteMermination or-cancaltatio!'l'-ef-

+-bonds=- . 
81. Employer Appointment of Agent (Form

2678). Is used when an employer appoints 
an agent to pay his employee's wages.
(1) Account witI1 agent acting for only one 

employer, 
(?) n-..-J.....,....., c::: v rrx .... ~ ~,u ...... '-""1"'T1ination. 

. . ... _. __ ...;6nte::-:2. 
.tyeaTS-attef-termiAatiefl-:.-

(2) Account witI1 agent acting-for more than 
one employer.: . .. 
(a) Destroy 6 years after all accounts
have been terminated . 

• (b) Reti~edefal-Recor~s-Center-2 
-:';'eaFS-after~all~accounts"'have-:;-bee~
-~ate<i--'-' . ,", __ . 

, 82. Federal Use Tax Retum on Highway Motor 
Vehicles. Retum of tax due on use of high-
way motor vehicle. . 

M II1J (1) Destrc?y 6 years after the end of the 
'WV I;Jj processmq year. . 

(2) Retire to Federal Records Center 1
i year atter the end of the processing 

year. 
, 83. Election by Small Business Corporations.

Rled by qualITying small business corpora-
tions who make election not to be subject 
to taxes as prescribed in IRC 1372.TillJfIll (1)-Retaln:-. -...:..." 

'(JfrI)J (2) Retire to Federal 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 articles for further manu-
facture of taxable articles, or for resale to 
manufacturers for that purpose. 
(1) Destroy 1year after termination, revo-

'ffr./J./Ill cation or after authortzation is no longer 
~'41 required, . 

-r ' 

de Let.e 

delete 

del et e 

U C. ~"'" 1.1a 
"f:!AJ ., 

DESTROY 75 years
UG? Q ft I/A/\ 

~ G0 U ~ 

-:t:"fI? C \\" 1/ •• 
\ \ '" M 

.... ;::~~- ~t: .. ~f,;.. ... 

, .. ... ,.~ ..... """..,.. ....\, 

after 

<li2 4\ 
YR 

end of processing 

~ r? ~ ~ aIt!J 
~ 'V ~ ~ ~ 

~. 
year.t: f«P @\

10 ~ 
().5)
U0 

0 
0 



Item Description of records
 
No. and disposition authorizations
 

85. Information	 Retums and related docu-
ments submitted by domestic and foreign
 
firms to advise the names, amounts and
 
types of income paid to individuals.

(1) Domestic Filed.

(a) Associated with income tax returns.C:J 1 Destroy or Retain, as appropriate, 
when related income tax returns
 

. are destroyed or retired.
 
(b) ReSIdue of Information Returns and
 
Documents not associated with related
 
income tax retums .
 

. 1 Destroy	 selected sample 60 days

after data has been converted to
 
magnetic tape. the tape verified
 
and sent to National Computer
 
Center (NCC). ( d)


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

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

1 Destroy 3 years after processmg
 
. year. . 

(2)	 Foreign Filed. . '. 
(a) Associated	 with income tax rei1:Jms.
 

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

~ar:e_destrQ'I_E~<Lor retire9. ( )
"'ljyI.1~ (b),Resldue of Inform~tion Returns.-:ana b Residue of Information Returns and Docu.rnents not associated 
~ . Documents not associated with.,..rslated with related Lnc ome tax returns.

' income' tax returns. ~./"

-.cessing 1 Information Returns and Documents selected for review.
 

or conversrcn-to magneoc tape. a DESTROY 1 year
r 2 Retire to-Federal Records Center after processing-or conversion to
- 60 days'atter prOcessing or conver- magnetic tape.
I . .sion to magnetic-t.ciPa.. '. 2	 Information Returns and Documents not selected for revievr.(3)	 Creation of or Transfer to Certain For-r eion Trusts and Annual Return of Foreign a D£:;STROYJanuary 2, following the year rec eivec .
 
\ Trust y,ith U.S. Beneficiaries (Forms 3520
 I and 352O-A) . . .
 
I . (a) Destroy 7 years after date of filing. 

I 
(4) Intemational Boycott Report, (Form

5713): . *M<'I'O ..la'1, .(~J.J~~~	 \~7fteCS 
(a) Destroy 7 years after end of proc-
I essing year. ~~ \'S)~.~.


I (b) Retire to Federal Records Center 1 
year after the date of inclusion in the ot-Ii~~~~dA". I"ff~. wlj
 

1 scheduled triannual listing January 2,

! July 1 and October 1 of each year.
 

:,! (5)	 Questionable Form W-4 Program. .. N~ I'O-'L" 9 <. \, '"' 
(a)	 Forms W-4 (Paper Document). D N D . 1 t h t . )~/CMlI. 1 DestroyG{-years-after-the-end-of- 0 ot estroy un t i. urt er no r.ce, 

~!~~~ -the-processinq-year; 
: '2-RetiretoFederaIRecords-Gente1'4 delete o,K. wl9 

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

MT	 1(15)59.26-1 IR MaroaJ 
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Exhibit 100-1 Cent. (9) 

Records ccntrcl Schedule 206 

Item Description of records	 C'. /. +) No. and disposftion authorizations 8'~/S 13/ c...ott • 
1 Destroy~years--after-the-end-of-- Do Not Destroy until further. notice. , 

-the-processing-year~' r:_ ~. '\ A J -r:A__ .Ii - A ~'IIC /JJ.I nlfA4A.I rJ I 
-2-Retire-to Federal-Records Centef-1. de 1 ete ~ -fLrr- _. "'~,~ ("'It'/C. ~~-r OJ;3 

~-=after-the--end-Of-prOCeSSing (6) SclAedule K-l Edit Sheet (Form 6035) 
86. Public Inspection Files (Hardcopy and Ap- 1 DESTROY6 months after end of processing year.

erture Cards) for Retums of Organizations 
or	 Fiduciaries Exempt from Income Tax 
maintained apart from the "retum" portion
of these forms. . .,' 
(1)	 Destroy 4 years after end of process-

ing year. ;.
 
87. Undelivered	 lniormetidn Retums (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	 Retums received from em-
ployees and recipients. 
(1)	 Information Retums associated with in-

come tax returns,
 
(a) Destroy ex Retain, as appropriate,

when related income tax retums are de-
stroyed or retired. 

''''' '-'---'-'-- ,...-~ -- •.. -.- ---;at~ with 
. _ ...... , .... - _.- ...... - ...-...." . _._"'-' 
(a) Destroy January 2 of the year fol-
lowing the year in which prepared.

89. Uquor Tax Assessment Work Sheet (En-
forcement). Used to determine rate of tax 

I and amount of tax and penalties in en-
. forcement cases.

1£ .VlfIfJ (1) Destroy 7 years after end of process-~ ;hJ log year.
./ "(2)-ftetire	 to-Federaf-Records--Center-be-

·ginning·Januruy·2.following-ttle-year.4~
-which returns-were- Aumbered-arni .filed_ 

90. Magnetic	 Tape Correspondence Files re-
lating to the receipt, processing, and retum 
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 information retums 

and payment data documents are cov-
ered elsewhere in this Schedule.) . 

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

91. Transmrttal, Receipt and Control Records. 
Correspoodence, teletype, transmittal let-
ters, reports. and transmittal receipt and 

N(. SO -"i. .,. ~.,.& ~ -""t~, ..... -c, \ Ii~ r ftC s 
..t~""·"'~'	 . 
(2)RETlRE	 to Federal Records Center 1 year after end of 

processing year. 

IR Maroa!	 MT 1(15)59.26-1 



Item Description of records 
No. and disposition authorizations 

control documents, etc., (not covered else-
where in this Schedule) pertaining to receiv-
ing, controlling and transmitting tax returns, 

, taxpayer account registers, and related 
iflVlJlI) documents.	 ' 
~ (1) Destroy after 1 year. -

92.,Advice of Transmittal used to transmit 
, schedules to' the Social Security

Administration. 
(1) Destroy 1 year after end of processing 

year..	 -, 
93. Taxpayer Correspondence Files: 
, (1) Corresoondence 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 tneI( represeruauves 'lVi ,i...i, 
do not involve substantive tax liability
questions, and which when answered or 
noted, complete the cycle of correspon-
dence and have no value for a more ex-
tended reference. 
(a) Destroy after reply is made, infor-
mation is furnished, or appropriate
changes are made in Service's records. 

(2)	 Loose schedules; Form 1310, State-
ments of Claimant to Refund Due De-
ceased Taxpayer; copies of death certifi-
cate; etc., not associated with applicable 
return. 
(a)Destroy 1year after due filing date of 
tax return. 

(3) Correspondence rnaintatned in sus-
'r.ims or 

ctner cocumems, or eoverec elsewhere 
in this Schedule. 
(a) Destroy 30 days after file is closed. 

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

1	 Destroy 3 months after request
has been filled. 

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

1	 Destroy when related returns are 
destroyed.

94. Source Documents used for the establish-
ment of master files, consisting of mail 
slips, addressograph plate lists, alphabeti-
cal listings by districts and other lists of 
business firms used to perfect the master 
file. 
(1)	 Destroy 60 days after data has been 

converted to magentic tape, the tape
verified and corrected, and master file 
established. 
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Exhibit 100-1 Cont. (10) 

Records Control Schedule 206 

Item Description of records
 
No. and disposition authorizations
 

95. Notice of Action for Entry on Master File or Nc..I'b-i:19. ~	 \~l'l~, ...... qel:Y..rv'W""'Q ~CS 
. equivalent forms.


i.:f1nn (1! Destroy 5 years after end of process- ~""1ss~.

%Jt;,j mg year.


i -{2-)-ftetfre--to-FeGerel-Reoor-es-Goot~ (2) RETIRE to Federal Records Center 1 year after end of
 
'~tt~ processing year.I	 ~ 

1	 96. Master File Entity Change, or equivalenti forms not associated with case files.

NII1RII (1 )Destroy tyear after end of processing
 
~fJVV year.


9? Block Control Cards, and equivalent forms
i used as a card control for documents intra-

I duced through the processing cycle. 

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

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

98. BMF and IMF Entity Change	 Cards used in
 
.. '. -9 ,of the
 
......""' .... 11.1,;;;.::...;:, I •• C.~"VI t i10 \L....oitr •• I c,..,...u	 iti~ 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 to tran-
scribe data to the master files.
 
(1)	 Destroy 14 days after data has been
 

converted to magnetic tape and tape
 
~w- •.:.oJ C1na v~rijiea.-·
 

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

Reject File.
 
101. Unpostable and Nullified Unpostable

Cards and equivalent records used as
 
source documents to facilitate the correc-
tion of unpostable transactions. Used in all
 
research, especially in payment tracing

and Social Security Number (SSN) and
 
Employer Identification Number (EIN)

changes. .
 

• (1) Paper Records (Not Microfilmed). 1.)!/lM (a) Destroy 3 years after end of proc-
~ essing year in which closed, or when no'II 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).
 

http:w-�.:.oJ


I	 ___ 

! Item Descrip lion of records

, No. and disposition authorizations
 

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

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

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

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

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

(c) Hard Copy.
1	 Destroy 9O,days,after-microfilmiog aft er
 

aoo film verification.

102.<tJnpostable,-Error-and-Reject-Registe~Unpostable and Error Registers and Listings
 

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

f(ecti	 )<;goperartR ........ ~rr.,,- Error Registers and
'ectti°I1SR':,-,	 Listings.1erro e) eg""ers anc U<>Ullgs.

ir\\'f.1 nil (a) D-estroy~·no·10nger-needed..j~fter data have been inputed by Direct Data Entry (DDE), 
~ vy current·operations,-unle,ss-the-SupefVI-. unless the Supervisorv Auditor at the service center a sk s - -50fy.Audltor-at-tI"le-S9f'VlCe-Center-asks	 A.J 

: for~them-to-be·-retained-for--a-tongef for them to be retained for a longer period.
 
I -panod.-
I (2) Unpostable Listings.
 
:	 (a) Destroy after 30 days, or when no
 

longer needed in current operations,

whichever is the longer period, unless
 
.' - ' .' "~ service 
V"':'II ... I,;;. ,.;;.....x~ • .....,1 u.;;;,j, I.\"" oJ';;;; ,t:;;Lain~ for a i,	 longer period. 

(3) Accounts Maintenance Claim Pending
I (OO-W) Transcripts, Forms 4179A, with
I 
an unreversed TC 470 and Closing 93 94
 
Codes 00, 90, a{-99<o~.-------~• or . 
(a) Destroy when no longer needed in
 
current operation.


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

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

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


104. Block	 Proof Usting Register. Regis1er is
 
printed each cycle reflecting each docu-
ment "input" in that cycle separated as to
 
IMF and BMF in DLN sequence. Used daily
 
to furnish informabon to the district offices,
 
other services centers and taxpayers.
 
