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REQUEST FOR RECORDS DISPOSITION: AUTHORITY,' " " .,' - \. ~ LEAVE	 BLANK 

(See Instructions on reverse) JOB	 NO .,, 

-
"" 

, , 

, 

TO'	 GENE~AL SERVICES .ADI\IIINIST~ATION, , 

NA~IONAl ARCH!VES A~D RECORDS SE~VICE, WASHINGTON, DC 20408 

, , 

/V(;/-	 ,S-tf}-b 
DATE RECEIVED 

..
 
Treasury Department . , I{-.lf-#3
1. FROM '(AGENCY 'OR ESTABLISHMENT) 

NOTIFICATION TO AGENCY,
2.	 MAJOR ?UBDIVISION . , In accordance with the' provrsions o144·U S C, '3303a the disposal reo"Internal Revenue Se r vi.ce Quest. Including, amendments, IS approved except for Items tha~~ay 
3. MINOR S·UBDIVISI.ON	 " be stamped "disposa' not ,appr~yef or "withdrawn" .m colum 10 

Facilities ManagemeI1t Division 
4. NAME OF PERSON WITH WHOM TO CONFER.	 . I 5. TEL EXT. 

»,. " -, -,'	 .. i I~ l7-¥:3' Ma.-h2J£Roy Shiflett	 ,376-0593-	 Dut e AT( hivtst ot thc United Stute» 

6. CERTIFICATE OF AGENCY REPRESENTATIVE 

. I hereby certify that I' am authorized to act f~r th'is,agency in matters pertaining to the disposal of the agency's records;
that the records proposed tor disposal in this Request of '27 page(s) are 'not now needed for the business of 
this agency or will not beneeded after the retention periods specified, . ' 

• \' .... <. •	 • o	 fa:. R~quest for immediate disposal': -. 

[Xl-IS Request for disposal after a specified period of time or request for' permanent 
retention .. 

E.C. DATE . ATURE OF-AGENCY,R~T/IVE <, TITLE 

Program Manager'
4-15-8 ~/~ Records Management Program 

, 7. • 8. DESCRIPTlOI)! OF ITEM 9. 10. 
ITEM NO , (With Inclusive Dates or Retention Penods) , SAMPLE OR ACTION TAKEN 

' JOB NO, 

This reque st covers r-ecords- of the Collecti n 
Division in al-l IRS District Of.fices and subordi ate 
field offices (RCS-204) pertaining to the receip
and transmittal of tax returns and documen t s 
received in the district office,; the deposit of. 
tax remittances received; the collection of 
delinquent accounts and securing of del~nquent

,returns;' and the conduct of a year-around ~ax-
payer service program.
 

http:S�UBDIVISI.ON


\'. 

1(15)59.24- ,~ 

This transmits a complete revision of Tables of Contents, text,
 

and Exhibits IRM 1(15)59.24, Records Control 204 for Collection,
 

Taxpayer Service and Problem Resolution Program - District Offices.
 

Nature of Changes G
 

Text 110 is revised to reflect new disposal authority granted by 

the Archivist of the United States. 

ExhibitolOO-l is revised as follows: 

Mtj;>Item 2. Disposition clarified and changed. --
Item 3. Disposition clarified and changed.
 

Item 7. Disposition clarified and changed.
 

Item 8. Disposition changed from 1 year to 60 days after end of
 

processing year.
 

Item 14. Narrative clarified.
 
1 

15. Item deleted and -reserved for future use. 

Item 17. Narrative clarified, disposition changed from 2 years 

to dispose after 4 years . 

.; Sub- Itern (2) Added for "Statutory Not ices" wi th a disposal.-
of 10 years after end of processing year.
 

Item 2l. New Item for "Walk-In Contact Card (Form 6148)".
 

Item 22. New Item for "Taxpayer Inquiry Referral and Referral
 

Control Cards". 

Nrjj;>Item 

? 

PAtI>'Item 30. Item deleted and reserved for future use. 

3l. Sub-Item (2) Disposition changed from 8 years to destroy 

4 years after assessment year. 

])A9 Item 

, 

\Ml) Sub-Item (3) Narrative clarified and disposition changed 

to destroy 3 years after date of full payment. ~ ~. 

Sub-Item (4) Added for "Non-Assertion 100% Penalty Case 

Files". 

http:1(15)59.24
http:1(15)59.24


l".; ,/ 
32. Item	 deleted'and reserved for future use.P#t~I~em 

"7 

Mt;i?'Item 33. Item deleted'and reserved for future use.
 

71itj>Item 34. Narrative clarified and disposition changed.

:>

ZJ.ItU) Item 35. Item deleted'and reserved for future use. 

7)~Item 36. Narrative clarified and disposition changed. 

Item 37. Item deleted and reserved for future use. 

~~Item 38. Narrative clarified. -
~>Item 39. Disposition changed to destroy 6 years after processing 

year. Provision to retire to Federal Records Center deleted.~~:> Sub-Item (2) Narrative clarified and disposition changed. ,-
Sub-Item (3) Deleted.
 

Item 4l. Narrative clarified .
 
.? Sub-Item (1) Deleted. 
:/

Sub-Item (2) Deleted. \ 

..--Item 48.	 Sub-Item (2) Language clarified. 

Sub-Item (3) Language clarified. 
." ...-

(7
~>Item 50. Deleted'and reserved for future use.
 

?
~(> Item 5l. Deleted'and reserved for future use. 

Item-52. Deleted and reserved for future use. 

Item 54. Deleted and reserved for future use. 

Item 56. Deleted and reserved for future use. 
l'lY!tr) Itern 57. Deleted and reserved for future use.
 

2¥f..4',» Item 62. Nar'rative c Lar Lf Ler': and s,ub-items rearranged'(,'::7-/1D4tj .-
:::J::J4.tl> It em 66. Deleted? and res~n;~d for future use. (06 /I~ 66/2..)
 
~Item 72. Reinstated for "Estate Tax Returns" no longer accumulating...-

in the District Offices, however they are stored in the Federal Records 

Center under this item. 

http:J::J4.tl


.. ...
ji(jp. I~em 73. Reinstated for "Estate Tax Record Index Cards" no longer 

accumulating in the District Offices, llowever, they are stored in the 

Federal Records Centers under this item. 

Item 75. Sub-Item (2) deleted.
 

Item 83. New Itern for "Tax Check Fi les (Type "X" and "E" Awards)". ..........
 .. 
Item 84. New Item for "Ce rtizf i.ca t i.oa of Document Files". ~ 

Item 85. New Item for "Freedom of Information Act and Privacy 

Act Files". 

Item 86. New Item for "Reading Room Routine Cor!espondence Files". ;,/ 

Item 87. New Item for "Testimony files". 

Item 88. New Item for "Return Information Inspection Files" 

Item 89. New Item for "Safeguard Rev i.ew Files". 

Item 90. New Item for "Public Inspection Correspondence Files 

EP/EO Applications".
 

Item 91. New Item for "Unauthorized Disclosure Files".
 

Item 92. New Item for "Disclosure Accounting Files".
 

Item 93. New Item for "Disclosure Program Management Records".
 

Item 94. New Item for "AMFRZ Closed File".
 

Item';95. New Item for "Subpoenas - Closed Record of Service".
 

Item 96. New Item for "Payment Transcripts from Bankruptcy
 

Trustees". 

Item 97. New Item for "Bankruptcy Control Logs". 

Item 100. Deleted - transferred to Centralized Services, Records 

Control Schedule 212 Resources. Ma~agement. 

Item 101. Deleted - transferred to Centralized Services, Records 

Control Schedule 212 Resources Management. 

Item 102. Deleted - transferred to Centralized Services, Records 

Control Schedule 212 Resources Management. 



, 
Item 103. Deleted - transferred to Centralized Services, Records Control 

Schedule 212 Resources Management. 

Item 107. Deleted - transferred to Celltralized Services, Records Control 

Schedule 212 l{esourccs Hanagement. 

Item 108. Deleted - transferred to Centralized Services, Records Control 

Schedule 212 Resources Management. r-
i: 

Item 109. Deleted - transferred to Centralized Services, Records Control 

Schedule 212 Resources Management.'"MtI> Item 110. Disposition changed from "l{ETAIN" to destroy 75 years after
 

end of processing year.
 

l);tf!tp Item Ill. Sub-Item (1)(a) Disposition changed from "RETAIN" to destroy
 

75 years after end of processing year.
 

Sub-Item (2)(a) Disposition changed from "RETAIN" to destroy
 

75 years after end of processing year.
 

The Alphabetical Index (Exhibit 100-2) and the Forms Index (Exllibit 100-3) 

for Records Control Schedule 204 llave been updated to include new items an~ 

changes set forth in t h is reV1SH>n. 

Effect On Other Documents 

Richard E. Simko 
Oirector,
Facilities Hanagement oivision 

o 



Records Control Schedule 204 for Collection, Taxpayer Service page 1(15)59.24-9 
and Problem Resolution Program-District Offices 

Exhibit 100-1 

RECORDS CONTROL SCHEDULE 204 

Item Description of records 
No. and disposition authorization 

Administrative Records 
1.	 Administrative Files. Memorandums, tele-

types and relat_eddocuments (not covered 
elsewhere in this Schedule) pertaininq to 
housekeeping, or facilitative functions of 
the administration and operation of an indi-
vidual office. 
(1) Destroy	 2 years after the end of the 

year.
2.	 General Correspondence Files. Corre-

spondence and related documents (not
covered elsewhere in this Schedule) to or 
from the National Office, regional offices,
other district offices, service centers, area, 
zones or local offices covering program
activities involving procedures, rulings and
decisions of a ~eneral nature and not in-
volving the tax liability of a specific taxpay-
er, nor made a part of a specific case; and 
gene(a1 correspondence with the public
and other Federal agencies regarding
Federal taxation and not made a part of a 
specific case.']}.Aa	 (1)~~r9 after tRO el'le-oHA _____ 

-year:
3.	 -ROlJtine Correspondence Files. Corre-

spondence (not covered elsewhere in this 
Schedule and not made a part of a specific
case) with the public, Congress and Gov- ' 
ernrnent activities pertaining to inquiries, 
complaints, or requests for general lntor-
mation on tax matters and replies thereto. 

ye4I[ ... 
4.	 Routme tniocmstion Request Files. Corre-

spondence (not covered elsewhere in this 
Schedule) to and from the general public 
requesting information, copies of tax re-
tums, blank forms o~publications; notifica-
tion of change of address; or letter of gen· 
eral inquiry from taxpayers or their repre-
sentatives which do not involve substan-
tive tax liability questions and which, when 
answered or noted, complete the cycle of 
correspondence and have no value for a 
more extended reference. 
(1) Destroy	 after reply is made, lnforrna-

tion is furnished, or appropriate change
is mace in the Service's records. 