(1)	 Destroy 1 year after end of processing
 

year.
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(4-2-81)Exhibit 100-1 Cont. (11) 

Records Control Schedule 206 

Item Description of records
 
No. and disposition authorizations
 

lOS.	 Notice Registers. Ust by DLN, EIN, (BMF)
 
Of SSN (IMF), master file tax code, tax
 
period, name control by type of tax return
 
and computer paragraph number.
~I\nlt (1) Destroy 1year after end of processing 

~vJ year. , 
: 106, Transcript Edit Sheets used in extracting 

data from returns for statistical processing
I programs. 

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

, 107. Quality Assurance Sample Selection
 
Sheets and Assurance Control Sheets
 
used to select and examine a group of
 
retums for National Office quality assur-

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

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

lOS.	 Statistics of Income Program Tabulating
 
r.<>,r/.", ,.",,,,0-1 fr'" <:obti .... ;....,,' ..,rocessing of
 

-c ..~ 

-I (J . (1) Destroy after completion of each an-
lJi~ . nn nual or other periodic program upon no-
t.'I' l;) tffication by Statistics Division, National 

Office. ' 
109, Sample Selection Sheets. . 

if'1)Il/} IJ (1) Destroy 1 year after completion of an-
I/.,. ~ nual program unless notified otherwise 
...-'j by Statistics Division, National Office. 

110. Sample Receipts Control Cards used to


I key punch Sample Selection Sheets.
 
~ (1) Destroy after completion of e~t't an-

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

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

Compliance Measurement Program.

(1) Destroy	 6 months after completion of
 

annual program upon notification by

Statistics Division, National Office.
 

112, 810ck	 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.
 
, (1) Destroy 4- years after end of process-

ing year. 

,, 
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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. (Retained in Andover Service
 

_ Center.)
if":;JJJJJ1 (1) Reta in. 
~ (2) Retire to Federal Records Center 6 

months after completion. of matching
 
- - and vertfication 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 l.
 

operations. ~~~=iieVoua~-1!bMF En tit Y
117. Exempt OrganizationsYMBS1B7RIB Vouch-

ers and Employee Plans Entity Changes.
 
iI\v1nJ) (1) Destroy 4 years after end of process-
~ Ingyear. 

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

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

fies documents with remittance and those
 

\':"'J I...IC-.J.".jl rile 

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

2 Duplicate CoPY J.
D o. a DestroY,6 years after end of
ID~ processing year. 
(b) Non-Master File 

1	 Original Copy
 
a Destroy when related returns
 (2) Document/Remittance Register (Form RPS are destroyed. 30
 

2 Duplicate Copy/, 813). Identifies ~ocuments and
 
~ !'J?nJ'l a Destroy 61•years after end of remittances processed through the
t7vEvl/1 processmg year.


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

Cj)(c~Encoder Taoes and Logs. 1 DESTROY when related returns 
lmll)\/\f!I? (5) t Destroy 6 years after end of proc-
~ essrnq year. (b) Dupltcgt~tCgpyd.

~ 2-Re!ire-to-Federal-Reeefiis CentOf.
 
7f 2-year-s-aft~cocessing	 1 DESTROY 6 years after end of 

(.:j..) year-.-	 processing year.
(2). Block and Selection Record (Form 

1332). Identifies retums and related doc- 2 RETIRE to Federal Records Center 
uments without remittance. 2 years after end of processing(a) Onginal Copy 

1	 Destroy when related returns are year.

destroyed.
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Records Control Schedule 206 

Item Description of records
 
No. and disposition authorizations
 

(b) Duplicate Copy Used To Transmit
 
S~ Forms.
 

1 Destroy when related SS-4 Forms
 
, are destroyed.
 

119. Examina tion Records Processed for Non- ..1&.1\.1 < r0 .., ~~. 
' Master File Returns, no retums attached. l' W , •
 

~ (1) Destroy 3 years after end of process- # "",:£, .,", .~.
 
Ing year. d l '
 

, '2)--Retire-t0--FOOeral-Records-~rue::...6- e_ e"Le
 
: --rnGAths-..after-Sl4d-et-processmg...y.ear.

; 120. Declaration of Receipts· of Political
 
I Contributions.-'-N7!Jf) (1) Destroy on April 15, 5 years following ~l~ the year date on upper right hand side of 
, forms. 
; (2) Retire to Federal Records Center be-I ginning .Januarv 2 following the end of 
! processing year. .
I 121. Presidential EJection CampaIgn Fund. 
: Statement r!J;V1JJ (1) Destroy 6 years after end of process-

II..I~ mg year. 
=--. (2) Retire to Federal Records Center be-

. ·'e .-end of
 
processing year. .
 

122. Annual Employer's	 Return for EmpJoy~'s
Pension or Profit-Sharing Plans, includinq (3) EPNF Hicrofiche (I.JorkingCopy), 1977 
all related schedules, documents, corre- filed in Film Accession Number (FAN)'spondence and exhibits, filed by the erl!' sequence.ployer who maintains a plan or plans for hls I

I 

employees or for himsetf. The EPMF proc- (a) DESTROY 3 years after retirement to
essing year is July 1 to June 30. Federal. Records Center.J~;v.:1/J (1) Destroy 6 years after end of process-

- ~ mg year, -' 'J 0 (b) RETIRE to Federal Records Center 
(~; ~Q~' e 10 Federal Records Center "'-<	 July, 1982.~ "---ID.OmruLa,tt!"L..~o.d __QLp(o.Q..e.sslD~LY~. ' (4)123-:"lnstallment Billing Closed Case FIles. In= E~l-IFHicrofiche (Ivorking Copy), 1978,
eludes Service Center notices, computer flIed in Box Identifier Number (BIN)paragraphs 191 and 480 printed. on Form
 
4179, bank form, used as posting docu- sequence.

ments to manually update installment cas-- (a) DESTROY 3 years after retirement toes. An installment case file is closed when
 
the account is timely and tulty paid or when Federal Records Center.
 
the account is transferred to TDA status.
 (b) RETIRE to Federal Records Center(1) Destroy 1 year after calendar year in July, 1983.which case was closed. 

124. Vehicle Registrant Records. Used tor the NOTE: All 1977 and 1978 Returns andHighway Use Tax (HUll Compliance
Program. Master Copies of l-licrofiche 
(1) Destroy 44-months after completing J were retired to the Daytonthe match of HUT leads (Vehicle Regis,
 

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

Data Center. 
,~ , t •''l:!l!i~
 



Item Description of records
 
No. and disposition authorizations
 

125. Information	 Returns Program. Payee Tax
 
Identification Number (TIN) Perfection
 
Match Usts (CP 2010, Form 4906); Re-
quests for Verrfication 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 Correction Up~td He-
ject Records (CP 2017. FOfTll 3624).

(1) Information ReOJms. 

(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 Rle or Payer Correction File, as
 
appropriate.


(2) Underroporter Select and Non-Select 
SSN Ust (Form 3624); -Notice-ea~
 

hBP-2000-(Form--5&1'2}: '
 
(a) Destroy as .classitted documents (3)Notice Data for CP-2000 (Form 5812).'~_wlleQProg(am...C.OmpJeJe.Q.......,-,,-_-._-I
 

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


derreporter Related Documents:
 
(1)	 Transcript Umiting Card, Specific Tran-

script Card, and Audit Finder Card,

(a) Destroy 30 days after successful in-
put to Magnetic Tape for selected case
 
cards or simultaneously with disposal of
 
transcripts for non-selected case cards.
 

(2) Non-select Audtt (Discrepancy and Un-~-.----...... -.\ --.----..:-"--
,_I , '_" " __ ~ISCripts
 
60 days after final action. .
 

(3) Unmatched Audtt Finder Card Usting.
(a) Destroy listing 1 week after suc-
cessful corrective action has been taken
 

, for finder cards indicated on the list 
i127. Actuary Mailing Ust Information. FormI


! 5398 (accumulated in Andover Service
 
i C€nter only).
 
; (1) Destroy after 3 years.
 
i 128. Employee Plans-Plan Case Control Input
 
: Record. Form 4646A.
 

(1) Destroy	 9 months after processing

date. (Processing date is Julian date,
 
4th, 5th, and 6th digits of control
 
number.)
 

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

the calendar year issued.
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Exhibit 100-1 Cant. (13) 

Records Control Schedule 206 

Item Description of records 
No. and disposition authorizations 

CASHIER, ACCOUNTING AND 
ADJUSTMENT RECORDS 

130. Docl;1ment Remittance	 and Assessment 
Reglst~rs, Certificates of Deposit. Copies
of registers and related documents and 
journals prepared for the control, classtfi-
cati~n and applications of tax payments
~ecelved for deposit retained in the Clear-
inq-and Deposit Section, Receipt and CoI1-
trol Branch, Examination Division. 
(1)	 Destroy' year after end of processing
 

year.

131. Daily Record	 of Teller Remittances. Daily

accounting and recapitulation of individual 
teller receipts including cash, checks and 
mo~ey orders, with related papers (NCR or
adding machine tapes) used in connection 
......th tho tollar'c: ..Gilv h::>f:01 . 
(1) Original with tapes ana~ .--. 

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

(2) Teller's Copy (duplicate) ..

(a) Destroy after 1 month. . 
':"""1_.-1, "',,_.'_ • 1""'\ __ ... 1 r->.'!.~" -..t"')rd main-
_ ,__ • __ .... _., •. _.... _' ..~e'-center 
f or each'type of return or document Which 
serves as a control for the assignment of 
blOCK number;s.
(1) Destroy	 1year after end of processing 

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

showing the distribution of change-making 
~n~~ to all subagents by the ~~~nt 
'-"c1::'III~I. 
(1) Destroy	 2 years after end of process-

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

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

ing year.
135. Armored Car Messenger Receipts from 

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

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

ments raceived.'C,MII (1). Destroy 5 years after end of process-
\rV'1J mg year.

137. Discovered Remittance Lists and Forms 
~ , 4287. Documents used to record and con-

! trol cash remittances discovered in mail , 

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

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

(a) Destroy 1 year after the end of the

processing year.


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

, processing year.
138. Special Tax Assemblies. 

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

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

: 139. Beco~ of Stamp Transaction~11TlS' 
: ~d..J:ecords...ralatin9-tQ~th9-reqUlsitioni Control Records for FEceipts for Payment of Taxes (Including
- _. snlmps:-~""-~ --~'-',"-. ~ 

,(.+t-{)eslroy 3 years after·the,~lose of year Form 97). Certification of Transfer or Destruction of Receipts
in which the stamps were sold ... for Payment of Taxes, inventory control records, and inventory

140. Cover Certificates in lieu of lost or de- accountability reports.stroyed special tax stamps.
(1) Destroy 1 year after issuance of last ,1) Orignal File Copy.


: certificate in book.
 (a) DESTROY 3 years after end of processing year.
141.	 Punch Card Requests for taxpayer ad-

dress information from the IMF. . D~plicate Copies.

(1) Destroy after mailing information to (a) DESTROY 2 years after end of processing year .. 

requester.
142.	 Narcotic Registrants. Inventory Records
 

and Purchase Orders.
 .. ~r,QCess-i[)fVlA 
~ mg year.	 . f 

(2)	 Retire to Federal Records Center a -
ter January 1 of the year followmg the
 
processing year. . 

i 143. Records of Receipts and Disposal of N~-
, coties. Monthly reports submltt~ b~ regis-

tered users and sellers of narcotics includ-
ing all related correspondence. .
 
(1)	 Destroy 2 years following the year In 

which filed.
 
j 144. Alcohol. Tobacco and Firearms Tax Re-
 N< gO-1.~'. (~.~ ,.~~ 
i turns. Retums filed by taxpayers for. ~e-
! ferred payment of taxes on distilled SPirits,
 ~~ \98) 4A~~')rectified products. wine. beer. Cigars and I71MM cigarettes.

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

i -(~eth e-to the Federal Rec:ords 6enter-J.e eve
 
--+year-after-end-of-process1ng-yeal':"'-

145 507 Telephone Call Notices and ~e'a~ed
 
. Forms 2747. Notices and InvestigatiVe


History Sheets for delinquent accounts
 
which have been paid in accordance WIth
 
the payment agreement .
 

'1N£ln,,(1) Destroy 1 year after the account IS 

~.;! closed. 
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Records Control Schedule 206	 c 

, item Description ot records 
. No. and disposnion authorizations 

146. Certificates of Deposits and Tickets. 
(1) Deposit Tickets (marked "Bonds").
 

'iIi\!1J7J7 (a) Destroy 10 years after close of list
 
~~ year. .
 

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


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

The DR credit is input to the master file.
 
Used to determine tax payments and to
 
furnish information to district offices and
 

,taxpayers. .'iftJ1f/JJ (1) Destroy 10 years after end of process-
~ mgyear. 

I (2) Retire to Federal Records Center 4
 
i years after end of processing year.

: 148. DR Transmittal Ustings. 
, (1) Destroy 6 years after end of process-

ing year.
 
f')\ D"+i,..,.,, ~..... C:~~"""'-:lt C ,...... Center 6
........... .-I~
 

_ _ . ';-01 Sheet
 
: date.
 
I 149. Unused DR Ustings furnished by Federal
 
i Reserve Bank.
 

(1) Destroy after all items have been
 
; closed.
 
! 150. Schedules and Usts ot Canceled and Un-

I delivered Checks and Bonds.
 

jNJ1?JI(1) Destroy after audit by General Ac-
~~ countinq Office (GAO) nr when 3 years

: ore, whichever is earlier. 
f 151. Notices of Refund Checks or Bonds Re-

turned. Notices and forms supporting

closed undelivered refund check or bond
 
cases, or equivalent forms used as a fol-
low-up to locate taxpayers.

(1) Closed Cases (after taxpayer is located
 

I or check redeposited).
 I~ Destroy after the calendar year in
~/1(a)

IV:", which the taxpayer was located and

I case closed, or in which undelivered
 

check was canceled and credited back
 
to the taxpayer's account
 

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

.c: i'i\/J/11 ered refund checks) .'
 .r~!. (a) Retain_ ( .....
I (3~o~~~~;ts. Ales Copy with related r-e<.. go- ~~,. ~ ~. ~ ~ ~ \fr,r \tCS 
2iiJi)!!{! ~~a~estroy 5 years after processing ~ ~ \ ~tO ~ ",.1:<. 411' ~ ia ~~ 

: "tb}-Retire-to-Fede.ral-Reoor~r.lt~ delete .... )[u..IlcC""'.L"":!oAtI~! .,.ear-after...processmg..yeat-	 ~ ~ OK wI:> 

1,;'7.,1v
 

http:tb}-Retire-to-Fede.ral-Reoor~r.lt


Item Description of records 
No. and disposition authorizations 

152. Refund Inquiry Control Correspondence
Files relating to refunds, stop payments


. and Temailing of checks (maintained in al- C;:, 1 ,,~
 _LA 

pha sequence in one-month blocks). "-v 
(1) Destroy 6 years after case is closed. , 

.-{a}-Retire-to.-Federal-Recor<ls-Gentel'--1-.d	 el et e
 
-¥9ru:..attec..the.case..is ..c1osed...
 

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

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

ing year.

155. Refund cards	 punched from Nee tape fOT
 

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

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

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

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

Checks, Debit Vouchers and Related
 
Correspondence.
 

crocess-
"'\1 "Y:>leffl IU fJO;,( 0601, uansacnons to 
the master file. ((

')Nf;1,7J) (a) .Destroy 5 years after end of proc-
~ essmq year .

.(b)...Retire-tO-F...ederal-Records..cer:lter-1. del et e 
.year-after-end -of-processinq-yeas,

(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-


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

~ (a) Destroy 5 years after end of proc-
""' essmq year. i (2) Part 2 (white).' Unapplied Excess 

: Collections.cllJllM (a) Destroy 30 years after end of proc-~l~ essmq year. 
i (b) Retire to Federal Records Center 2
 
: . years after end of processing year.
 
: (3) Part 3 (yellow).
 
ilWlj!/I (a) Destroy 5 years after transfer to
 
~ closed file. 

MT 1(15)59.26-1	 IR Manual 
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Item 
No. 

Description of records 
and disposition authorizations 

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

159. Reports of Deposit Deposit fund records 
of offer in compromise, property sales and 
deposits, miscellaneous deposit funds, 
etc. 
(1) Records created prior to July 2, 1975: 

(a) Destroy 10 years, 3 months after the 
period of the account 

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

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

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

(a) Destroy 2 yean attAr completion
r's Office. 

of 

\G) ~mer(:; auon IS not roqUired by Regional 
Inspector's Office. 
(a) Destroy 2 years after end of proc-
essing year.

161. Accounting Journals and Abstracts. 
(1) -Records·created-prio;--to..July..2,..j SZ5: 

ia)-DestroY'1 0 years,3-monthsatter.the..
period-of-the-account

(2r-Records-created--oo-of'-after-.July-2.,
-t975~ 
IN Destroy 6 years, 3 months after the 
period of the account 

(3) All copies: 01< 
(a) Retire to Federal Records Cente(>t/ 

~..s_~_after inteal?Uw-.9it QQi!~ti.Qf!.S~:_''/__ 
162.rax Transfer Vouchers. Vouchers pre-

1 "AJparSd,to effect the transfer .otan assess-)VD ~ ment This ~em also relatestc cr~it trans-:/\..v fer vouchers used to transfer credit entries 
. on tax accounts" - between District 

-+ 

Tax Transfer Vouchers and Excess Collection1 
Posting Document. Vouchers and Posting
Documents prepared to effect the transfer 
of an assessment. This it~m also relates 
to credit traNsfer vouchers used to trans-
fer credit entries on tax. accounts between 

Directors. /---........,
(1) Destroy.B years after.end of process-

ing ye,ar:'. ' ........." 
(2) "etire to Federal Records-Center 4 

years after end 'of processing year; 
, 163. Vouchers and Schedules of Payments. 

TJ'f) f) (>?i f1-}"-Paid-copies-created-prior~to-vufy-2, 
11 )I/I.:!t// . '1975:
\~(,~G(1 (a}-Destroy'10 years,3-months after the 

'\ -period-ot-the-account, 
I \ (2),-Paid-copies-created-orror-after-.July-2-, I ,,'-1975~-

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

District Dir~ctors. 

(1) Open or unappli~d excess collection 
documents. 

(a) DESTROY 30 years after end of 
processing year. 

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

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

cessing year. 

IR Manual MT 1(15)59.26-1 

(3) 

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

Tax Transfer Vouchers and Excess Colleciion Posting
Documents retired to FRC's prior to 10/~2.
DESTROY 8 years after end of processing year. ~/

/0/1'1/ bl. 



Item Description of records
 
No. and disposition authorizations
 

~ .
/l/J.Z1 All Paid Copies:

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


. jlUdited.
 
'2~ Suspense copies:
 
J (a) Destroy when no longer needed in
 

current operations except when used in
 
lieu of "paid" copy.
 •164. Assessment Cettiticetions and Usts. N'::lf-'2.1J'j ~ .....~r'1"~ 

'i')V'IJZI/(1) Destroy 30 years after end of process. • •
!!,.f.I'-V ing year. ~-,.",-- • ,

-{21..~tire-to-Federaf-Record~-{ 2) RETIREto Federal Records Center 3 years after internal 
yoar after iAteffiel el:Jdft-.of...operatioRs. aUQit of operations.

165. Revenue General Ledgers. Copies of gon-
eral and subsidiary ledgers which summa-

: rize the financial status of tax accounts
 
: ,/\ with supporting documents and reports.
 

N\/l, \1J:f.1.f--RB¢ofds-cr.eated...prior-tO-July-2,....t97-5:
l!.,i 1'-;1 • (a)-Des troy -10.years. 3 months.atter.tl:ta.

period -of-the-account,r;.tl:o(~~7~rds-created-orr-or-after.-Jul~ 

~~") Destroy 6 years, 3 months after the
 
period of the account
 

{3)-AIl copies;

(:» (a) Retire to Federal Records Center 3
 

years after intemal audit operations.
 
166. Revenue	 Reports and Accounting Control
 

Records relating to the collection and
 
orocasslno of rerr1rttp nCB.'"
 

"i:.-~ 

~ (a) Destroy arter audit by GenaralAc-
~ counting Office or when 3 years old, 
, whichever is earner. 

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

167. Credit Reduction Cards (from Forms 940
 
processed in service center).

(1)	 Destroy after audit by General Ac-

counting Office or when 3 years old,
 
whichever is earlier,
 

168. Posting, Payment	 and Adjustment DOcu-
ments (Other Than Original Tax Retums).
 
Used to process payments and other mis-
cellaneous adjustments.

;NWi(1 ~ Destroy 5 years after end of process. 
f!,.rMJ Inq year. 

(2)	 Retire to Federal Records Center 8$-- beginning July 1, 18 months after end of processing year. 
Jollows: 
'taL Those with no more than 1 reteren 
per'bb'c foot of files per month. 

1 Re	 to Federal Recor nter
 
beginnin nuary 2 year after
 
end of proces 'Q~. ar, delete
 

(b) Those with more eference per
 
cubic foot of file er month.
 

1 Retire ro-1=ooeral Records ter
 
beQirn'ilng July 1, 18 months aft
 

.,pna of processing year.
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Item 
No. 

Description of records 
and disposition authorizations 

, 69. Advance Payment Records. Used to docu-
ment and classify advance payments. 

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

170. Remittance Registers. coG (No Longer Accumulating).
~/\,Ol\ ('~ Destroy20yearsafterendofprocess-
~~ Ingyears. u« lD ...~5'. (-4 WA~ 

(2~:a;i~;e:~~e~r~lo~:~~~~sy~:;ter" 3 A'~ 0', e --iJ. 
171. Carryback Adjustment Cases with related 

schedules, supporting papers and 
worksheets. 

~~ (1) Destroy10yearsafterendofprocess-
~ ingyear.

(2) Retire to Federal Records Center 3 
years after end of processing year. 

: 172. Report of Tentative Carryback Applica-
tions and Offers in Compromise.
(1) Destroy 3 years after end of process-

, ing year. 
I 173. Unit Ledger Account Cards, Documents 
, Registers and Recaps and Remittance 

Registers and Receps. ' IIf)~ (1) Account Cards tnat are closed (Paid in 
fu!l:subsequently abated, and ~~all debit 

I vc-, - _oJ .. ) v'Y ";"V ICGd';;; .... , ~CI dnd Of proc-
I essing year. I (b) Retire to Federal Records Center, S 
I yeas after end of processing year. 
I (2) All other account cards after the collec-
I tion statute expiration date has expired. rA/f.\.!)A (a) Destroy. 30 y~ars arter end of proc-~:nrvv essrnq year In which expired. S 

(h\ Qo~;r .. '~ C~,.j~.~1 c~-ords Center ~ 
I yea~'att'e; end of;;'r~'c'~;~ng year. " 

I 
(3) Document Registers and Recaps, and

Remina"lce Registers and Recaps. 
7. ~D~ (a) Destroy 30 years after end of proc-
(!.::rJ essrnq year.

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

174. Accounting Reports not covered else-
I where in this schedule and which are not 

\ 
: subject to GAO onsite audit

(1) Record copy.
(a) Destroy 3 years after end of report-
ing year.

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

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

year or 1year after internal audit of oper-
i ations and accounts, whichever is later. 
: , 76. Transmittal Memo Accounting Control 

Documents. 
(1) Destroy 90 days after verification of 

receipt 

N(gO-'1:t,. ~~ 

12C.CS~. 

o 

.......x«1~t! ..-c, \tflo 
r v.!J,.

~"c;, 



Item Description of records 
No. and disposition authorizations 

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

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

178. Historic Transcripts related to closed 
accounts. 
(1) Destroy	 2 years after end of process-

ing year.
179. 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
Corporations) and Record of Claims. 
Claims files pertaining to allowances for 
overassessments, notices of disposition, 
and notices of refund with related corre-
spondence and records. (Claims filed by
corporations are covered in Item 58 of this 
Schedule.) Claims allowed in full, in part. 
and disallowed claims. 

~/lJV)(1) Destroy after audrt by GAO or when 3 
~ years old, whichever is earlier. 

Concurrence	 of P.egional Inspector shall be
obtained for any disposal before the three 
years.~..,J	 c .... rf":"i,-.~"",-..4,.I':'<:"',...J r.:;Jr.i.~"j~+crl 

\	 , - - - _. - ># - - -

ing year.
182. Technical	 Section "Closed Sensitive" 

Case Folders. Residual papers remaining
in the folders such as work papers; tran-
scnptions of tax account or accounts; 
Form 3870, Request for Adjustment, and 
4173, Special Case Referral; and copies of 
correspondence. 
(1) Destroy 18 months after closed date. 

183. Trenscripts	 of Accounts requests and re-
lated documents. 
(1)	 Destroy 6 months after end of proc-

essinq year, or when no longer needed 
in current operations, whichever is 
earlier. 

184. AudiU Appellate Adjustment	 Advices (lMF 
and BMF).
(1)	 Destroy after internal audit of opera-

tions and accounts. 
185. Payment Tracers.

(1) Destroy	 1 year after payment tracer is 
closed. 

MT 1(15)5926-1	 IR Manual 
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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.
 