5.	 (Reserved). 
6.	 Routine Reference Files. Documents (not

covered elsewhere in this Schedule) used 
to facilitate and control work in progress, 
such as job or project control records, 
status cards, routing slips, work process-
in9 sheets, and other work papers. 
(1) Destroy	 when work is completed, or 

after the information is translerred to a 
more permanent fonm, or when no long-
er needed for operating purposes. 

(6-11-81) 

6- s- '"1'/-2	 >G <2l c/. 
~"":F~. _ (~·l.~f.\"&'~) ls-c.:f.J(6.9}
 

--4 ') <=-.-f. ( 5'g"-&8- ig0 58- c., <; c C)G.S

J	 ) 

( 5" I!:- '? Go - i 2. :3 I 0 d) 

,,',(	 ~~~ 

Discl~'~llre Proi:ralll. o./re, ~ )(frI9/K.~. JiI'~ 
(u ) Material	 of a precedent settin~jl~~. IOl2-6/£~ 

1 .ntJS'fsHI ,tt~ lSfil5 tta e ur refit j ~a.~-yeal"I if 
"'hielreve~ i~ 1611gC:r. ~ ~O"'_""':A-~_"~._ 

All others. ~fc- w/"eVl eMS old a"" :t~, 
(a)	 DFSTRO¥2 years after the end of the year.. 

Di s c Lo sur-e f'rognwIl. 
(a)	 12ESTHOY 2 years. after 
All others. 
(a)	 DES1'ROX 6 months after the end of the year. 

~2/3? 
-If.j ~ ~«.-,.-. 3 

~? 
)~~'- 41J.h F~(. 

d-.-..()t1 !;).../ s-8 )') - O'J.. "'7 rc )()~) -



o 

Item Description of records 
No. and disposition authorization 

7. Internal Control Files:Card files and other 
types of internal control records (not cov-
ered elsewhere in this Schedule) devel-
oped to control assignments and work 
flow; to record action taken; or to serve as 
receipts for records borrowed or loaned. 
This item includes Other Investigations
(Forms 2209 and 2990). 
~, Oeshoy-1-year after end-1:lt-year;-o

efte~-19-G1eaeai-wfliaAev~f0-.i6 
.applicab!e:-

8. Transmittal Control Files. Records pertain-
ing to the receipt and shipment of retums 
and documents between district offices, 
service centers, regional offices, National 
Office, ~::d :'~g Svciai Security
Administration . .r:---------~-+-.60 
(1) Destroy ~ after end of processing 

(1) 

(2) 

days 

Di.ac Loaui-e Prognl.lll. 
(a) DESTROY afLer 5 years,
All others. 
(a) .DEf~rl'HO~ 1 year after end 

case is closed, whichever 
of y ea r , or after 

is applicable. 

year.
9. Assault or Threat of Assault Reports. Con-

. sists of Form 4652 and related documents. 
(1) Destroy 

10. Minutes or 
after 5 years. 
Summaries of' Conferences 

and Meetings. 
or summaries 

Documentation 
oi conferences 

of minutes 
and meet-

ings, including information .on decisions 
reached and action taken or to be taken. 
(1) Record copy.

(a) Destroy 3 years after the end of the 
year.

(2) All other copies.
(a) Destroy 1 year after the end of the 
year, or when no longer needed in cur-
rent operations, whichever is earlier. 

11. Evaluation, Assistance and Internal Audit ---~.--. 
Reports. Narrative reports (excluding In-
ternal Secunty reports) prepared by re-
gional offices, district offices, subordinate 
offices and Offices of the Regiona1.lnspec-
tor, together with related correspondence.
Such reports contain an evaluation of pro-
gram activities, pr~ress of field opera-
tions, as well as conformance or variations 
to existing procedures, and regulations for 
management purposes. ' 
(1) Record copy.

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

(a) Destroy when no longer needed in 
current operations, but no later than 2 
years after close of file, whichever is 
earlier. 

12. Worle Planning and Control Records and 
Reports. Records, reports, registers.
schedules and work papers, etc., used t~ 
plan, document, control and report on 
work production and control activities. 

IT 1(15)59.24:-2 IR Manual 



Records Control Schedule 204 for Collection, Taxpayer Service	 
. \ 

page 1(~5)59.24-1Q"
 
and Problem Resolution Program-District Offices (6-11-e1) :
 

Exhibit 100-1 Cont. (1)	 I 

RECORDS CONTROL SCHEDULE 204 

Item Description of records
 
No. end disposition Buthorization
 

(1)	 Destroy 2 years atter the end of the
 
reporting year.
 

13:	 Recurring Reports. Progress and produc-
tion reports and related work papers, the
 
originals of which are retained in the dis- '
 
triet offices or Area. zone and local offices
 
(not covered elsewhere in this Schedule).

(1) Record copy. . 

(a) Destroy 2 years atter the end of
 
year in which submitted.
 

(2) All other copies. . 
(a) Destroy when no longer needed in
 
current operations. but no later than 2
 
years atter submission ..
 

14. ~~~~;~~: ~'--'--W'Ol'lrlo d 1~~~~~;;g :'::~~::i~;,rts'--'r 
ports and related work papers (not cov- v. a alH pro£,; ruin act i vi ty
 
ered elsewhere in this Sctiedule) that re-
flect inventories of asstqned work. produc-
tion records and time reports. the original
 
of which are submitted to the districtoffiee,
 
regional office or National Office.
 
(1)	 Record copy. 

(a) Destroy 2 years atter end of year. 
(2)	 All other copies


(C!) uc::st/oy ·...-:;6;0 .. 0 longer needed in '
 
current operations but no later than 1
 
year after end of year, whichever occurs, \ ')
 

-~S:"'X'f- d ·!~E!!...A d' R ~ Fil .. ~(2,d pe.v- c!"O:A()e"'$a(t)~oA PQ.twe.~1A. l? gk~{kH+ J: (k.rwl!'t~'15 ·--rrve en WBr ep I$$..__ -:«:«. 1 I I. /s~ A J 1 Copies of teletypes. correspondence lind ('liC.H) ) 0 cd 1. Of~b IJ 3 
1) I~'''V'	 reports conc~ming inquiries and JeQue~ts lS C\i 0 I (' /. fr . n . nl7 -e- f _ /I n rr: o ~ tr-.n
 

fromtheNatlona10fficefor~checkln. "'~j' ~ ~~ ~ I,)'-4t. ~ ~
 

I	 ?ng~~~:;tif~~ ~~ .~~ ~ ~ ~'~~!~i~~~~f;:;~~~~~~.s
Presidential "E" Aw s established by ~ .• _,,-, ".:iXL ~ -=-Y2 ..:C' ~ '7 ~ 
ExecutiveOrder10 ;andoncertainoth- ~'),........... \:ca.	 • # ",-' "/'c-3er persons.'; -<,,. '/'	 lOt."." /); 
(1) [)estroy ye~ atter year in which Qcs~ IS A--tTJ ". .• ~ J -.k /;'AA "" _ _ .. ,,-, ., I. 

report 0 nvestigation was requested.	 ) , ~u ..,. ~ ~ CAIJ.J. 
(2)	 Ret to the Federal ~ecords Center t:::""lr -go ,- i 5) l t't; Cdi.) . ,& .' 

2 ~ rs after year In which report or In- 'J Q I "'ft.~ l6 IJII,JJ, # ~ 
YBstigation was requested. 'aK - t;'l- - t4 I \ g8 Cd,d~ ~I VIi"'lA f 

16.	 Delegation of Authority Files (except ) ~- ~ FI2~ e, 
DAR). Record copies documenting the ~ • 
delegations of authority to an individual or ' 
office in accordance with prescribed regu- 5'8 - ~ l ,..D~ lgs-
lations and not included in the internal } 
management document system. (These (~'t'. ---------------- -._._ 
records are of a limited nature as opposed, I' L, ~ ,,~ ()'~ (/' ff). _ 0 ~ ~- ---
to delegation of authority records on a con- . .::> , \ ,,~\.-. ~ 
tinuing basis which are part of the Internal ~ 
Management Document System.) , 
(1)	 Destroy 1 year atter close of calendar
 

year in which delegation of authority was 0' 6' - ~ .2.. - 2."3 . 5"8 - ~ 'l. - "3 "7
 
terminated, . ~ )
 

Yt. - go ... 157 j 5- ~. n.- \41 ' -F
lD~ -, __~)~~__c_._. __ ~ __ 

fA 1oI.anuaJ	 MT 1(15)59.24-2 ss- go-	~ 5'j l c,f. ~M,~) 8' c..i'-
\-<~ C. 