18? Offers in Compromise. Case files including


data conceming offers in compromise by N<' t0Q2.~9· '''':J=4. ~ ~ .,....~1; t r,-"
cash, installment, transmittals, and ac-
ceptance of offers with related correspon- Q <. S ~ ler ' '},~ · 
dence. (Note: If a compromise case file 
contains an installment offer, or if an offer 
involves a collateral agreement, the date 
of closinq the case shall be the date the 
offer in compromise is accepted or reject-
ed after payment in full has been received,
or the date on which full compliance has 
been made with the terms of the collateral 
agreement, whichever is the later date.) 
(1) Destroy 6 years after close of case. 
(Q'f	 Retire to Fedelal Rewlds Celltel 1 (2) RETI~E to Federal Records Center 3 years after close of 

~H2~ case.188. Barred Deiiciencies.	 Copies of Form 3999
 
used to report statute expiration of barred
 
deficiences and overassessrnents and on
 

.,;:;5 to the
 
18glonal omee.
 
(1)	 Destroy 3 years, after end of process-

ing year.

189. (Reserved.)
190. Statement	 of Account for Participants in
 

Individual Retirement Accounts or Annui-
ties, Form 5498 (Copy A). 
(1) Destroy 2 years after filing year or year 

_~	 .. ~ ~!_&.._ •• __ :_ 1_ .. -

-'	 ...............t"~ ,II .... ,I~ .. Q. ,.., 1001I.CH.
 

191. Closed Problem Inquiry File (Forms 4442
 
and 4442C).

(1)	 Destroy when no longer needed in
 

current operation.

192. Correspondence	 Suspense File (Ac-

counts Services).

(1)	 Destroy when no longer needed in
 

current operation.

, 93.	 IRS Employee File-{Employee Delin-

quency Check.)

(1)	 Destroy when updated or new pro-

gram filed.

194. Closed TC 130 Cross-Reference File. 

(1)	 Destroy source documents~e!eM'!~--at the end of June and at the end of December those 

yeM~ closed forms and related documents over 6 months
195. Permanent Work Record- Tentative Car-

, ryback Allowance (Form 6902). old _
i~ (1) Destroy when data has been tran-l~ scribed to the 4821 Report. 

IR Manual	 MT 1(15)59.26-1 
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1 

Item Description of records
 
, No. and disposition authorizations
 

'(NOIE: Item Nos. 196 through 199 ate_ny{
served..ior future additions 'fa the
 

"Cashier,Aec.ountirlg_and Adjust- delete
 
ment,.Recoras" portion-of-thi~

Schedule.)
 

196. Inforr.;s.tionNotice (Forl'l5970) (No Longer Accumulating).MACHINE (PAPER) PRINTOUTS AND

MICROFILM REGISTERS, INDEXES AND (1) DLSTROY 2 years after end of processing year.

DIRECTORIES
 

(Prior to conversion to microfilm and transfer NevT Items 197, 198 and 199 (see attached insert).
of returns processing and revenue accounting

functions to service centers, district offices were
 
charged with the responsibility of maintatning and

retiring the record (official) copies of machine
 
(paper) printouts of registers, indexes and direc-
tories. Efiective with the conversion to microfilm
 
and transfer of these functions to service cen-
ters, service centers were charaed With the re-
sponsibility of maintaining and retiring all record
 
copies of registers, indexes, and directories in
 
accordance with this Schedule.)
 
(Note: Record copies of indexes, registers and
 
directories printed on machine stationery may be

retired to Federal Records Centers 5 years after
 
end of processing year.)

200. IMF and IRA Account	 Registers. Weekly


printout on microfilm, replacing the Index
 
Registers, Settlement Registers and Out-
standing Balance List as of January 1,
 
1968. Generally, each time some activity


," . '. .' '- g!lpost-
II !:::I;J \ ...... ~IIO'~ 1111,.,1 ...... 0..11..;:; •• 111 ";"r-I"""c.c::.r on thei weekly accounts register. Each accounts 

I 
I register record is, in eHect, a specific tran-

script of the module. The accounts register
is in order by account number within dis-
trict office and is printed for each district 
Within a region in SSN order and within 

I validity digit sequence. Weekly registers,
for a variable number of cycles, are com-I bined into a cumulative accounts register

I ' on a four-week basis. N' '0 ~~ i (1) Monthly Cumulative Accounts Register "a - .,-,. ~.""~ • 

'~ (record copy),	 ~ I?' e.. .... • 11110 (a) .Destroy 30 years after end ot proc- ,~'"' 7J ., ~ ... 

I	 
.LI!U essmq year.

-{b}-Retire-to-FB<ieral-Recor<ls-benter del e '-e 
·after-&-months.-

(2) Copies of Monthly Cumulative AccountsI Registers required for research. I (a) Destroy 2 years after end ot proc-
, essing year, or when no longer needed 

in current operations.
(3) Weekly Accounts Register,

(a) Destroy upon receipt of subsequent
 
weekly register merging prior registers
 
with all of the active accounts for the
 
current week.
 



197. Reject Registers used to process rejected documents. 
(1)	 Deleted reject registers (records that have been removed from processing).

(a)	 DESTROY 1 year after processing.
(2)	 Selected reject registers (corrected records that have not been removed 

from processing).
(a)	 DESTROY after 90 days or when verified that record did not appear on 

aged list, whichever is earlier. 

198. Reject Control Listings to monitor and control the reject inventory.
(1) Inventory listings in DLN sequence and Aged Reject Listings.

(a)	 DESTROY 1 year after processing date. 
(2) Inventory listings not in DLN sequence, disposition listings.

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

(a)	 DESTROY 6 months after closing date. 

199. .Service Center Control File Adjustment Records 

(1) Processing Copy.
(a)	 DESTROY 2 years after end of processing year or 1 year after internal 

audit of operations and accounts, whichever is later. 
(2)	 File Copy (retained by preparer outside of Accounting Branch).

(a)	 DESTROY 1 year after preparation. 

:..~ 

e·
l 
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Item Description of records
 
No. and disposition authorizations
 

. 201.	 IMF Reference Register. Microfilm index
 
to the Cumulative IMF Accounts Register.

Register contains references pertaining to
 
entrties 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-


I	 gion in SSN order and within validity digit 
I sequence. Reference register is updated 
I every four weeks on a cumulative basis.i (1) IMF Cumulative Reference Registers [\(C. go-2.~q. ~ ~,,,,,,~, (record copies). . 

~JP!1,1If111 (a) Destroy 30 years after end of proc- ,,!:ba'e Q;,v:r·s 
~~ essmq year.

~}-fletiFe 4o-Feder-al-F-\ecor.ds-Car.rter 
, -after~6 -months .. ~	 at tog 
,! (2) Copies of first and last IMF Cumulative
 

Reference Registers required for
 
I research.
 

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

I~\ Il,;:: ;::)C;O"~""'~ CO-""~ ...-.:-: """\......--juced dur-
.ina last
 

prOduCed for the year.:
 
(a) Destroy upon receipt of the next cu-

i mulative register four cycles later.
 
I 202. IMF Taxpayer Name Directory. Entity data
 
I for taxpayer on the master files, such as
 
I name, address and location codes listed
 

by region, district, and Social Security
 
Number.
 oK(1) Annual Cumulative Directory (record	 'I 

CODV\'
',iilltJlII (a) Destroy 30 years after end of proc-
1(lf;i1Jij essmq year.

\ {b)-Retire-to-Federal-Records-Gentel' del et e 
I ·~ft~on~s. . 

(2) Copies of Annual Cumulative Directo-I. ries required for research. 
1 (a) Destroy 3 years after end of proc-
I essing year, or when no longer needed 
i in current operations. 

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

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

'tn/VIf)(1) Record copy.
(a) .Destroy
 30 years after end of proc- oK•~U	 essmq year.
{b}-fletire-to-Federal-Records-Center del et e I 'after- €-months:-

I (2) Copies required for research. 
, (a) Destroy 2 years after end of proc-

essing year, or when no longer needed
 
in current operations.
 



Item Description of records 
No. and disposition authorizations 

204. IMF	 Settlement Register. Production of
 
this register was terminated as of January
 
1,1968, when the IMF Accounts Register
 
was instiMed. 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. . AI'" ~ ... ~ tItJ. &..41 ... _A _~, ........ ""'"
'iil,
(1) Record copy (microfilm). 1"011 ...... 0,", Go" •	 ..-..~- 11"--.,r- ~ .. """' ~ 

"fN.. M!I (a) .Destroy 30 years after end of proc- 4d' c..""1 k'vt . 
1!:fJ{J1r'1J essm g year.

(b)-Retire-to-Federal-R~e!: delete 7 "Y r .. !J 
-after-6-moAtI1s.- r Vt-- "1.1 

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


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

(1) Master copies for prior cycles: 
(a) Destroy upon receipt and verifica-

~~ tion of new weekly RMF copies. 
(2) All	 copies produced for research
 

purposes:

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


. ~O? BMF Accounts Reaister. Micrcfilm printout
 
.	 • r ·July 1,
 

n:!O~. -I ne oMf Accounts Register re-
places the BMF Index Register, Settle-
ment Register, and the Outstanding Bal-
ance Ust. Each cycle an entity or tax peri-
od is active, all postings to that period will
 
appear on the weekJy accounts register.

The accounts register for that cycle is
 
merged with the accounts register for the
 
next cycle. Thus, these cycles are accu-
mulated for a series until a final accumula-
tion is made on a four-week basis. Each
 
taxpayer on the register is listed by tax
 
period, within Master File Tax (MFT) Code,
 
within EIN. The sequence will be by region,
 
district, EIN, MFT and tax period.

(1) BMF Monthly Cumulative Accounts
 

. Register (record copy).
 
~~~ (a).Re~l~ --~------------DEST~O~ 75 years after end of processing year.
 

~11!)(r.ii.rJ	 {b}-Reti~o-F-ederal-Re€Ofds--Gemer C. e 2.. e t e 
-aftetiLmonths... 

I (2)	 Copies of BMF Monthly Cumulative
 
Registers required for research.

(a) Destroy 5 years after end of proc-
essing year or when no longer needed in
 ~®~/~ ~	 f/SJ/@~~current	 operations. 

TA-t<- (~'kIi ~	 I)... eu-f?+, 
MT 1(15)59.26-1	 IR ManuaJ 

• \.\ '1)	 /1,\\N /1 :It	 } r ' 
\ ,	 J If ,AV\ 0<) 11V l( 

41 l \I ~.fi, 
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Records Control Schedule 206 

item Description of records
 
No. and disposition authorizations
 

(3) WeBkly BMF Accounts Registers. 
(a) Destroy upon receipt of subsequent
 
weekly register merging prior registers
 
with aIJ of the active accounts for the
 
current week.
 

(For Master Copy, see Item No. 21g.) ~f(Jl7la 1M ~~~( €I ~ ~ Gfp($!17L 207. BMF Reference Register. Microfilm index 
to cumulative BMF Accounts Register.

Reference register is produced in account
 
number with district office sequence and N<' to- ~." J "~.~) -- .~ \ (,;.• ~M~~
 
lists the cycle number in which a tax mod-
ule last appeared in a cumulative register.
 Af)t+·",,,~ '~""I ~C~ ~"'uA~.I	 Reference register is updated every four v( "w~f.J. -" -" '.'
 
weeks on a cumulative basis.


I	 (1) First and last BMF Reference Register 
"'~~ of year (record copies). . D"STROV 75 after end of processing year.D '/J . (a)<fletaln..~	 .c. years1.J ?~.-Retire-t~eqernl-Reror~s-Genter del e!!:) I ..:aftel'-6-mor;~s,...J. 0"" 1/

(2)	 Copies of first and last BMF Reference ,
 
Register of.year required for research.
I (a) Destroy 3 years after end of proc-

! o",~i~- .,--~ -_ ......_- -- :'"'-'Jer needed
 
-:- -.~ 

(3)	 SMF "R"efe;rence- Registers produced
 
during a year other than the first and last

produced for the year.

(a) Destroy upon receipt of the next cu-

, mulative register four cycles later.
 
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 )__.-:n~ual Cumulative Directory j"~~rd
 

""""...., t-

1DY J!',	 eF(j3-}-Retir-e-to--Fedefal-Ree
 
-afteH>--montll!n-

c~'f2 (a)..:fletaln~~"~~~~:!~~5~~~~~ 
(2) Copies of Annual Cumulative Directo-

1 ries required for research.
 
, (a) Destroy 5 years after end of proc-


I~D essing year or when no longer 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,
 ~'))!a
1968. when the first BMF Accounts Regis-
ter was produced. Weekly registers con- ~+t-	 ee. \)\.p~tained transactions posted to the master 
file accounts during the preceding week. itt1 \\=F//;	 ;tG.There was no consolidation of these
 
weekly registers into cumulative listings.

(1) Record copy.	 ~ II " 'jliit1flMA	 v\ '» 'f:(a) .Destroy 30 years after end of proc-

(~ essinq year. /. '\ ~-,-..{' , "VI' ;
 
, I \ ' 

IR Manual	 MT 1(15)59.?~1 

~ 



Item Description of records
 
No. and aisoosmo» authorizations
 

-{b}-Retire--to-Fe<ieral-Records-CentBr. del ete a~©/~<after-.t>,mol'lths. . 
(2) Copies required for research. -:t=Me-C \1 C{ H '. (9(a) Destroy 3 years after end of proc-

essing year. or when no longer needed
 
in current operations.


210. BMF Retention Register. Contains all enti-
ty and tax modules removed from the mas-

I ter file. ' 
I (1) Record copy. ' 
I~/\nil (a)<8etal~_=;::=~:':' 75 years after end' of processing year.~~~~D~E~S~'l';;;B~\0:2:Y
~~ {b}-Retlre-to-Federal Record~s-Genter delet~ 
; efter-6-months; - :.dl t
 
I	 (2) Copies required for resear . , () wI!> 

(a) Destroy 3years after-end of proces-
I sig year, or when no longer needed in
 
current operations.

211. Document	 Locator Number Register. Ust-
ing of Document Locator Numbers and
 
taxes withheld for each 941 return, adjust-
ment 940 return (excluding tax withheld).

and each transaction being posted to the
 
941 file. (Record copy was maintained in
 
districts.) .
 
(1)	 Copies of Annual Cumulative Registers


required for research. '
 
(a) , Destroy 5 years after end of proc-
essing year. or when no longer needed
 
in current operations.
 ~	 oy
-{b}-Retife-tG~er-a~er delet!' \. fI
 
.a~er~&months... -~
 

(2)	 Ouartertv Cumulative ~SC:stArs.
 
:;~of an-

nuaJ cumulative register, or when no 
. longer needed in current operations.I 212. BMF Taxpayer Number Directory. Nurner-

i	 ic listing by taxpayer's EIN, name, address, 
employment code, location code, and fil-
ing code.
(1)	 Annual Directory (record copy). 

(a)<Setaln;---- !=:UESTROY75 "ear s after end of processing year.
~t~r-a~~:rt"'-
~~~~	 ..G~~~~,~·d~e~l~e~Il:i!~~~~~{~'----------------------------------~

(2) Copies of Annual Directories	 required
for research. 

~A/lI} (a) Destroy 5 years after end of proc-
~ essing year, or when no longer needed 

in current operations. 
(3) Quarterly and Interim Directories. i (a) Destroy after receipt of annual or 

quarterly directory covering same tax-
,I payers and tax periods.
! 213. Exempt Oraanizations ALPHA Registers

and Cross-References (National and Dis-
trict-MicrofilmIHardcopy) and EIN Reg-
isters (Microfilm). Containing all entities on
 
the EOMF, i.e., organization name, ad-
dress, region, district code, and other iden-
tifying symbols (produced by Philadelphia
 
Service Center.)
 

I 
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%u~1~b W~g;c1o C4cj !Io(/oo82b_,,, •: Records Control Schedule 206 

TIl-tCC Ill'. 
Item Description of records	 _II fY] t? .l_ II 
No. and disposition authoriza tions -t firil LA.:_ I: 

iN.f)/l1l (1) Annual Register-Master. . 
\ 

l!f4H (a)cf.!eta!n.	 75"fi'STROY years 
~"(b]--Retire-to-F€deral-Recor~s-GeflteH- delete /1

-year-after-~fl~f-tAe-procaSSIAg. 
~eat.-

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

I reaister. 
! (3) Duplicate Copies. 
I (a) Destroy upon receipt from the field.
1214. Exempt Organization Master File (EOM[51 I Tran~on History Register (ann~l)ln.
I eludes c.ll transactions poste,p/rn the 

EOMF for as ecified period/
I (1) Masters. /'


II~~~~~~~e to Federa ecords Center t,I year after:,)h€ end of tfj'SOCeSSing 
I year . ./ • 

I (2) D1,IphcateCopies. 
. ~(Destroy upon receipt from the fie 

215. Tape Index Register and Name Directory 
(MID) cor.taining entity data on non-mas-! . ter file returns (Forms 942, 943, 1065, 

I
, 

=m~I
I~ o 

c· 

! 
1216. 

I
' 
__ -="""",-="""," 

217. Register	 of Unapplied Transactions (Indi-
vidual and Estimated Returns). Usting of
 

I 
,11~(1)

U
 
-;
i 

- - - . - - .- :~t'8r is in 
CI."	 vtUCI. l\aJi'O ........
IJlv L..J1lt::::V,y I~ In alpha-
betic order. 
(1)	 Annual Register and Directory (record 

copies).
(a) .Destroy 30 years after end of proc-
essmq year.
(b) Retire to Federal Records Center 
,aft~Rsr 

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

(3) Temporary	 Registers and Directories 
(quarterly).
(a) Destroy upon receipt of subsequent 
quarterly registers and directories cov-
ering same taxpayers as well as all new 
taxpayers added for the sallm~e;.,.ea~""!"~:=",,~~=-== __ ~,,,,,
period. .... 

'Initial Filming and Subsequent Filr:ning
(EOMF).Ustings. Ustings are g.eAerated as 
part of the"EO~F processi'rfg.
(1) Destroy ~Em·ttie ..End of Year Main-

tenanca~-listing is"r6ceived from the 
..Phiradelphia Service C€nte~ 

transfers between types of 
districts, or to list unapplied 

Record copy. 
(a) Destroy 2 years after 
essmg year. 

(2) All other copies. 

tax between 
transactions. 

end of proc-
. 

q ~ j t='A-tGC~~": ~ s ~') ~1I-eC r i 34 
I\,. /.t. ~)< I-t 'U II : .L{" 4 
I 

,
af't.e r end of 

Q"-.. wQ 

Exempt Organization/BMF
an entity or tax period
period will appear on the we ek Ly EO/BMF Accounts 
Register, The Accounts Register for that cycle is 
merged with the accounts register for the next cycle. 

processing year. 

Accounts Register. Each cycle
is active all postings to that 

Thus, these cycles are accumulated for 
a final accumulation is made on a four 
Each taxpayer on the register is listed 
within MFT code, w i th i.n.EIN. Entities 
an EO section will also display the EO 
Code and Date, Subsection Code, File Folder Number,

Foundation Code, Classification Codes and Group

Exemption Number
 0 

(1) DESTROY 75 years after end o~-processing year.
b~~fu ~ ~([-<) ~rdl ~e@C'&J&o	 M 1'1 

~ c.. '\~ \~. i fA--ti~ "k h: I C<.fr, i~!4e( V 1 z , II: 

3 years after end of processing year.. 0)<. CJe.. tvl3 ' 
'(	 . 

a series until 
week basis. 

by tax period,
which contain' 
entity Status/ 

II 

delete 

............. ---I 

http:sallm~e;.,.ea


j. 

Item Description of records
 
No. and disposition authoriza tions
 

(a) Destroy when no longer needed in
 
current operations. a.,C """ ~ .. , ~ • ·
 

218. Alphabetic Index Register (Gasoline Tax '" t:JJI.''' .... ~ • ,'IE!".," 44 VA 
Refund Claim).	 ,,-: .. 
(1) Record copy. ~",'''q,A,.

~/U /l (a) Destroy 30 years after end of...;p""ro..c ....,. """" ___ 
'!!)ft.?1!fJJ essmq year. -

(b) Retire to Federal Records Center 5 years after end of processing ~!'I!!IaI __ '
 
~moAtj:;s,
 

(2) Copies required for research.
(a) Destroy 2 years after end of proc- 219. 
essing year, or when no longer needed }faster Copies of Hicrofi1m Indexes,
 

~ in currenLo~(atio.ns~--__:,_,_----___i
 Directories and Registers. Haster copies,'219. Master Copiesoi Microfilm Index, Directa-
nes_and Registers. Master copiea.-other for the preceding Items, other than Items
 

than those in Item 205, from which service
 205, 211, 216 and 217, from which servicecenters make.copies of index'es, registers
 
and directories.This copy is not intended centers make copies of indexes, registers

for reference use"bubo .Q1akeadditional
 and directories. These copies are notI copies, as required. --..,,-. intended for reference use, but to makei~fJ!JUl ~~ifr~'Federal Records Ce~r'af~ additional copies if required.	 .b 

16('6 months. 
220. Tax	 Practitioner and Preparer Register. (1) Master Copies used to produce records
 

(Fonn 5811). described in Items 200, 201, 202, 203,
li)\IWN) Destroy 10years after end of process-

l!JItrII0j ing year in which penalties were 204, 209, 215 and 218.
 

assessed. Mere (a) DESTROY 30 years after end of 
.:.lC. {2t-Retir~Ho-Federal-Record~nter-:-2 . 
7' .years-after-end-of-processlng-yeaHR- processing year. 

\.uiji~h ..r:{.;)'i"~Itio~~\'upr~~%; C"-~~~,,;c;d;- . (b)\RETIRE to Federal Records Cente~~ 
3i·:arers . after 'months.	 ~ (Fonn 5717). . 

(1) Processed.	 (2) Master Copies used to produce records 
(a) Destroy 3 years after end of proc- described in Items 206, 207, 208, 210,. essing year.

(2) Unprocessed-Program Terminated.	 212, 213 and 214. 
(a) Destroy as they are no longer need-

. ed for research or reference purposes. (a) DESTROY 75 years after end of 
\

(3) Microfilm Directories. 
(a) Retum Preparer Alpha, Center 

, (b) Retum Preparer TIN, 
(c) Retum Preparer Manufactured TIN. 
(e) Destroy as they are no longer need-

1 ed for research or reference purposes. 
, Program discontinued. . •I 222. Outputs on Forms 3624 from RMF Runs: ~ W~~ 4J 
I (1) RMF Revenue Receipts Controls-Run 
I 961-D1, original Form 3624. Weekly Run ft- II;I of Revenue Receipts. TDCS and deleted 6Ba~, J
I blocks. 

(a) Destroy after 1 year. (,\ 
\~C/1 :57G " .., 

)
, 1/\ l'D " . 14 

\ (2) RMF Control Data-Runs 961-13 and 
I 961-D5, original Form 3624. Weekly sort 

1'. U. III+ If, and merge of processing run.	 \t\ 
\.). 400 1

. \(K/' 49:)- j.{ 

(a) Destroy after 1 year. 

tA 
\ 'N If	 \'1' /( ; ll04It IA V.-410	 

i( 

·'\S II \' '1 , \01. VIlA. 1/ '39 4i\	 SAl ) • 
IR Manual MT 1(15}59.26-1 

II	 l. ....V I' "-5 tIA. 
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Records Control Schedule 206 

Item Description of records 
No. and disposition authorizations 

(3)	 RMF Extract Data Controls-Run 961-
09, original Form 3624. Weekly printout 
of delinquency 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 Ust. 
(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) D9stroy after 1 year. 

(6)	 RMF Accounts Register-Run 961-17, 
duplicate Form 3624, Assessment and 
Settlement Register.
(a) Destroy after 1 year: . 

223. Employee	 Plans Master File (EPMF)

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

(a) Obsolete after Cvcle 7728. 
, . -. - " .~tx after 6 
}c..c...	 c , 

224. Employee Plans Master File (EPMF) Tax-
payer Index. Containing a/l transactions
 
posted to the EPMF for a specified period .
 

. (1)	 Weekly Register.
(a) Obsolete after Cycle 7728. 
(b) Destroy Cycle 7728 register after 6 
years.

225. Employee	 Plans Master File (EPMF) Re-
moved Accounts Index Record. Contain-
iny aii triose enunes not oerng 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 Ust and Summary

(EPMF).
(1)	 Destroy 18 months after end of proc-

essing year or 1 year after intemal audit 
of operations accounts. whichever is 
later. 

227. Block Completions Ust (EPMF).
(1) Destroy	 2 years after end of process-

ing year.

228. Suspense	 Release Ust and Summary

(EPMF).
(1) Destroy	 18 months after end of proc-

essing year or 1 year after intemal audit
 
of operations accounts. whichever is
 
later.
 

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

229.	 Potential Non-Federal Filer Records 
(Forms 4869). Records are generated and 
used in the state/federal matching of fed-
eral unemployment tax records. 
(1) Destroy +4-months'after-theendof-the aft er 

processing-year·,-A-;- f'
(N~ltems 2~O'1hrough 235 are being..;:

S6rv-ed-fot.iuJ11re additions..t(j1tle Ma- 230. 
chine (Paper) POOt-outs.:2.n.9 Microfilm 
Regis.!.Eil.csrtnaexes, and Directories. 