5'8'-') ~-	 G:o 3 I t c.f 
h~, 

.5""e - ) Go A 20 \ 1 C) e:€ 
NY, 

~ 6- ~'2..- 10 ) l c...€. 
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Item Description of records
 
No. and disposition Buthorization
 

17.	 Certified and Registered Mail Records. 
~ipt'	 , (1) Registers awl re(p=ipts of incoming and outgoing
~e--arnHegl6~1.	 ! 
t+tGestr~ars eHerend 0. preeess- I ccr t i f'Led and rCI~jr.t.ej-ed mai 1 except Statutory 

~. I Notices. 
18.	 Certification bf Document Files, Records: (u) DEI-i'l'rlOr al'Ll:I' )1 yeu rs .supporunq request and use of the seal. :
 

(1 ~ Destroy 2 years after end of process- : (2) Statutory Notjces.
 
mg year. ,
 (a) DI~Wl'l\nr 10 yC:U':; ;l.f't,cr' end ()[' proc cuc I llC: year,19.	 Reference Files. Intemal management ,
 

documents, copies of corrspondence, ra- '
 
ports and related documents retained
 
solely for convenience of reference.

(1)	 Destroy when obsolete, superseded,


or no longer needed for reference.
 
20.	 ~eneral Assistance Program Determina-

tion, For purposes of the targeted jobs tax

credrt (Form 6177).	 21. Walk-In COlltact Card (Form 61118). 
(1) Destroy on January 2, 1984.	 (1) Cards proccssed during the filing pel'iod January

21.	 (Res81"<'861· -------1 thl'ouL';h Ap rI.l . 4i~---:'"2£, fRe!lel"< e6)!
 
23, ljtigation Files in connection with suits (a) D1';h~'l'W)'t ;-) mont.hs after' the f'ilillr~ per iod .
 

against the United States. (~)) C d	 ~ 
(1) Destroy	 2 years after the proceedings ar- s proc os scd during the nori-Td Ldnr; period. 

are terminated. , (a) ,DES'l'ROY. 1 month after the processing month. 
24,	 Special Procedures Staff Index Cards, 

(1) Destroy	 4 years atter the end of the 
processing year, or after cases are ']'n.XP;[yt~I'j /1(111 i t'y Hcf'crt'al alld f<ef'elTul COlltrol Cards. 
closed, whichever occurs first Docwnents used to record and control taxpayer inquires.

Note: Item Nos. 25 through 28 are reserved for (1) DF:~;l'r\OX Go <iay:-;after Lnqu i r-c is resolved orfuture addrtions to the "Administrative Rec-
ords" portion of this Schedule. Lran s t'e rr-ed for resolution.
 

30. 

DA-~ 

i, 
" 

I



,1t:t..ordsControl Schedule 204 for Collection, Taxpayer Service 
and Problem Resolution Program-District Offices 

Exhibit 100-1 Cont. (2) 

page 1(15)59.24-11 
(3-10-81) 

RECORDS CONTROL SCHEDULE 2'14 

/lem Description of records
 
No, and disposiuon authorization
 

~ 
(1)	 Closed 100% Penalty Taxpayer Delin- " .frtL.Q f~' 

auent Accounts (TDA's). with copies of ~-
data accumulated in the collection It?~r'
process.'	 r~ /:': j(j3<, 

(a) Destroy 3 years after the liability is ~ c::t:/g3 .' i()/~616' ~
 
satisfied or the statutory period. as ex· .~ lJl h) '3 -r:
 
tended, for collection has' expired, . - .. ()~ • 1tt I .I..v1 .....\ f
 

whichever occurs first .I.l .J A (] n~-v> ~. (],~
I 

(2) 100% Penalty Case Files, with copies wI v-: _ ",~U'I;) 1\ f7 O~,..;- i~~ __.. '7 
of all forms and/or documents required (?~~., a, ~~ V' ~ I 
by Form 5013. 100% Penalty File ..v ,. ~ ...8-
Transmittal. .' 4 ,/1 ,_I~ ~ ..t- "n 6& 
~ja~estroy~' years af1er assessment l'1'{J.-A r~re..C ;" ~\ '. ~~e ()fI.JI 

(~ctiiC43 the I eeballiecQr!3s c~ ? ~ ~ f'	 '1~ f ttG". 
rWt: :p?'!: aiter a§§$SIl~4~ar:- J -,.

(3)4U:OO"('Peflelly Case Files iflei"JetA9-~-------------·I·ully Pai.d 100010 Penalty Case Files. 
clelm·'OHeftJf'ld-ilAd/or·abatlrnfAl-·andI~. (a) DESTROY 3 years ft d f
adtudlCatlOO-~~rt-O~--rompewnl- -- a era teo full 
jUflsdietoo. payrrent . (~.J I '-\.#~ )~~:~~t:=~r~~iT:?~S~~~~~~~~~ Q~~3t) ~o (J--' 

•	 ';3...3G--Aecords"()(TaxpaYef· Iflq~n:.AccoufJ.$·-32 THeserveciy(4) Non-Assertion 100010 Penalty Case Files.
. twt' (TDA's). Closed TDA's (excluding current-' • (a) DESTROj' 3 years from date statute
 
Iy not-collectible accounts reported on 
Form 53) with copies of RevenueOfficer's for assessrrerit has expired.
"back-up" reports; copies ot transfer doc- C'\ H. , ' ~', r; 
urnents, where, applicable; correspon- ~ ~ ~ lr...(.A:IM-j~IJ\4~ I 

dence, tinancial's~tements and related 
data accumulated dllring tho processing
and collection of a TDA;or equivalent rec-
ords used to document the.history of pay-
ments madein satisfying TD~'s; ,request
for deferment of income taxes because of 
military service, with related corresoon-
dence. ~-
(1) Destroy	 1 year after the end of Iflg,

, year in which the case was closed.
 

1 
'33 •. -~fd5-0(.QJffefltly-No:-CoIJ6c!ibl9--T~_ 33. (ne'-icrvc:u) . 

~ peye«; Accounts. Case files on accounts 
that ha-.~ been reported as currept(y not 
couecubte.; /' ~1 J \ - A- o ()J"') ..;t fJ n ().-ft.. r"J" .-,-;.r ,,0
(1)	 Forms53'~Jherthanthos~dentlfiedtor T~ ~ ~ ~~ ~ ~ 

mandatoryIollow-up. /. . 
(a) Destroy 3'!2'~ea,rs after the year . ~LD C-(~ -G &I 1---<' ~ ,~ ... J ~~ 
Form 53 was initla~q. r=r>:	 ~ ~ • - d-' . 
(b) Retire to th~,F~J1e:taLRecordsCen- ~	 - ~ C ~ ?/~ 

(2(~ib~~~~,~;J~3, .•.. \.oo?-:,,~~,~ .~- ~:.·-L >It- i-I.../ili •.

latest date for mar. ./l.. . .<>-' ,.,- -

.,passed. r .'~ .. , , ' 

'3'3/il.:~.?;\;,.\. u-dt. i: 3=>;/ \~ ) 2..6'.s-.cf', } 3"3/2...) '3 \ cf, .... ~ ~ 

cQu.~., _cA ~ _tv 
":l '?/i " .: I'~J,. ~f.. ., '?>?/lA J (l.-5:c..f,. ?3/Z.) 3') c:.f. lRCS.;2.I;>'/.5§' 

.	 ) J' ) ~ 
·":>'?I2..A J ·~oC',{·'l?~" ' ' rr> -, /VCJ-Sff-J3-5 
'1:;"?/ l.') "3 a' i «e, '3 3/1A ) 4' C. f, 

1llU~ 
~~(,l) 4S'2.c.f. "33/lA}22.~c.,f. 13~/2. Slc.f, 
?:. 3/2-A-) r'~" cf" -: ~,. )) 

'~ \~ \ v i ,	 , <; '-? 7../1 ) O!i. IA 1<:4 r{', (~l 



Bank1~tCy Case Files. ~~intained by Special Procedures 
Item Descripuon of records Staff~Case Files developed as a result of receipt of 
No. and disposition authorization • receipt of Bankruptcy Petitions/Notices. File may include 
34~~"a"~'i Clai",nI~~e~tigations. M'~i~tain¢ petition, notice of rreet ing of creditors, microfilm 

by'"6pecial Procedures Sta.H. Ca.se)iles research r~oculTentation. data required for proof of claim 
devetC>R..ed	 , Ias the result of mvestJ¢tions 'DMi made inln?tances of msclvencies-or dece- case. ID;'::) surrmar'i.es , litigation transcripts. mi.scel.Laneous 
dentestate~ases, regardless efwhether a investigation requests, manual refund requests. proof of 
proof of claira, is filed; .oy':!hvestigations
made pnor to iss nce 0}E1 TOA relating to claim and discharge notices. 
such cases' or as t r ult of the Govern- (a) DESTROY after court proceE;.Qing$have been 2 years
ment establishing im as a creditor	 ._. - - --
against a bank ,oth insolvent or de- closed. -'2r- V-> __ ':.0-:;, ro...'"1>(II~'_"D_' 1- j)T~
cedent for th urpose 0 ssessing and ...0., I'-IL.~· 

A • 

-~ ---. "\ 
collectmg ~es due. The file ay contain . 
copies 0 egal documents, account read- ~ -=t= ~ . , V 
ings, dence of proofs of debt an reiat- ,...... ( \ "3 \ \ c, C ~~.eA' 0& \ 
ed _ rr~spon.?ence. "" . . I sg - \D ~E I - :2. 0 g I •
V1 LI.::nruy .:; )'t:d.I:; auer \,;UU!Lpr ocee C) /~9/'i'3 ...t>!~-_._-

35. ing~o~:Vt~rb_~~~~I~~~~f-Texes. ._- - -.~--~ Reserved). ~ ~~.,.J}f.( ruA~ ~17r'J 
(recor ies retaine control ~ A-sI...~ .~ ~ JJf~{}-LJ;-o<..~{l ~ ~ ~
 

1\/1Jif. purposes. &11 ,..., (~ t"J ....---- (,-- J

Y/"'t'l" (1) Destr ars ·ssuance.or .3 kA -=r 1<.. '- 1..0 , -- O· • YIlA ~ J> /I" f/'tII.. "J . ":"!fe. .h": FA.I4...
 

a ter issuance of la ipt In r -- ~,., 'I~ PI'fr' 

ook, whichever is applicable. 

D
36. Lien and Discharge Records (maintained 

by Special Procedures. Staff). -Copies-ot ( l)
.I}{ J I ~-oHfUdlen IIledwlth the apPffiPflot9 _.... - Notice of Federal Tax Lien and Certificate of 
f'IrVI	 recording official; certificates of discharge Release of Federal Tax Lien filed with

and reports thereon, certifica tes of release
from tax liens and related data: certificates appropriate recording official. 
~l'Ion-attachment: Notices of Non-judicial (a) DESTROY1 ~~~r .,afteLl,~ccount is satisfied 
sele~fleleese of Right of Redemption and- or statutd~~V~(?e~ptred~O-Relloilling Fund ·redemptlons and sales. 
(1)- Destroy 2 years aHer the eccount on (2) Certificates of Discharge, Non-Attachment 

-which the lien arose has been satrsfied and Subordination; Notices of Non-Judicial tor atter the statutory period for collectiorr
tlas expired, whichever occurs firs~	 Sale Rnd Redemption Cases. 

37. -Lien"Discharge and Revolvinfj Fund Re- (a) D~STROY1 year after case is closed.rdemp/ions Work Papers Per1atntng to Dis-
'4,!JWge gf._L!.~~_o~redemption under-·the
 I 

.....n.-	 - . .. '3G_, _ r ' o..vJl.. D~nO, AI_, (ci~~l) -Destroy· ·-2 years after granting· _ ~ ~"d'" _. _ 
-<:Ii&Charge. -c:" -:r=: v. -

38.	 Suits to Foreclose<f:ederal Tax Uens. Bills ~ r ~ ~"-'U
 

of .interpleader",biIJs in equity. or..-civil- J j? CAI.4..L'
 
action&..- and -;,G . :)'g - '> ') - 03 1\ ) 0 c.t-.
 
(1) Destroy 2 years after the proceedings 

39.	 R:~~r~;~~ns~~~~re and Sale of Property 3"/, l ~ cf, ) clef ') 0 lfj 1M HS3. 
(maintained by Special Procedures Statl). st;ll" '7 _ (94 Co "J u~ ~ - - ...2... -.1.:£[~!)'8

Reports, documents and related data per- - -/.	 .l 0 c..E' 
taining to the sale of seized property. AfA-rt5 Si 0 I 5"& - "t 4 ,~ t?iO k (AA4\.) 
(1) Record copy of Record 21, "Reco:? OIJ of 7/2-91f,1 S-~ - 'g I - ov '2..1 (I\A4) \. l c{?


Seizure and Sale of Real Estate, or
 J 

equivalent	 "Fe)\ --.Ali- .~~ - - - -

"CIt1!)-Aetaln;------··- .... _.- ....,..._'''tV"........y'JlRD.¥ ~	 .
.we::~::;::.yg3"t@' 10 __	 ......-.W1	 ~-

\'~9/a ~"f~	 t.~~,P~~
(7.- -a> .. _1' ~;..d~:g7.!_' .r~ 11 

MT 1(15)59.24-1	 IR Manual L~\ ~V~~·"'...J 

·39~/jAl)e!;b·,,~wlt~vta.U v'h.A. )1-~~*, )1.'UIt ~?J 
o...!lM,;~l~fr tt"tlO e ·V\,eed S /AIA..V e..	 r:- <?-:-e"1Jtre4 ,-I V"1l-Vl-?-fe.-r -ro ".fR.C vtot r ~)!\~. 

\ e. f,
I _ (	 !:) g- g11..-0 \
 

o- "'v- o-Y'I,..-~ ea I c:~ .
 
V ~ T~· f \\,1 II
Itf.:, »: ~-8 - 'w 13 09 ~.5 p-. c. ' I V\
 

~[;b3 ItJ/i17/f3
 

['?o ~~~~~J!_
I 
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Records Control Schedule 204 for Collection, Taxpayer Service page 1(15)59,24-12·
 
and Problem Resolution Program-District Offices (3-10-81) .
 

Exhibit	 100-1 Cont. (3) 

Rl ;::ORDS CONTROL SCHEDULE 204 

Item Description of records
 
No. and disposition authoriza lion
 ,.. 

to 
(2)	 Record copy of "Record of Sale of ~ .
 

Seized Property'; ..sAd- "Certificate of d 11 1 1 ' ,

Sale;' ~ner·-than -those stated in Pt-- an a ot re r c osed s e i z ur e s J other than 

'1'\ A PI '600"& . those stated in (1) above.Y A"V\	 (a) Destroy 2 years after ~
 
~nod e)(plf9jj. (In case the ~~".e~nn:~n! ,
 
acquired the property. destroy 2 years' closed or after redemption period expires,
 
after the final. disposltlon.) if app Li.cab l e
 

,S} -All other· copies< c . • 

~e)' Destroy when no longer needed if> 
-current operations. ' 'j' 

40.	 Tax Collection Waivers. Agreements and ::'$.~t 
related correspondence pertaining to the ~ii 
extension of the statute of limitations for "'::~ 
the collection of taxes. ,-::i.k~ 
(1) Destroy 4 years after the account on	 '·1'" .. 1. ~ 

which the statutory period for collection	 " ~., 
has	 been is or 3 .!..-:!-.~/.'extended satisfied. 
years after statutory period, as extend- . 'l't/ 
ec, has expired, whichever IS applicable. ·~~'Y,{i' 

41'. t:Jff.ersin Compromise. Case files, incluQ. /~~ 
ing copies of offers in compromise, tr~P4. ':~ 

, mittals and acceptances of offer:;rwKf) reo -':;.,. 
lated correspondence. (Note; If a cornpro- _.r",~ 
mise case file involves an installment offer .l~J4ll! 
or a collateral.agreement, the closing dae -,~~I shall be the date the offer is rejected, de- -~]r,r.~

I	 clared terminated by default or withdrawn; :1'~f 
or the date on which full compliance with :. "'~ 
the terms of the installment offer or coli at- _ ~ -A- 11 ;(.~
eral aqr oornent has been made. which e\(.· _ ...9-' /J -a:, ., --:. ..A ~!?:~.rr~1 

~r IS tho later date, I"'~ ~ ,1"" (e~ ~_ <-<-ci ~~~,-_ .. ' <';ji,.
M1 SPS Control CoPY of Form 2515. "Bee- U/ 16~ u· ~ ~ ~-v. ) .• :.i~ 

'\'\ 11 } J ord of Offer in Compromise", ---- AI h-e » v U-tA- -i,f!F
Y P"rV\ (a) Destroy 2 years after the statutory.~ ...l \,'''' ; -1~lii 

period for cotlection has expired. ~ '2.,'; -e..fI- () '"It • (') :- " 

f2}-Comf>romise·~ase file other than those ~ ~ ~M.. ~ »fJ..LQe.x.e-.X. ~ i..-
~tatedtn(lH~~hle, ~ n: . 1h. __ ".1 fi'JA. ,J~J~I:~~ A til (8) Destroy·-6-·years after -case s-is A-L~ ~~~.	 ~ ~ ~~ '--- d;. 'i 

Y A-V\ -closed, , """"--.n r- r ~~ ,?...I.t. i ~ 
{b) Retire to the Federal Records CeR- ~ ~ 1"- '- .a. ~-(J"" ~ ~ , 
rer-S years after the case is closed. ~ ·~I· .-

42.	 Transmittal Memorandums or Reqisters • "J 

(Maintained by the Office Branch). Copies '~~ ';', 
of forms or memorandums used in trans- .lj 
~~r~n6e~s~~~~~f~~~'S~ocuments or similar J! 

43. l~e~~~~),y 1 year atter preparation date. 41 L ~ I:~ ~.	 . .--~ -- -, - .<~ 

44. Taxpayer Compliance Measurement Pro- . 12 __,	 ,c,~~	 I~(t)	 Destroy 3 years after end of process-
ingyear. r"A., ........~.~..:, ~ ~,,-~;if.:1..
 

45. {R"eNed}. C~~~M~""~1.J	 I 
~~ (41/2.A-)	 f~ 

~	 - $" g (j 0 l4' i 6-g - 1ft-eO 6'4 J :2. <=;-.f'. "tfIR Manual	 MT 1(15)59.24-1 'j) _ T \' ~: 

~ ? g - g \ _ ~£)) ~ c. f. ~ 
~I	 ~yV. W,.-,.L~) 5" L,t'.	 it: 

~	 (,) ;2 cf'· ~; 
~ 

--p~, .It \f~ rv ')~ c. (cf4,) ~L' 
~ .;.J 0 - -I - S, ) ~ C. L • '!8).../	 l3t 

f:rt 
---,---.~ 

http:trans-.lj


___ I~~~mwrn'NtnfW'''''W_''''''H· jj7Qt~_ 

Item Description of records 
No. and disposition authorization 

46.	 Daily Transaction Registers (DTR's).
Corr-puter printed listings used to post ac-
count transactions to, Taxpayer Delin-
quency Accounts and investigations as-
signed to the Office Branch and Revenue
 
Ofiicers.
 
(1) Destroy	 60 days from the date on
 

OTR's.
 
47.	 Inactive Judgement Files, Part 6 of Form 

4477, Civil Suit Recommendation. 
0) Active Judgement Files.

(a) Retain until inactive. 
(2) Inactive Judgement Files.

(a) Destroy 6 years after being placed
 
in inactive files.
 
(b) Retire to Federal Records Center 3
 
years after being placed in inactive
 
judgement files.
 

(3) Satisfied Judgement Files.
(a) Destroy 2 years after satisfied. 