<.:r .......p.prti(m of this Schedule.) _
 

INTEGRATED DATA RETRIEVAL SYSTEM 231. 
COMPUTER OUTPUTS AND RELATED 
RECORDS 

236.	 Transaction Registers_
(1) Includes:	 232. 

(a) Remittances Added to Unidentified 
Remittance File (URF). Usting of all new
items added daily to the URF. Items are 

.	 listed by district office, UR control number
and amount. 
(b) Restricted Application from the URF. 
Daily listing of voids, dishonored checks 
and corrected money amounts for the 
URF. Items are listed by district and show
the UR Control Number, amount beiore 233.change, amount as corrected and type of 
C!"rrp~f""\'i 

.,Jilcation 
from the URF. Daily listing of all applica-
tions of money from the URF to NMF. 234.Items are listed by district and show the
UR Control Number, name and address 
of taxpayer and amount of money
applied. . 
(d) Transfer from URF to Excess Collec-
tions. Monthly listing of unidentified items 235.which are a year old. Items are listed by 
district office, UR Control Number and 
show amount transferred to excess 
collections. 
(e) Transfer Application from the URF. 
Daily listing of all items being transferred
to the General Funds. Items are listed by
district office, UR Control Number and 
show amount transferred. 
(f) URF Application to IMF, BMF and 
RMF. Daily listing of applications from the
URF to the master files. Item counts and 
amounts are listed by file designation.

(2) Accounting	 Branch, Unidentfied Func-
tion copy.

(a) Destroy after end of month balanc-
ing operations.

(3) Accounting	 Branch, Journal Function
 
copy.

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

transcription and error correction processing 

Systems Audit Trail Report (CDC 3500 Computer Listing).
(1) DESTROY 1 year after date of report. 

Account Verification File Listing (Honeywe.Ll 2050A). 
(1) DESTROY after receipt of following months' listing. 

~l')l-\.F 11 Agea." Account Listing maintained by Errti t.y Control 
entltles that have reached age criteria for removal and 
have not been established on a Master File. 
(1) Bl·IF and EPHF-EM list. 

(a) DESTROY 18 months after receipt.
(2) :2;O-BIvIF,NMF, and EPM.F-lill. 

(a) DESTROY 1 year after receipt.
Annual information Return of' Ihndfall Profit Tax ?eturn. 
(1) DEST?OY 6years after date of receipt. 

Problem Resolution 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.
 

http:Honeywe.Ll
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Item Description of records
 
No. and disposition authorizations
 

237. Unidentified Remittance File Analysis.
Daily inventory, cumulative for the month,

of activity on URF. Items are listed by dis-
trict and show the previous balance, new
 
balance, and cumulative totals. After in-
ventory is checked and adjusted, listing
 
becomes obsolete.
 
(1) Accounting Branch, Unidentified Func-

tion copy.

(a) Daily Analysis. 

1	 Destroy after end of month bal-
ancing operations.
 

(b) Mont'1lyAnalysis. 
1	 Destroy 18 months after end of
 

processing year or 1 year after in-
ternal audit of operations and ac-
counts, whichever is later.
 

238. Unidentified RemW.ances. 
(1) Added in last 15-45 days. Register re-

flects all items added to the file and no
 
action has osen taken. This register,

which served as a follow-up tool, was not

produced after January 1, 1974.
 
(~\ !"'\ .........A- .. _. ~ ...,u_~ cro, ..-1 __ .~.
 

, __ ,	 _ ' ' ••• ' • _ • < ".oUt	 used 
as a last attempt to apply money from
 

I URF betore being aged to Excess
 
, Collections.
 
\ (a) Destroy after 60 days.

239.	 Unidentified Remittance File Dropped


Usting. A permanent record of the URF
 
1	 produced as ITemsare aged from the URF


after closing action. The Dropped Usting is

used to purge the open alphabetical (pa-
;;.;./ :x,.,:.;.,..,..... "ie, m" unidentified
 
remittances.


I (1) Accounting Branch, Unidentified Func-
tion copy. 

:::~ /).11 n (a) ,Destroy 5 years after end of proc-
t ~07l/\l essmq year. 

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

(2)	 Accounting Branch, Journal Function
 
copy.

(a) Destroy after 60 days. 

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

i\}IlIlJl (1~ Destroy 5 years after end of process-
1/)rNV 109year.

(2) Retire	 to Federal Records Center 1
 
year after closed (listed on URF
 
Dropped Usting).


241. Excess	 Collection Posting Documents.
 
Computer Paragraph 550 (Form 4830).

(1) Used as an open excess collection 

document 
, (a) Destroy after money is applied. 'ifu (2) Used as a closed excess collection 

.JY}/Jt&;j document 



___ 

; Item Description of records
 
No. and disposition authorizations
 

(a) Destroy 5 years after end of proc-
essing year.


242. IDRS Collection	 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
 
Accounting Branch for researching pay-
ment tracers and one copy maintained by

the Accounting Branch Ledger Function
 
for notations and adjustments.

(1) Accounting Branch copy. 

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

I (2) Accounting Branch Ledger Function
 

'I[rt- MJ] (~Tbe~troy 5 years after e~d of proc-	 0 wI:)
WIfi\'fJ essmq year.	 =:::;:::-:~:=:=:="':=:-====r:==~~"'=';";;;;"'~-=="""-"",,

(b) Retire to Federal Records Center ~8~ year s aft er end 0 f
 
months-after.-end-of-prOCessing-yea ..:.:f·r_-:-;:-;;-~ar=-~~,,=,'"!!'_""'~il!Ii"'-==_"" ...._~""'"
 

1 244. Document Register. Usting by distriC1 a..1 ,. ~ ~
 i
I

showing EI or SSN ofTaxpayer, name con- ., '- .... 'L~,. at SLJL. AJ. "' ~ .. 'fi''''

, trol, tax period and amount
 

Q..(.-;
~<» U"'~'fU'1 I )<;;o.J cd":" ",,'U ul process-

Ing year.


I 245. Special Activity Report A periodic report
which shows any action taken by an IDRS
 
user to the account of any IRS employee
 I . or his/her spouse.

I (1~ Destroy 2 years after end of process-

Ing year.
 

I 246. Command Code Usage Report A periodic 
, report detailing which command codesI were used by an employee or unit and how 

many times each command code was
 
used. . .
 
(1) Destroy 1 year after date of listing. 

I" 247. IDRS Service	 Center Control Case Inven-
tory and Service Center Control Inventory

Recap. Ustings are by age and category of
 
the total cards controlled on IDRS which
 
are still open and assigned to each Sec-
tion, listed by Unit

(1) Original.

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

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

i MT 1(15)592&-1	 IR Manual 
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248. IDRS Service Center Control	 Case Over-
age Usting. Complete listing by taxpayer
 
identification number, tax period, category
 
of open cases more than 30 days old
 
based on the IRS received date, assigned
 
to each tax examiner.
 
(1) Destroy when new listing received. 

249. IDRS Pre-Joumalized Recap. Contains
 
I data to journalize applications from the
 
i URF Credit Transfers and Area Office
 

Payment
'lr) j}t?IJ (1~ Destroy 10 years after end of process-Jk I~ Ing year. 

: (2) Retire to Federal Records Center 1I year after intemal audit of operations. 
I 250. RMF Accounts and Adjustments. Memo-

randums from IRS areas requesting credit
 
transfers or adjustments.
 
(1)	 Destroy 2 years after end of process-

ing year.

251. NMF	 Account Adjustments. Memoran-

dums or copies of unit ledger cards from
 
IRS ;:or"''''' "".,,,,,,,,ti-- ,-c.-lit transfers or
 

I	 (1) Destroy 2 years after end of process-I ing year. 
252.	 Letter to Taxpayer Conceming Refund. 

I	 Form RSC 253 for March 1972 and prior
 
and Form 4728 beginning March 1972. Er-
roneous refund letters and related history

sheets. The statute for collection of erro-
I	 neous refunds expires two years after the
 
refund date:
 
(1t·~~~y 2 years after end of pr~ss-l 

253. Remittance Documents Input to IDRS byI	 Area Offices. Various documents used by
 
area offices to input on-line remittances.
 
Documents are then mailed to service
I	 center in the accounting package with the I	 certificates of deposit and other account-
ing documents. 

D);;,1 s» (1 ~ Destroy 5 years after end of process-
~ 'CR'VV mg year.

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


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

System. Weekly and monthly cum files are
 
produced. The daily and weekly audit trail
 
files may be disposed of in acordance with
 
existing procedures once the monthly cum
 
file is produced and retained. It contains
 
records of all command codes input to
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Item Description of records
 
No. and disposition authorizations
 

IDRS and includes pertinent reference infor-
mation, e.g., TIN, MFr, Tax Period, Date, 

~flnn Time, Terminal ID, and Employee Number. -
~~ (1~ Destroy,33ears after end of process- b 

mo year. P-
255. IpRS Change Notification	 (Er;npJoyeaEr.Q- SO e J 

file Security Rle, Form-580·1-):-Used to ado a 
an employee to the EPSF, delete an em-
ployee from the EPSF, update an employ-
ee security profile, vertfy employment, and 
verify initiation of background investi-
gation. 
(1) Destroy 2 years after end of year in 

which employee is removed from the 
EPSF. 

256. NMF Unit Ledger Card Transcription
Sheet Used to enter the NMF ULC record 
onIDRS. . 
(1) Destroy after entering into IDRS. 

257. Request	 for Delinquency Notice or TDI
 
(JDRS), Form 4864. Used to establish a
 
delinquency record on the TOI Notice File.
 
(1)	 Destroy after record has been input to

the TDI Notice File. 
258. IORS Employee	 Number Folder. contain-

ing backup docurnerrts for various inputs
 
to IDRS, i.e.• Forms 31n, 2424, 2363,
 

~ (,1I1!! 2650. and 4256.
 
'If)~ (1) Destroy 5 years after end of p~,,-cess-

\~J hetlre to r-ecerat hE;<,OraSCenter 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 security.
 
(1)	 Destroy 2 years after end of process-

ing year.
260. tORS Profile Reports.

(1) Includes
(a) Unit Employee Profile Report A rec-
ord of employee security profiles as re-
corded on the EPSF. 
(b) Unit Terminal Profile Report A record 
of terminal security profiles as recorded 
on the TPSF. 
(c) Unit Command Code Profile Report
A record of the Command Codes autho-
rized for each organizational unit 

(2) Destroy when new copy received. 
261. Employee	 Profile Security Rle/Unit Com-

mand 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 capabilitJes.

Must be produced at least monthly.
 
(1) Destroy 6 months after date of listing. 
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262. Password Update Status Report.	 A listing
 
of those employee records which have
 
caused password mismatches by being
 
added or deleted dunng the periodic pass-
word updating of the EPSF. Used to coor-
dinate resolution of complete password

assignment.

(1) Destroy	 after completion of password 

assignment resolution. 
263. List of Additional	 Passwords. A listing of
 

valid IDRS passwords not assigned to any
 
employee that is produced on the occa-
sron of periodic password updating of the
 
EPSF. Used by the Systems Security Ad-
ministrators--IORS 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 Uutizsuon Report.	 A report
 
summarizing IDRS terminal usage by a va-
riety of methods such as by command
 , - - - ' ' . '""A8 ter-

(1')' 'D~;t~oy three years after 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 
Sr.ho"l1/o 0f D:'.~'!::e~!!:.wRich accompa-
nies the IDRS Generated Refund Tape to 
ROO. 
(1) "Paid" copies

(a) Destroy 10 years after end of proc-
essinq year.
(b) Retire to Federal Records Center 3 
years from closing date of last period
audited. 

(2) Suspense copies.
(a) Destroy when no longer needed in 
current operations except when used in 
lieu of "paid" copy.

267. 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 compile a 
monthly report.
(1) Official file copy (record copy).

(a) Destroy after audit by General Ac-
counting Office or when 3 years old, 
whichever is earlier. 

(2) Accounting work copies. 
(a) Destroy 2 years after end of report-
ing year. 
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Item 
No. 

Description of records 
and disposition authorizations 

268. D.O. CHK64 (Release of Undelivered Re-
fund Check) Listing. Provides the service 
center a listing of undelivered refund 
checks released by the district offices. 
(1) Destroy as soon as CP311231 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 allocate space
and insure receipt of the IDRS Transaction
Records (Form 5147). 
(1) Destroy 1 year after end of processing 

I
, year. 
270. lDRS Transaction Records. These rec-

ords represent many types of transactions 
i processed to the Master File via IDRS. !~ (1~n~~~~~y 5 years after end of pro;ss-

I .(21-Retire-tO-Fedefal-Records-€en<"!ter-6-...-.:.....,..de 
.mOflths-aft9f-end-of-processing-yea;;;h;.... 

271. Master Record of Employee Numbers.;tt 
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 
include the dale that the employee number 

. was assigned and the date that assign-
ment was terminated. 

....l:""'e~t.,-e--~~ 
__ .....----

k()-6 
to

N<:' go -~.". 
~ \ ta~ W' ~f?'> e 

~ " U ® \r&;.,..,,-, CD 

~ 
.- ""..,.,..!4...~ 
"'-11' ~ ~ """'~ 

~_~ ...... 

nfPrzt:~ 

(. \ W"l~ C~,," "~r", r- "rc.,-,· 1.'""11,1 all the em-
-"" been 

terminated. 
(a) Destroy 6 years after the latest 
number assignment terminated. 