48.	 Special Procedures Staff Case Files.
(1)	 Case files developed for recommending


suits againSI taxpayers, not specifically

mentioned, or in defense of suits brought

against the Service. The file may contain

copies of legal documents, account read-
ings, evidence of proofs of debt and retat-
ed correspondence.

(a) Destroy 2 years after litigation case
 
is closed.
 

(2) Case files ~veloped·b~-the	 Coliectioa pertaining to
 
-DIvision Confer~&}·in.handhn9 appeals.

~farance& 'oj:. IRC 6020(b) assessment
 
disagreements, 400% Penalty Assess •
 
.menl., Estate Tax Extensions, -otters iAo .
 
ccrnpromise und9f Collection Activny jU •.
 
(isdictioA, and claims for abatement of
 
certain penalties previously rejected.

(a) Destroy 2 years after statutory peri-
od tor collection has expired.


(3) Case files developed in Probation eas-
es, Governmerff Contract offset cases, i
 

oQfld. certain Anti-Poverty Organization ;
 
cases,. ···--L.fin d other miscellaneous case files.
 
(a) Destroy 2 years atter case is
 
closed.
 

49.	 Installment Agreement Accounts List 
(1)	 Destroy 1 year after the end of the
 

processing year.
 
Taxpayer and OHlce Services Records 

50 . .eocument·Remittance and Assess .-( Reserved) . 
Registers. Copies of regis ,elated' 
documents and journals-ptepared tor the ..,.~ -,....... () 'IT ~ ~- rr- n ()()
control, c1asgr~etlOn and application or .~v. y~ LJ(.Lc..cA ~ ~ 

pay~t-1'SCeive~(Q[. ~~poslt by the Re- i IA~..tJ_ Y ~ ,......n ". I ~ ?__.A 

eeipts and Deposit ac~	 I r__ 17'"'~ -V' ...-vc... '-....a. -- O· i 

.----------~.- ..... -

~ '"FMt.-..,. 
:')8 -S-b-O\ o \ ) 5\ cf, 



. Records Control Schedule 204 for Collection, Taxpayer Service page 1(15)59.24 -13
 
and Problem Resolution Program-District Offices (3-10-81)
 

Exhibit 100-1 Cont. (4) 

RECORDS CONTROL SCHEDULE 204 

Item Description of records
 
No. and dispOsition authorization
 

(SO~lI::J'~(~tr~eaf.attef.eAQ..o~~
 
~
 

51.47tii/y Record of Tel/er Remittances. Daily .._(Heserved) •
accOtm ing and recapitulation of individual 

--t'\ A J J teller rec . s, including cash, checks, and 
~Vt.y M"\;1 money order 'th related papers (NCR or 5"'1. Dc~ i'~ ~ ~nS4.Q 

adding machine t used in connection 
with the teller's d~y' ncing.	 ~~ r·T-~~!"·~? 
(1) Original with tapes atta . 

(a) De~troy 2 years after e 
eS$lng"year.

(2}"1"eller's copy (duplicate). ~ 
tl!r-oest_~..1.mo.o.tb. 

52.~ Car Messenger Receipts,....P.e~ -( Reserveci ) .
 
ceipts tro?rrcaflie!.sJor caJ.b--arterCfiecks
 
received for dep~~o
 
(1~ytjar~fter end O~iflg.
 

53.	 Receipts for Payment of Taxes. Duplicate

of receipt issued to taxpayers for pay-
ments received.
 
(1) Destroy 5 years after end of process-

. ing year.

54.~red . Remittance- Usts.:.-.Ret:·orcr--- (Reserved).


used to contJol<;.ashrece~ough the 'Jmail af!d discove7e~...atlb.e point of mail
extractlon.....---- ______ 
(1~ D9troy2 years after end 01 p~$._ ... 

..tQ!r year.
55.	 DistnbutJOn Ledger. Record maintained
 

showing the distnbution of change-making

funds to all sub-agents by tho Agent

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

ing year. .;
 
56.~{!.,!,ent of Advance of Change-M~ -..~Heservecl) •

Funds~Ann~al accounting by~agents
 
(Tellers) and'tne ~gent ~hier (Director)

of all advances 0l..--ChSOQ.6 funds to the
 
Regional Disbursing Office:-'- __
 
(1! D9trof2 years after e,:d of Pio'Cas~-

.In9year. 
57.~flC31~f Deposits and related:'

"'l\ A I I documents. .. ...-" .. .u I't1A (1~ Destroy 3 years-after end 0 process_
.M1g year.

58.	 Records of Stamp Transactions pertaining

to the requlsiuoninq, sale. inventory and
 
accountability of stamps covering distilled

spirits. narcotics, strip and documentary
 
stamps.

(1) Destroy	 3 years atter the close of the


year in which the stamps were sold or
 
Issued.
 

S>, ~~1))'~
S-~'1-~,	 

I • 

5F- , O-'"?X) 't I 70 (:z.O'la?) 
5'0 - ro ~ G4 I ~ Ot''J..... 

2.. If5 $- ~71>II '3 \ ) __0 g '__ _ I 

http:tl!r-oest_~..1.mo.o.tb
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Item Description of records 
No. and disposition authorization 

59.	 Liquor Dealer's Special Tax Stamp Lists. 
Copies of lists forwarded to State Liquor 
Control agencies of names of wholesale 
and retail dealers in liquor, fermented malt
liquor, wines and medicinal spirits who
have purchased special tax stamps.
(1) Destroy	 5 years after end of year in

which prepared. 
60.	 Cover Certificate in lieu of lost or destroyed 

special tax stamps. 
(1)	 Destroy 1 year after last certificate in

book has been issued. 
61.	 liquor Tax Assessment Work Sheet En-

forcement. Used to determine rate of tax 
and amount of tax and penalties in en-
fcr~g.m2r:! cases.. . 
(1)	 Destroy 7 years after end of process-

ing year. 
62.	 Vouchers and Schedules Of Payments. 

~\f'~'¥'aid" eo~ies created prior to July-E-;-
'""l'\i PI (	 ~ 
~	 ~~Y-lO.yeafsraffl()fltfts-af.ter·fI:le·

pef'ieG-Gl4Aa-accoont.-
, ,(b}-Ratir.a..1O.Jlle.£eo.enu.BecoHia-Gefl-

tar aft a, a~ait or..attsl-GAEI.tull-lisGaI-year.,.
wnicne1let is earlier. 

\ ~) "Paid" se~les sreeted-en-er-after-duly-
\ "-2,197&:-" 

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

~ (h) Retire to the Federal Records Cen-
ter atteraudit or after one full fiscal year, 

'j whichever is earher. 
~) suspense copies. 

(a) Destroy when no longer needed in 
current operations except when used in 
lieu 01 "paid" copy. 

63.	 (Beserved). 
64.	 Revenue Reports and Accounting Control 

Records relatir:lg to the collection and 
processing of remittances. 
(1) OffiCialfile 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. 

65.	 Tax Transfer Vouchers. Vouchers pre-
pared to eHect the transfer of an assess-
ment. This item also relates to credit 
transfer vouchers used to transfer credit 
entries on tax accounts between District 
Directors. 

(1) Destroy	 6 years after internal audit of 
accounts. 

(2) Retire	 to the Federal Records Center 
1 year after internal audit of accounts. 

MT 1(15)59.24-1	 IR Manual 



Records Control Schedule 204 for Collection, Taxi
 
and Problem Resolution Program-District Officesi
 

Exhibit 100-1 Cont. (5) 

Rf':ORDS CONTROL SCHEDULE 204 

() c..,f',Item Description of records
 
No. and disposition authorization
 

66. (l.1escl·ved). 

CoG.~~~~~~ 

(;
 
~~~ ~~ ~w1u.'c.A.
 
~ ~~ -=P~L!-o.~;
 

.	 I1A11,e - ~ flM..,~ G ~ 
1-9i1-&. / 

, (t) Destroy 6 years, 3 month Iter the
 
period 01 account
 
W ~etire to the Federal Records ~n-
t~r.after au?it or after one full fiscal yea",
 
Whichever IS earlier.
 

67	 Certificates of Settlement of Accounts of --r r·accountable officers, statements of differ-
ences. and related papers.
 
(1)	 Certificates covermq closed account
 

settlements. supplemental settlements.
 
and "'1a I balance settlements
 
(a) Destroy 2 years after date of settle- 72. Estate Tax Returns (Originals). Includes related 
ment. providing certificate is cleared.	 schedules, correspondence and documents such as ,

(2) Ceruncates covering periodic wills, affidavits of appraisals, trust agree-setuernents. 
(a) Destroy when subsequent certifi- ments, power of attorney, briefs, etc., and 
cate of settlement is received. any related gift tax return filed by decedent.

68.	 (Reserved). 
69.	 (Reserved). (1) Destroy 75 years after end of processing
70.	 Taxpayer Service Program Reports (not year. ~ 

I 

covered elsewhere in this Schedule). 
~,> 

{1}	 D~!!!"Ci' 2 j'c~!'"~ ::f!cr C:1= c~ the re- Note: recordsAno longer accumulating in the
 
porting year. district office.
 

71.	 Notice of Transfer. of Out-of-District Re-
turns prepared in connection with returns
 
received with remittances.
 
(1) Destroy 1 year after end of the proc- 73. Estate Tax Record Cards used as a control andessing year. 

n. "soules	 index of estate tax returns filed. IRS forms 
73.	 ~lIfiIlf 'eQ). 842 and 842A may be used in this series.7t..	 Public inspection Flies of Returns of Orga-

nizations or FidUCiaries Exempt from in- (1) Destroy 75 years after end of processing, ! 
I 

come Tax. Forms 990-A, Retum of Orga- year. ~ f;;-4
nization Exempt from Income Tax. and l'~ ;---,
1041-A, U.S. Information Return on Trust Note: records~no longer accumulating in the 
Accumulation of Charitable, etc .• amounts. district office.	 ;.'/~.
which constitute a public inspection record 
and maintained apart from the "return" I 
portion of these forms. 
(1)	 Destroy 4 years after end of process-

ing year.
 
75.	 Gasoline and Lubricating Oil Bonds. 

Bonds executed by manufacturers or pro- I 

.~ 

" . 
12 M~nuaJ	 MT 1(15)59.24-1 
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o 

Item Description of records 
No. and disposition authorization .. ,ducers of lubricating oil and by producers
 

or importers of gasoline as required by
 
IRC 4101. . \
 

(1)	 Bonds which have been tenninated as '0 

,',.'in the case of discontinued businesses or !.
 
busrnesses no longer requiring a bond. ,
 il!Bonds may also have been cancelled by .~
 
the surety. .~
 
(a) Destroy 6 years after tennination or
 
cancellation of the bonds.
 , ,
 

. ter 2 years after termination or cancella- I
 

tion of the bonds.
 
(2}-!30nds not covered by (1) above r~tating -.-, .
 

to period,~or to July 1, 1965. 60nds may
 
relate to G yeavelO" open on
 
consents. _
 

~~7res~ro~these I:i n~",JUIY 1,	 ! 

(b) Retire to the Federal Records Cen-

(b) Retire to Federal Records Center.,
 
immediately.


76.	 (Reserved). ' 
77.	 Personal Records Obtained from Taxpay-

er Address Unknown. Taxpayer's person-
al'records obtained for review or possible
audit case which does not materialize, and 
eHorts to return the records fail to locate 
the taxpayer. 
(1) Destroy after one year. 

78, (Reserved).
79, (Reserved). . . 
80.	 Applications for Exempr~on and Registry.

Applications for exemptions from tax re- --	 --1'11-sponsibilities and regul~tlons applyinq to 
restricted or spectally controlled /v(J.C/>,,3 
businesses.	 Income Tax Index Cards (official record copies),
(1)	 Destroy 5 years after end of process- Index cards used as a cross-reference to 

ing year.
(2) Retire	 to the Federal Records Center income tax returns, assessment lists, Unit
 

after Jan. 1 of -the year following the Ledger Cards (ULC's), and other documents.
 
processing year. 

81.	 I come Tax Index Cards (official reco Includes Unit Ledger Cards used as index 
co . s). Index cards used as a cross-r er- cards or locator cards.
 
ence income tax returns, asse ment
 
lists, Un edger Cards (ULC's) nd other (1) Index cards for individual, partnership

document. ,___ . '_",', and fiduciary income tax returns, and other
 
(1) Index car for lndivi I; partnership mi6cellaneo~s returns.and fiduciary in me returns, and oth-

er miscellaneous rns. (a) Destroy 30 years after end of processing
(a) Destroy 3 atter end of proc- year.

essing year.

(b) Retir to the Fe
 
Center
 

(2) In Cards for Corporati	 -. 
T Returns (1917-1948). (2) Index Cards for Corporation Income Tax 
a) Index Cards for 1917. Returns (1917-48). " 

(a) Index Cards for 1917. 
~' t _ ' 1. Destroy 75 years after end of processing

year.
Note: d "'t'~ 1 1" hrecor sAno onger accumu at~ng ~n t e 

dis tric t office. 
(b) Index Cards for 1918-48. 

1. Destroy	 as they are no longer needed 
by Federal Records Centers for 
cross-reference. 



!=lAcordsControl Schedule 204 tor Collection, Taxpayer Service 
and Problem Resolution Program-District Offices 

page 1(15)59.24-15 
(3-10--81) 

Exhibit 100-1 Cont. (6) 

RECORDS CONTROL SCHEDULE 204 

Item 
No. 

Description
and disposition 

of records 
authorization 

Retained by Federal Record n-
s for cross-reteren Corpo-

ratio ome T eturns. 
(b) Index Card . 918-1948. 

1 De as the no longer
eeded by Federal Rec Cen-

ters for cross-reference. 
82. Problem Resolution Records. Correspon-

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

(Form 5543).
(a) Destroy 1 year after the end of the
year case is closed.

, (2) Problem Resolution Statistical Records
(Form 6016).
(a) Destroy 2 years after the end of the 
year repol1a prepared. 

Note: Item Nos.Jf.Jthrough 99 are reserved for
future additions to the "Taxpayer and Office 
Services Records" portion of this Schedule . 

• chine (Paper) Printouts and MicrofiJ 
egisters, Indexes and Directories 

(Note: rior to conversion to microfilm an trans-
fer of re rns processing and revenue a ountmq
functions ~ service centers, district otf es were 
responsible:,{ormaintaining and retiri g the rec-
ord (official) ~pies of machine (pa r) printouts 
of registers, ind.exes,and director s. Except as 
specmcally note~ in this Schedul ,effective with 
the conversion to'~'crofilm and ransfer of these 
functions to servic centers, s rvice centers are 
responsiblefor main inlng a t:J retiring all record 
'otticial) copiesof regi er3 dexes, and cuecto-
res In accordance with ords Control Sched-

.ne 206.) District Offices ould have transferred 
'111record copies to deral Records Cen-
ters, in accordance w' this chedule, that were 
retained during the onversi and transfer to 
service centers. 
1OO:-mdividual M ster File (lMF) ccounts Reg-

ister. Wee printout on mic film, replac-
ing tha In ex Registers, Settle ent Reqis-
ters, an Outstanding Balance ist as of 
Janua 1, 1968. Generally, e h time 
som activity Occurs in an enti r tax 
mo la, all postings to that modu will 
ap ear on tha weekly accounts regl er. 

ch accounts register record is, in eft t, 
specific transcript of the module. Th 

I 

New Items 83 
insert 

. -(Reserved) 

through 

• 

97 added per attached 



,83.
 

64. 

86. 

67. 

Tax Check Files (Type "X·l anc. HEtt A.,..ar d s }. F~les containing request s for. 
workpaper.-l;of, and r~fCl'rtsfurnished concerning tax d1~ck investigations on 
?rospective Presidential and certain other government e~ployees. or nOffiinees for 

r-e si.derrti a.L .1E" Awards establi ned -D r Ex ecut.Lve Or der 
(1	 Na t eria I Cases 1$~v~:IIo'1'\ 

(a:) PERHfJdTEHSr:'< the '\-\.Oh~r-'\'....t ("D) BETIRE to the Federal Records Center 5 years after/processing year.
(c) 'oFFER,to National Archives and Records Service	 vhen 30 years old. 

(2)	 Routine Cases. 
(a)	 D!JG'i'OOX 3 Je8:Pe after processing ;teAr. ~:'(t.t
(b)	 RE'I'IRE to the Federal Recorcs Cent.e r 1 year after t.ne proc ess'i ng yea?:'.i'lKit~ 

Certification of Docwnent Files. Records requesting certification of docw:r.ents 
under the Seal of the Department of the Treasill'Y. 
(1) DESTROY 2 years after the processing year. 

FreedoI:2of Info::mation Act and Privacy Act Files. This correspondence co~"tains 

reques"ts made under the Freedom of Information Act and Privacy Act for Internal 

Revenue Service documents and related records. 
(1) Haterial Cases 

( e)	 PER:11P~H~. l)isfOS\\;; ..' ~~t-ol-prv-cl!ed 
(b)	 BETIR& to the Federal Records Center 5 years af t.er t he processing yec:r.

when old.(c)	 OFFER to National P~chives and rtecords Service 30 years 

(2)	 Rcn.:"tineCases. ])\~tO~;rIo''-1 out 1tn10~ 
hd	 DES3?ilOY il'l E:eeSl ciE:flee '"H;11 Reesl".L COllll 01 ec,!edo:1e 3t)I eneral Reco s 

Schedule 14. 
(b)	 RETIRE to the Federal Recor-d's Center 2 years after the processing year.

HaTE:	 If files c2.nnot easily be segregated in the manner described in 
General Records Schedule 14, l:eep fer the longest number of years
applicabie to any part rela~ing to this subject. 

Ee2..d i ne: Room rtoutine Corresuondence Files Cor resporidence and related records0 

(not covered elsewhere in this schedule) pertaining to specific reques~s fur
 