272. Employee Access Processing SSN List. A 
listing of those employee records which 
appeared on the EPSF but not on the new
Meraed SSN File. 
(1) Destroy 1 year after date of listing. 

273. Dishonored Check Records Dropped
From the File. A record of the dishonored 
checks dropped from the file after closing
action. 

, (1) Accountmg Branch (Dishonored Check 
; Function Copy) 

\il~!)JlA (a) Destroy 5 years after end of proc-
~£r.iVlj essinq year.

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

274. Dishonored Check File Analysis. Daily in-
ventory, cumulative for the month, of activ-
ity on Dishonored Check File Items. Items 
are listed by district and shows previous 
balance, new balance, and cumulative to-
tals. After inventory is checked and adjust-
ed, listing becomes obsolete. 

MT 1(15)59.25-1 IR Manual 



Records Control' Schedule 206 For Service Centers page 1(15)59.26-34
 
(4-2-81)
Exhibit 100-1 Cant. (25) 

Records Control Schedule 206 

Item Description of records
 
No. and disposition authorizations
 

(1)	 Accounting Branch (Dishonored Check
 
Function Copy).

(a) Daily Analysis. 

1	 Destroy after end of month bal-
ancing operations.


(b) Monthly Analysis. 
1	 Destroy after completion of the
 

next month's balancing operation.
 
(2)	 Accountmg Branch (Journal Function
 

Copy).
 
(a) Daily Analysis. 

1	 Destroy after end of month bal-
ancing operations.
 

(b) Mont.'lly Analysis. 
1	 Destroy 18 months after end of
 

processing year or 1 year after in-
ternal 'audit of operations and ac-
counts, whichever is later.
 

275. Dishonored Checks-(15 Day Listing). 
(1)	 Aged 15 days. Daily printout used to
 

help meet the 21 day cycle.

(a) Destroy old list when new list is
 
received.
 

276 Localized Profiles Authorization. A record
 
for each un't of the maximum	 set of com-

"employee
 
)I I ~,«;::ll. \..0, II~. o,...I'::>~U II I ell Lot) LIt 19 other securi-
ty reports for unauthorized codes.
 
(1) Destroy 6 months after record is su- 278. IDRS Review Notice Regis!er.perseded or unit is discontinued. 

277. Dishonored Check Account Transaction	 (1) DESTROY after related notices are rr.ailed 
Register. A daily listing of dishonored or as otherwise	 determined by SCCBchecks added to the DCF and balanced
 
daily. Managemen t .
 

<;.<J1.l.D.estro.y..aft.£lr Rf) ri:>y" . 
"'(NG-T-E:--+\erns.2.Z8•.tbLQQ9h 299 are res.e.or,,0--fOr 

futu re additiO!J§..1D...t~1E>RS""Parti0fM)i.4Ais 279. Installment Agreement Accounts List (IAP.L).
,scl:ieduie:)-- (1) DESTROY at the end of June and at the end 

FEDERAL TAX DEPOSIT (FTD) SECTION r of December those closed lists over 6 
This gives the disposition for Federal Tax De- months old.

posit (FrD) forms or equivalent documents used 
by taxpayers to deposit Federal Taxes with a 
commercial bank, Depositary for Federal Taxes, Skip to New Page
or with a Federal Reserve Bank (FRB). 
300. FrO Error Registers and Delete Lists. 

(1) Includes: 
(a) FrD Error Registers. Prepared and. ,
 
used at the service center to perfect

transaction records prior to forwarding to
 
Master File.
 
(b) FrD Error Delete Lists. A list of items,
 
tnat cannot be corrected from the Error
 
Register and must be deleted for the ac-
countmo function to correct and reinout.
 I 

(2)	 Destroy after 60 days, or when no '
 
longer needed in current operations, i
 
whichever is later. 'j--

i 
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301. FTD Block Out of Balance	 (BOOB) Listing
and Summary. A record of blocks that fall 
to pass other validity checks. 
(1) Usting.

(a) Destroy 6 months after data has 
been converted to good tape. 

(2) Summary.
(a) Destroy~eaf-after-date-Gf.-li5ting.--

302. FTD Block Out of Balance (BOOB) Delete
Ust. A list of blocks that cannot be correct-
ed from the BOOB Register and must be 
deleted, corrected and reinput 
(1)	 Destroy 30 days after data has been 

converted to good tape. 
: 303. FTD Control Record Ust and Summary.
I Replaces the Control card Ust and Tape I Data Control Sheet of the BMF Oper-
ations. ............---

(1) Ust. j:::... :----..l (a) Destroy 48-months after end of 
1 processing year or 4-year after internal 
! audit of operations and accounts, which-
I ever is later. 
! (2) Summary.
I (a) Destroy 3 years after end of proc-
I essing year unless the Supervisory Audi-I tor at the service center asks for them to 
, be retained for a longer period. 
I 304. FTD Invalid Posting Transcripts. A daily
! listina of all invalid Control Records which 

. Control 
rile l::'GGrj. I:.L.. 

'I (1) Destroy'18, months after end of proc-
essing year. 

1 305. Variance Reports.
I (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 FRS's deposit date.
(b) FTD Variance Report. A report pro-
duced to indicate variances between FTD 
payment dates and the deposit date of 
the related transmittal. 

(2) Daily Variance Reports.
(a) Destroy after end of month follow-
ing the month in which the report is 
produced. 

(3) Monthly Variance Reports.
(a) Destroy~eer-the-quarterly-repor.t-is--6 
-produceo,

-{4}-Quarterly- Variance-Reports.
-{a)Destroy-1--year-after-date-of-report·. 

306. FTD System Transmittals. 
(1) Includes:

(a) Missing FRS Transmittals. A daily list-
ing printed after 7 days lag from SC re-
ceived date Indicating the SC record had
posted to SCCF but the FRB record has 
not 

6 Mo,vrh~ 

norit hs afte:c reports are pr-oduced • 

del et e 

6 
months after date of listing. 

(ye.l1;' 
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(b) Missing Depositary Transmittals. A
 
daily listing printed after 7 days lag from
 
the FRS Day Batch date indicating the
 
FRB venfication record has established a
 
SCCF module but the related SC record
 
has not yet posted. .
 
(c) Matched Unclassified Transmittals. A
 
daly listing 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 v,hich there is also an FRS
 
verification record.
 
(d) FRS/Depositary Transmittal Amounts
 
Dif7erence. A listing indicating that both a
 
SC record and an FRS record have posted

to SCCF but transmittal amounts are not
 
equal.
 
{E-}....DDAdvice of Credit, Treasury.,.J<tt { 
and C~Account (TreajYo/'"' form
 
22848). A flrdcbi.Qe .Jistirtg of FTD . d 1
 
amounts, known ss~:s§ft~ap€s," trans- : e ete
 
mitted by balik'S _~~en money.~~ 

JJ-I-:;'.	 VI J- I ....... ::;: CAVO::;::;1,..i """tV. ~
 

(2)	 Destroy 3 months after date of listing
 
or when no longer needed in current
 
operations, whichever is later.
 

307. Block Completion Ust. A monthly report of I 

SCCF modules which meet all the criteria
 
for a closed module to be removed from
 
the current SCCF and placed on the histor- ,
 
ic SCCF.
 
(1)	 Destroy 2 :'P::>", :'.~~~ c~::i of process-

ing year.

308. Comtnercisl	 Bank Address File. A list of all 

depositaries transmitting FTD fonms to 
that service center. 
(1)	 Destroy when an" updated listing has
 

been received and verified to be
 
accurate.
 

309. Historic	 SCCF Analysis Report and Spe-
cial Transcripts. A monthly report which 
provides management information regard-
ing timeiiness of processing FTD's 
(1) Report.

(a) Destroy 1 year after it is produced. 
(2) Transcripts.

(a) Destroy after review is completed. 
310 Month End Unconfirmed	 Classified Report 

and Summary. A listing and summary of 
modules that have been classified but for 
which no FRS verification record has been 
received. 
(1) trst. 

(a) Destroy 30 days after date of listing. 
(2) S:.Jmmary.

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

http:flrdcbi.Qe


Item Description of records
 
No. and disposition authorizations
 

311. NMF FTD Release Ust and Summary. A 
listing of those FTO's applicable to Form
 
1042 returns, which is generated in the
 
Tape Edit Processor runs for transaction
 
records to be transferred to the Philadel-
phia Service Center. The Summary to be

used as a tape release.

(1) Ust. 

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

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

312. FTD	 TEP Good Tape Release Ust Sum-
mary. A daily listing identifying each TLN
 
and the related count and amount for
 
transactions placed on the transaction
 
tape to be sent to the National Computer

Center. The Revenue Receipts Summary

is used as a tape release.

(1) Ust.

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

(2) Summary.
(a) Destroy 3 years after end of proc-
essinq year unless the Supervisory Audi-
+nr ~t tho c:o..vi .....~ f"'Ontpr- -:.~L::C'! fr"')rthem to 

,313. FTD TEP Mismatch Us-t A list printed for 
i all discrepancies and nonmatches be-l tween either release records, delete roc-
i ords, or manual deletion cards and the 
'I good tape FTO.J2iock- 6 

{1}	 Oestroy.18'months after end of proc-
essing year or 1 year after internal audit
 I	 of operations and accounts, whichever 
is later. 

I 
I 314. FTD SCCF Generated Delete Ust A listing

of al/ blocks deleted from the good tape
transaction tape because of discrepancies 
between control records and the SCCF. 
(1) Destroy 18 months after end of proc-I essing year or 1year after internal audit I of operations and accounts, whichever 

I is later. i 315. SCCF Special Transcript Ust"A transcript 
I of selected SCCF modules used for eneiy- dI sis purposes. c . . -fo tlrJ .. 

(1) Destroy.SO.days after date of listing or	 ~'t:2iet-~ 
when no longer needed in current opera-
tions, whichever is later. 

MT 1(15)5926-1	 IR Manual 
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316. FRB	 Day Classified Report. A computer

generated report that reflects the match·
 
ing of FRB verification records for a specif-
ic day with the commercial bank transmit·
 
tals input. The report lists the tax ctsssiti-
calion of those items matched and ciessi-
fied, each item where adjustments to the
 
block are required, the verification cards
 
input where there is no matching comttier-

: cial bank transmittal on the SCCF and the 
I amount on the SCCF not yet ctessiiied. ~ 1).!/1 (1) Destroy atter-end-of-processing-year 12 months after tne month generated W11ess the Supervisory i~f,f'1J unless--the ..supervisory..-Auditor-aUhe. Auditor at the service center requests tnat they be retained -service-center requests-that.toey.beza-

·tained·jor-a-longer-period~ . for a longer period.
 
317. Subsequently	 Classified for FRB Day Re-

port. A report reflecting subsequent classi-
fication of those items reported as unclas-
sified on the FRB Day Classified Report I-

Destroyafter-Bnd-of-processing-year 12 months after the morrth genetated un.less the Supervisory
,~ .unless..supervisory.Auditor-at-the..serv-
.Df}A;j (1) 

Auditor at the service center requests that they be retained I	 -ce-csnter-asks-tor thern-to-be-retaineo 
4or-a -lonqer-period- for a longer period. I 

~;,	 ·-:::,..,rm2158). ,	 ')'0 r-__ "T". ,_. v r »; " __ 

. ' •..•..•... _ .-' totranster 
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 ,cle-

port Balancing Proof (Form 5804). A veri-
lit::'u 't::',",VIU dlld(.;;It;Q iu iilt::! r\:jponm'iowing
it was a balanced report 
(1)	 Destroy after close of processing 

year, unless Supervisory Auditor at the 
service center requests that they be re-
tained for a longer period. 

321. Subsequent	 Day Classified Report Bel-
eticinq Proof (Form 5805). A form used if 
there is any classified amount shown on 
the report or if there is any change to un-
classified totals. 
(1) Destroy	 after close of processing year

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

322. Microfilm of FTD Cards. 
(1) Research Microfilm. . 

(a) Destroy 5 years after close of proc-
essing year. . 

(2) Record Micr08-m-7 1fu fUM (a) Destroy tryears after close of proc-
If!}~ essmg year. 

.	 (b) Retire to Federal Records Center 
90 days after creation and verification. 

IR Manual	 MT 1(15)59.26-1 
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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,	 6 morrt 
'n 

hs alter dave of llstlng 
(a) Destroy«-years-after-FRB-dat~r---a,.:f.:i:;.€r ::n::l 0: l?'~oGeeGc" Rg yee:." unless the Supervisory Auditor 
-whenno·longer-n~ededincurrent·opera- at the service center requests that they be retained for a{tons,whlchever-Is-Iater,

(2) Cards.	 longer period.
(a) Destroy after data has been con-
verted to magnetic tape and FRS Satch

Day clased.