pr iv ar.e letter r u.l ing s , IEM material, IRl-:i mat er iaI , 2-nd ot he r doc umerrt s ava iLahl e
 
in the rteading Room.
 
{l) :DES'fRO),G l'fIol'lths aft,er tB9 9FlB 9f tl:.l~ yea-r. li~0.
'n\SfC.~~~ \AC1t- d Hyov~f 
:-;'est:'momli Files containing t.e Legr ams or memOY2.Da.\.U::S orFiles. authorizing
denying testimony of Internal Revenue Service personr.el, or the production of 
.3ervice personnel, or the production of service records in nontax cases and. 
r-e l-at.ed records. 
(1) Material Cases

t ~)	 PEffiWJENT. -.:t:>\~aie;i.1 R.itCfpro"eJ,
(b)	 R~TTP$ to ~he Federal Records Center 5 years after the processing year.
(c)	 OFFER to Hational Ar chives and Records Service vnen 30 years old. 

(2)	 Routine Cases. 

http:personr.el


38'.	 Retm'n ri1'forrnation1..:5DectionFiles. 7hese files cG.~"ain records relating to 
requests'f~om Congressional co~~ittees or the~r agents) Federal, Sta~e or local 
agencies or others fo~ copies or i~speetion of confidential tax returns or return 
infornation, either h::.rdcopy or tape extracts. 
(1)	 Con !"essional Co:r.::i~tee. 

(a)	 ~nd related records. \:>~"l-os\\ioV\v~' 
ear. 

after the end of the 
vear. 

(b)	 Reference/Management Records. 
1 DESTROY after 2 years or when no lon~er useful, whichever occu!"s first. 

Federal Agency Files. ,
(a) Correspondence	 involving procedures and de~isions not relating ~o specific

t a):payers .
1 DES~OY 3 years after the end of the processing year. 0 

Correspondence relating
of specific t.axpayer s . 

2	 RETIRE t t~e Federal
 
processing year.


(c) Reference/Managenent Records. 
1 DESTROY after 2 years or when no longe::-useful, whichever occurs first. 

State and local Agency Files. 
(a) Mociel Agreel:1ents or Coorciination of Federal/State E~change ProGrams. 

1 DESTROY old agreements or coorciinations upon receipt of new or ~ended 
ones. 

(b)	 Implementation Agr eemerrt.s,
l ~~3:~C~ 0:0 agreements upon receipt of new or ~~ended ones. 

(c) Correspondence	 involving procedures and decisions not relating to 
specific taxpayers. r. (JL: I f' )
J:TDES'fnOY,z:-3n'years/~ ,~._~ -O.i:,_.i..b..e. processins; year. 0 IC ' 111 f.~/~ '/n

(d) Corresponcience relat~ng	 to requests for tax returns or return ~nfo::-mation 
of specif~taxpayers. ·1>ls'i'o~\'l(o..\ 1i\..6+~tfyooe4~ 
1 :DEG':PR02t:a eal 3 af1:El the end 01 the prOCeSSlng year. 
2 RETIRE,to t~e Feder~l Records Cen~er 2 years aft~r the end of the ,,:~

~prgsessing year. I~ 

(e) Refel1~ce/Hanage8ent	 Records. 
1 DES'T'ROYafter 2 yea::-sor when no longer useful, whichever occurs fi:rst. 

( 4 )	 O~her Correspondence.
(a)	 Records relating to requests .for tax returns or return info::-matio:1of 

specific taxpayers from indiyJduals, corporate officers) employees, etc. 
1 DES'I'ROy®years after the C~d of t he processing year, . 

89.	 S~fe~uard Review Files. These files contain procedures for conducting safeguard 
r ev i evs cf Federal) Stat.e, and local gove rnment. offices and outside contractors 
which receive confidential tax information, correspondence pertaining to the 
revie~s, and reports.
(1) Proced~es/Activity Reports.

(a)	 DESTgO¥ 3 Y9aFS aft8~ t~8 8R~ 9f t~9 prgees5iH~ yee'!:or Mtd:l 9dOl@~ied, 
whichever is la~er. !>1,.":>lO"'~\~'1 ..u.1- <:.t rnlv~J 

(2)	 P.eports, correspondence and workpapers regarding reviews of Federal, State 
and local agencies and outside cont:ractors. 
(a) Safequard Reports.

1	 DE8'f'ROY aftn 1:'x'O S't:l"esef!'t:leHt :reyiC'n's c::rc eO!'!'.plctca. '""D~;r''' ,t-,,'..,.. IA.Ctatrr-Ol1t(/( 
(b)	 Safeguard Report Workpapers. 

1 DEGS?ROY eftc:r s ...:ese~'eH;u~t ni"'iev ii cQ"ipletec ""')) \'>t07\1<v' '" wt-atfV'()V,d 
(c)	 Reference/l,:ar.2.ge::.entRecords. 

·1 ,D5ST!10Y ef't:c 2 years o:r!tJ IteR fiO longer usefttl, 'Jl=.I:i.Q~9VE;r 99GlclrS 



90.	 Public In~Dection Co ~spondEnce Files - :::? /~O J..~ ~.ions ~ "Request s for
 

.t.pplicatiOns for Zxe!".l"'cion/Qualifica"t.ionof: '::'-':e::.?t
C! banizati,ons/Er::ployee Plans 
a~d related records. I~ 
U')-BLS.d'lOl 2 )e<!".~ eHeI the ene of,(;,e ,:-'10CE;:,si!Ie ;) eei . 

91.	 Un2utborizec Disclosure Files. Repo!'ts and litigation records rela"t.ingto
 
una~"t.horized disclosures and records relati~s to ac~ions taken to prevent f~t~e
 
occurrences.
 

92.	 Disclosure Accounting Files. Copies of c i scLo sur e ac coun'tingjr ecor-ds or reports

ar.d related correspondence. G
 

() (1) Privacy Act Disclosure Account i.ng Files. .;.( -? (a) DESTRCY in accordance vi t.h Reco rn s Corrt roL Schedule 301 GRS 11,. 
(b) RETIRE to the Federal Records Center 2 years after the end of ~he 

processing year.

) :C':'sclosureAccounting Files (IRe 6103(p)(3).
 

(a)	 DESTROY in accordance with instruc~ions for Privacy Act AccoucJ~ing Files 
above. 

Di sclo sure Pro6ra.r!l	 reports r eLat.cd records 1·1anagement Rec or-cs ,: l·je::noran~a, and
 
(not covered elsewhere in this schedule) ng to e st.ab.l
pe rt.ai.r.i i shment , development 
and	 a~~inistration of the Disclosure prograc. Tecbr·ical and procedural guidance
provided to f~~ctions and other miscellaneous progr~ records. 
(1) Routine Records. 

(c)	 DESTROY 2 years a~ter processing year.
(2)	 Reference/Management Records. 

(a)	 D.L:S':PROY Wl'lCIlEO lOBger "'~€if1.1J, or :2 rec"'s procecsing ye&-, whjch-ever
oCtalS fh'st. n cs~~ \. t;-c" V\ kDt a..rr ..-o;)e.~(• 

94. AMFRZ	 Closed File. The closed file will be maintained in alphabetical

order. The closed file will be purged monthly and Forms 5348 toat
 
are 120 days old or older as determined from the date of input will
 
be removed.
 
(1)	 DESTROY 30 days after the documents are purged. 

95.	 §u~oen9s - Closed record of service. 
(1) .DESTROY 1 year after end of year of service, 

96.	 Pa~ment Transcripts from Bankruptcy Trustees.
 
(1 DESTROY when new list is received.
 

97.	 Bankruptcy Control Log~.
(1) DESTROY 4 years after most current date of case closure on log. 

http:rt.ai.r.ii


o
 

Ilem 
No. 

Description
and disposition 

of records 
aulhoriza tion 

nts re~ister is in order by accoupt 
er within district office and is priOt€ld 
ch district 

Security Number 
within 
order 

a region in 
and withi 

bcial 
aildity G 

digit seq~&[1ce. Weekty 
iable nurnbec, of cycles, 
a cumulative accounts 

register 
are c 
regi er 

or a var-
bined into 
on a four-

week basis. (Re ord co maintained in 
service center.) 
(1) Copies of IMF M .hly Cumulative Ac-

counts Register 
(a) Destroy 3 

r Ui~' 
ears a 

for research. 
r end of proc-

essing year. 
(2) Copies IMF WeeklY"-... Accounts 

Register
1 ... \ n_ .._ 
\'"'"1 - ""_, 

__ 
' 

"-
;~......f,. ••h,...~,

~.r'.""' "..., 
. 
.. 

wee y register merging prior regl tQrs 
wi all of the active accounts for t~ 

. rrent week. 
101.~iVidUal 

Risler. 
Master 

Microfilm 
File (IMF) ReferenCl! 
index to the Curnpta-

-( Rescr-vcd ) 

tive ~F Accounts Register. 
tains r&{,erences pertaining 

Registeycon-
to entites and 

tax period on the Master Files by indicating . 
the cycle 'nvmber of the last .cumuiattve 
accounts fegi ter on which ap'entity or tax 
period was las hown. Regfster is printed 
for each district ithin C} 'region in Social 
Security validity it/Sequence. Refer-
ence register is upd9- d every four weeks 
on a cumulative basis. 
(1) Copies of last IMF 

ence Registers required f 
(a} Destroy 3 years after d of proc-
essing y~il(. 

(2) COPies of IMF Reference Regis rs pro-
duced during a year other than last 
pr9duced for year. 
~ Destroy upon receipt of the next c 
mulative register four cycles later. 

102. ividuar'Master' Fila (IMF) Taxpay
Na a Directory. Elltity data for taxp rs 

--tReserved) 

on tti Master Files, such as na ,ad· 
dress and. location codes liste 
district, and Social Secu 

region, 
Number. 

(Microfilm) '''. 
(1) Copies of Annual 

ries required tor' arch. 
(a) Destroy 3 ars, after end of proc-
essing year "", 

(2) Intenm 
(a) D 

rectories.. ", 
roy atter receipt 01 ~bsequenl 

int m or cumulative director-covertnq 
me tax periods and taxpayerss, 

MT 1{1S)59.24-1 IA Manual n 
(j
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Records Control Schedule 204 for Collection, Taxpayer Service page 1(15)59.24-16
and Problem Resolution Program-District Offices (3-,O-B1) 

Exhibit 100-1 Cont. (7) 

RECORDS CONTROL SCHEDULE 204.. 
Item Descriouon of records 
No. and disposition authorization 

l03.~ual 'Master File (IMF) Rete . .~Reser-vcd )
 
Reg/stEir.-Gont~s all entity mod-
ules removed fr6m'~~ er File.
 
(1) Copies req)lir.e<:tforresGarob..._ 

(a) ~6trOy 3 years after end of-ptoe;,
 
~gyear.


104.Assessment	 Record, Register of Returns
 
and IMF Settlement Register. The Assess-
 I 

ment Record and Register of Returns lists

all income tax returns and shows final set-
tlement on each; and was superseded by

the Weekly IMF Settlement Register. Each

weekly register contains transactions
 
posted to the Master FIle accounts during

the preceding week and was identified
 
with ine type of file assessment date, cycle

number, and refund schedule number.
 
Production of this register was terminated

as of January 1, 1968, when the IMF Ac-
counts Register was instituted.

(1) Record copy (paper printout).