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 ot classified collec-
tians far Revenue Receipts Reporting and

far balancing intorrnatron to insure the in-

. tegrity of the system. -
h.J:JM(1) Destroy~years·3-manths·after-end·of-l year after the month prepared.IJ'lfqJ .processmq-yaae. 

{2}-ReUre-to-Federal-Records-Genter-8- delete ,,/j /.,(j
¥ears-after--internal-audit--of-the-H~ v(C... {.A; 

-operations.
325. Daily	 Wire. Transmitted daily to Treasury


reflecting classified data balanced to data

reported by the FRS using data from the

Classified Reports, confirmed and adjust-
mont C..,rm::: ?1'" pnrl S5G ~ 

:""para-- 1 year after the morrt n prepared or when no longer neede:i in 
tionor-wnen·nolonger-neeoedtflcufrem current operations, whic hever is later.
-operationa-whichever-is-later.

326. FTD Adjustment Action Request (Form
5526). A request used to notify the FRS

when an adjustment is being made to the

commercial banks original advice of credit
 
(1) Regular Adjustments.

(a) Destroy-6:Tnonthsafter-dateoi-£01l- 2 years after date of listing •
 
.firmation-from-the-FR&.
 

(2) Other Adjustments. . 
(a) Destroy 3 years after date of confir-
mation from the FRS for dishanored
 
checks, credit reversals and credit
 
additions.
 

327, Federal	 Tax Depasit (FTD) Forms or
 
equivalent documents used by taxpayers
 
to deposit Federal Taxes with a commer-
cial bank, Depositary far Federal Taxes, or
 
with a Federal Reserve Bank..
 
(1) FTD	 Forms or equivalent documents
 

(hard copy).

(a) Destroy 90 days after microfilming
and films verified correct 

, 328. Federal Tax Deposit Registers (FTD). 
: (Name Control, EIN Register, Amount 

Register) Listing of FTD payments re-
ceived by the Service in the National Com-
puter Center are listed in three separate
 
sequences to provide research sources
 
far tracing and identifying FTD payments.
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(1) Name Control and EIN Registers: 
(a) Cumulative Registers (Record Copy). 

1	 Destroy 2 years after end of proc-
essing year.
 

(b) \','eekly	 and Monthly Registers:
 
1 Destroy upon receipt of cumula-

tive quantity register.
 
12) Amount Register.


is) Cumulative Registers (Record Copy).
 
i Destroy 5 years after end of proc-

essing year.
 
(b) Weekly and Monthly Registers: 

1	 Destroy upon receipt of cumula-
tive quantity register.


329. FrO NCC Confinnatlons (Fonn 3624). A 
list prepared weekly by National Computer
 
Center confirming all FTD tape shipments
 
received from Service Centers.
 
(I)	 Destroy 6 months after end of proc-

essmo year.

330. FrO Payme,it tQ Depositary Listings. 

(1)	 M.:>nthly repcrt consists of totals by de-
positary of the number of FTD's submit-
ted to and processed tv the service cen-

9~-{)€riod.
 
\el U",:;,l.fOY 'I year HOIII creation. date.
 

(2)	 Spec:al report consisting of individual
 
transmittals submitted by a particular de-
positary during a monthly period.
 
(a) Destroy 60 oays from creation date. 

331.	 FrO BOOB Code 07 Usilng. A listing of
 
transmittals with 500 or more FTO's.
 
(,) Destroy aHer items have been placed
 

on good tape to NCC..ioc Master File
 
posting.


332. FrO Microfilm Serial Number Usting. A 
daily listing of transmittals with possible
 
errors in the microfilm serial number of the
 
transmittal header record.
 
(1) Destroy 1 year from creation date. 335. Taxpayer/Employee/Financial (TEF) Data Request.

333.	 FrO Service Center Received Date Error
 
Listing. A daily listing identifying errors in (1) DESTROY 1 year after request was ~esponded

the service center received date of a trans-
 to. 
mittal header record. 
(1)	 Destroy after corrective action has 

been taken. 336. Taxpayer/~mployee/Financial (TEF) Data Request
33<!.	 Bank Adding Machine Tapes (submitted
 

with Form 2284B). Tapes that list FTD ~
 
amounts transmitted by banks when FTD (1) DESTROY 1 year after all requests on log

card count exceedsA.o__ '::cr- sheet were responded to.(,) Destroy '3Gj·days after applicabl8'0 

block is processed. 
·{Hole---l;.e;:;;-No&~-mr.oo9;:'-349-ar~;:::.€- , New Items 33 7 338 and 339 (See Attachment) 

se:--'~..ic t....tutu;.e...2.ddrtioos.to..::h~;:o. '
 
__ ..fu:.-:::!:d5=P,0rt;.o~f-mi5-s~~~,:""" e1ete
 

!';:uDrr INFORh-iATION MANAGEMENT I 
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ifor Controlling Returns in Inventory and 

rroductiOn-SCRI_P_)	 ~ __ 
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337. DORMS Source Documents. 

338. 

339. 

3\~o 

(1) Worksheets	 (Form 6292-X) and copies of Details In/Out (Form 6296) 
completed by and retained in the originating office. 
(a)	 DESTROY 3 months after data is reflected on the Monthly

Report for the period.
(2) Worksheet	 Stubs, copies of Details In/Out (Form 6296) and 

Input Error Resolution Registers (IERRs) used for computer
input.
(a)	 DESTROY 3 months after data is reflected on the Monthly

Report for the period. 

DORMS Output Documents. 
(1) Monthly	 Reports including Input Error Resolution Registers not 

elsewhere covered. 
(a)	 DESTROY 1 year after end of reporting'year.

(2) Quarterly and Semi-annual reports.
(a)	 DESTROY upon receipt of annual report covering the same 

period.
(3)	 Annual Reports.

(a)	 DESTROY 2 years after end of report year.
(4) Special Reports or reports other than those covered above. 

(a) DESTROY	 when no longer needed, but no later than 2 years 
after end of report year, whichever occurs first. 

DORMS Data Files. 
(1)	 Rec0rd 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 Res 301, GRS 20, "Machine Readable Records". 
Items 343 through 349 are reserved for future additions 
to the DOID1S Program. 

b l~ Res ohI tiOl)./Irrforl1latllon sh3--VJ-~d.i~i'l::5"ilS~e./ ShE?_~ 
tb.--e6~p1J,t....er&j;:.Ggram~ ~ t..>: 
(1)	 DESTROY T year after implementation. 



Item Description of records
 
No. and disposition authorizations (A d d Heading from Previous Page)
<t--

The Audit Information Management System
(AIMS) is maintained in each service center and 
is referred to as "AIMS Master Rle." This file 
contains information such as name, SSN or EIN, 
tax period, source code, activity codes, etc., of 
retums in Examination and Appeals, The follow-
ing records are created and maintained for this 
system. . 
350. 
Delivery and/or Inventory Reports. Computer
generated reports used to order tax retums for 
Examination Program.

(1) Destroy	 2 years after processing year

or after Internal Audit approval, whichev-
er is later.
 

351.	 Computer Finder Cards for Forms 709, 
2290 and 4638. Cards for all cases/await-
ing classification. After cases are classi-
fied, cards are input to generate labels and 
charge-out documents.. 
(1) Destroy after 6 months. . 

352. Selected	 Case Card File. Cards held for 
research purposes showing the district to 
which case was 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 case is unoostable and the 

\ 1} l.H:l~rroy.;Syears aner tina of process-
ing year in which closed, or when no
 
longer needed for internal audit, which-
ever is later.
 

355.	 Statute Cards. Cards showing statute peri-
od cases in Examination. 
(1) Destroy after 3 years.

356. Nul/ified Unpostable	 Card. Record of what 
action has been taken on nullified 
unpostables.
(1) Destroy	 1 year after end of processing


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

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

358. Gift, Highway	 and Air.vay Use Tax Usting.
A listing received with finder cards for 
Forms 709, 2290 and 4638 cases. 
(1) Destroy after 6 months. 

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

MT 1(15)59.26-1	 IR Manual 



Records Control Schedule 206 For Service Centers 

Exhibit 100-1 Cont. (29) 
page 1(15)59.26-38 

(4-2-81) 

Records Control Schedule 206 o 

Item 
No. 

Description of records 
and disposition authorizations 

360. Old Age Usting (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, unless
the Supervisory Auditor asks for them to
be retained for a longer period. 

363. 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 Sucervisorv Aud:tor asks for them to 

c.-
364. Nullified Unpostable Reject Register.

Computer listing showing the nulirtied un-
postable rejects for the week.
(1) Destroy after 30 days, or when no 

longer needed in current operations,
whichever is the longer period, unless
the Supervisory Auditor asks for them to
be retained tor a longer period. 

IR Manual MT 1(15)59.25-1 



Item Description of records 
No. and disposition eutnotizeuons 

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

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

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

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

367.	 Request for Adjustment (Suspense Cop-
ies). Record of special processing cases 
worked. 
(1) Destroy 18 months after closing date. 

368.	 Transcript of Account. Transcripts used 
for assessment verification. 
(1)	 Destroy 18 months after end of proc-

essing year, or when no longer needed
in current ooeratlons, whichever is later. 

369.	 Historic File (Service Center) AIMS. This 
file contains complete records of closed 
cases since AIMS implementation in that 
service center. 
(1)	 Destroy 6 years after end of process-

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

served for future additions to the 
- -'ul,e.) 

400. (See Attached Insert) 

-,
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OTHER	 GOVERNNEl;\TAGt;NC~ RECORDS 

400.	 United States Savings-Type Securities (E Bonds and Savings Notes). Transferred 
from the Bureau of Public Debt to IRS for processing and destruction. 
(1) Paper l1\.Jar printed on currency type pape~r ..:: be processed asBonds" to
 

Category A.
 
(a) DESTROY	 60 days after data has been converted to magnetic tape, the 

tape verified and sent to IKS Kational Computer Center (NCC).
(2) Series	 E Bonds and Savings Notes printed on car d jst cck type paper. These 

w i Ll,be sorted into three categories., processed and disposed of as 
follows;
(a) Category	 A - includes ~ll 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 fssue date pri.o r 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 Alph~ Samp~e. Category
A Bonds wh i ch are later 'assigned to Category B'or C duriug returns 
analysis should be destroyed according to the i~structions for the 
category to which they are transferred: ' 
1 DESTROY 60 days after data has'b~en converted to magnetic tape, 

the	 tape verified and ~ent to 'I~S National Computer Center (NCC).
(b) Category	 B - includes all c~r~ 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, anG none of the first letters of the lase names of any of the 
parties on the face of the bonds/notes fall within the IRP Alpha 

-"""'?€~, Tr.is categcray also ::'ncludcsthe bones and nc tes tr2.DS-
rerred ~rom Category A during the returns analysis process. 
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 2.11bonds and notes excluded from Categories A 
and B during sorting or returns analysis.
1 DESTROY immediately after quality review of sorting or returns 

analysis. 
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National Archives 
~~~	 C''''n~ral and'vices

(] D ~	 Records Service Washington, DC 20408Administration --~------- ----~-..-~--~---~--~~~~-~--~. -~- -~-~- ~-...~' ..~~~~~~~~~-	 - -- --" -

::".J:e NOV j 2 - 19b2 
"=<ec\' to 
r:-: 'Of: l':'NSR N}.'SR Contac t : W. Jon Heddesheimer
 

Subject·
 NCI-S8-82-9 

'PCD
 

Th ru : NNS
 

rH\'SR has completed its review of the machine-readable items ~n the above 

SF-llS. 

Permanent records. l\1NSR has determined tha t- O i t emf s ) have continuing
'".	 --~ 

) value and should be declared p ermarien t . They include:~-

Nonpermanent records. Nt~SR has determined tha 1:: :p-:; i t emCs ) do not have 
.con t i.riui.n'g 'value' and are"dispos~b'le for the fo l l owi.ng reasons: 

o 'Po'ten'tfal use o f the data is li~ited. 

Item(s) _ 

Comments------------------------------------------------------

[J Data is substantially duplicated in other records that have been or 
will be declared perrranent and are more appropriate for retention. 

Item(s) 

Comments -------------------------------------------
. - ' 

o	 There are severe technical problems as s oc i.a t ed w i th the data vo rvme di a, 

Lt ernf s ) 

Comments 

(over) 



v~.,eral National Archives 
~ vices and 
Administration ReGords Service Washington, DC 20408 

Date November 3, 1982 
Reply to
Attn of : NNFJ 

Subject: NCl-58-82-9 

To NNF 

I recommend concurrence. Although the GSAForm 7238 has not been prepared 
for NNS concurrence, it appears to us that NNS should also concur <1lnthis 
job. 

Chief
 
Judicial, Fiscal, and Social Branch
 
Civil Archives Division
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