(a) Destroy 30 years after the end of

the processing year.

(b) Retire to the Federal Records
 
Center.
 

(2) M,crofilm copies required for research.
(a) Destroy 3 years after end of proc-
essing year.


(3) All other copies.
(a) Destroy when no longer needed in

current operations.


105. Alphabetic	 Index Register. Listing of all 
individual taxpayers whose returns were 
indexed, and showino address. Social Se-
curity Account Number, Document t.oca-
tor Number (D~).
(1) Annual	 consoncateo Register (record
 

copy (paper.printoutj).

(a) Destroy 30 years atter end of proc-
essing year.

(b) Retire to the Federal Records
 
Center ..
 

(2) All other copies of Annual Consolidated

Register.

(a) Destroy atter end of processing
 
year.


(3) Semi-Annual Consolidated Register.
(a) Destroy atter receipt of annual con-
. solidated	 index register covering same


taxpayers and tax periods.

(4) Interim Registers.

(a) Destroy after receipt of subsequent
 
consolidated index register covering

same taxpayers and tax periods.
 

IR Manual	 MT 1(15)59.24-1 
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c 

lIem Description of records
 
No. and disposition authorization
 

106. lnatvuiue!	 Master Rle (IMF) Index or Direc-
tory. Production of this index was terminat-
ed as of January " 1968, when the IMF
 
Accounts Register was instituted. This in-
dex, prepared in Social Security Numbor

sequence by district office, lists each entity

filing tax returns and provides key to Regis-
ter of Settlements; current and complete

means of identifying taxpayer entities; and

complete record of all documents relating
 
to one tax period together with one entity

reference identification.
 
(1)	 Annual Director (record 'copy) (paper


printout).
 
(a) Destroy 30 years after end of proc-
essing year.

(b) Retire to the Federal Records
 
Center.
 

(2)	 All other copies of Annual Directory or

Index.
 
'(a) Destroy after end of processing
 
year. 

(3) Supplemental Directory or Index.
(a) Destroy after receipt of subsequent

supplemental directory or index cover-
ing same taxpayers and tax periods, or
 
when no longer needed in current
 
operations.
 

(4) Cumulative Directory or Index.
(a) Destroy after receipt of subsequent
 
cumulative or annual directory or index
 
covering same taxpayers and tax
 
periods.
 

(5) Monttlly Directory or Index. 
(a) Destroy after receipt of subsequent
 
cumulative or annual directory covering

same taxpayers and tax periods.
 

107.4\Js;~ess Iv!aster FiI~ (eMF) Acc*un --(Reserved).
~~,ster. Microfilm pnntout on a we y
baSIS starting July.', 1968. The 8M Ac-
count9.,Register replaces the BMF Index
Registe/), Settlement Register, and the
 
Outstanding Balance Ust Each cycle an
 
entity or tax Period is actrve, all postings to

that period wllI,appear on ~he weekly ac-
counts register. The accounts register for

that cycle is rnerqed with the next cycle's
 
account register. Th"se cycles are accu-
mulated for a series untl! a final accumula-
tion is made on a four-week basis. Each
 
taxpayer on the (egister is .listed by a tax

period, within ,Master File TaX (MFT) Code,

within Employer Identification (E.!.) Num-
ber. The sequence is by region, dlstrict, E.!.

Number/MFT and tax period. \"
 
(1) Mip(ofilm copy of Monthly cumO~ive


Ac;eountsRegister required for rese h.
 
(a) ,Destroy 3 years atter end of pro
 

/essmg year.
 



Records Control Schedule 204 for Collection, Taxpayer Service 
and Problem Resolution Program-District Offices 

page 1(15)59.24-17 
(3-10-81) 

Exhibit 100-1 Cont. (8) 

RECORDS CONTROL SCHEDULE 204 

/tam
No. 

Description
and disposition 

of records 
authoriza tion 

~ 
Y 

t!t-Ml!;;rofilm copy of Weekly ~~ 
RegiSt'Gr.---__ __ 
(a) Destroy up"On~~(of the. next 
week's regls!eJ...nr~rglOg pn()(...r~9!sters
with ajl...of1fie active accounts f~ 
wrr€r1t week. 

108.~siness Masler File (BMF) AeferenQfJ 
Aegister. Microfilm index to the Curnula-
tive Bt-1F Accounts Register. Refyrenca 
register-~ produced in account/number
with distribt office sequence and lists the 
cycle nurnbec, in which a tax-rnocute last 
appeared in a cumulative r~ister. The ref-
erence register .'i$ u~ated every four 
weeks on a cumulatiy asis. 
(1) Microfilm copy W- 8ft BMF Reference 

Register reQuir~1or r~arch. 
(a) Destroy years atter~nd of proc-
essing yea . 

(2) Microfil copy of Referenc Register
produc during a year other n the 
last oduced for the year. 
(a estroy upon receipt of the next

ulative register four cycles later. 
109. siness-Master· File (BMF)- Taxpaypf--

Na Directory. Entity data for taxp~rs 
on the aster File, such as name, address 
and loca~codes listed by rE9gion,dis-
trict, name, d Employer Jd"entification 
Numbor. ./ 
(1) Microfilm copy Oi.Annual Cumulative Di-

rectory required fo!/~earch.
(a) Destroy 3 Jears a r end of proc-
essing year. /

(2) Mlcrofllm.£tipies of Cumula (Tempo-
raryt af)lYMonthlYIndexes.
(a) ~~troy ~er receipt of subse {:nt
cU)l'1ulative or annual index covering 
~me taxpayers and tax periods. 

110. Business Master File (BMF) Taxpayer
Number Directory. Usting of taxpayer's
Employer Identification Number, name, 
address.' employment code, location 
code, and filing requirement code. (No
longer accumulating.) 
(1) Annual Director (record copy (paper

printout). 
(a) .aletait'· 1;-. --------
(b) Retire to the Federal Records 
Center. 

(2) Quarterly Directory.
(a) Destroy after receipt of Annual BMF 
Taxpayer Number Directory covering
the same taxpayers and tax periods.

(3) Interim Directory (Monthly between 
Quarterly Issuances). i 
(a) Destroy atter receipt of Quarterly I 
BMF Taxpayer Number Directory cover- I 
ing same taxpayers and tax periods. I 

, 
I 
! 
I 
I 
I 

.-( Re s er-ved ), 

_.~Heserved), 

ESTROY 75 years after end of processing year. 



<> 

Item 
No. 

Description of records 
and disposition authoriza tion 

1". Business Returns and Document Index 
Register. Listmg of all significant Business 
Master File documents relating to one tax-
payer's entity for one year; a reference for 
securing Document Locator Numbers; and 
provides a key 
of Settlements. 

to the appropriate Register 
(No longer accumulating.) 

(1) Annual (Permanent) Register (record 

~ A r j
Vrrvl 

copy (paper printout)).

i~1~:~~'~;'th;-'-Fed';r~l-
Center. 

A~~~~d~'--·DESTROY~years after end of processing year. 

(2) Cumulative 
(record copy 
(a)crftetatn.. 

Supplemental 
(paper printout». 

' . 

Register 

- DESTROY/!5 years after end of processing year 
(t.l) R~~!f'!' to th'3 FI?t:iAr:;lI R6cnrds 
Center. 

(3) All other copies of Annual and Cumula-
tive Registers required for research. 
(a) Destroy atter the end of processing 
year. 

(4) First Supplemental Register for docu-
ments posted Since printmq of Annual 
Register. 
(a) Destroy after receipt of Cumulative 
Supplemental Business Returns and 
Document Index Register covenng 
same taxpayers and tax period. 

(5) Monthly (Temporary) Register . 
. (a) Destroy after receipt of subsequent 
Cumulative or Annual Business Returns 
and Document Index Registers covering 
same taxpayers and tax period. 

112. Alphabotlc Index Register (Employer's
Tax). No longer accumulating.) 
(1) Annual Register (record copy). 

(a) Destroy 30 years atter end of proc-
essing year. 
(b) Retire to tne Federal Records 
Center. • 

(2) All other copies of Annual Register. 
(a) Destroy atter end of processing 
year. 

(3) Quarterly 
(a) Destroy 

Supplemental Register. 
60 days atter receipt of an-

nual index register, or when no longer 
needed in current operations.

113. Register of Estimated income 
counts. Listing of ES accounts 

Tax Ac-
Quarterly 

and includes total estimated. total paid. 
and amount due for each account. (No 
longer accumulating.)
(1) Annual (January Usting) Register (rec-

ord copy). 
(a) Destroy 30 years atter end of proc-
essing year. 
(b) Retire to the Federal Records 
Center. 

MT .1(15)59.24-1 IR Manual 



RecordS Control Schedule 204 for Collection, Taxpayer Service page 1(1S)59.24-~! 
and Problem Resolution Program-District Offices	 (3-'~~i 

Exhibit 100-1 coht, (9) 

R'E~ORDS CONTROL SCHEDULE 204 

item Description of records 
No. and disposition authorization 

(2) Quarterly Register.
(a) Destroy after end of processing
 
year. ..
 

1'4. Alphabetic Index Register (Estimaled Tax 
Declarations). Usting of all taxpayers
whose estimated tax returns were indexed 
in a service center. 
(') Record copy (paper printout).

(a) Destroy 30 years after end of proc-
essing year.

(b) Retire to the Federal Records
 
Center.
 

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

current operations.
 

, ~5	 AJphabeticallndex Regisler (Gasoline Tax 
Refund Claim).
(1) Record copies (paper printout) covering


years 1963 through '965.

(a) Destroy 30 years after end of proc-
essing year.

(b) Retire to the Federal Records
 
Center.
 

(2) All other copies,
(a) Destroy after end of processing
 
year. ,
 

116	 Document Locator Number Register. List-
Ing of Document Locator Number and tax
Withheld for each 941 return, adjustment,
940 return (excluding tax withheld), and
each transaction posted to the 941file. (No
longer accumulating).
(1) Annual	 Cumutanva Oirl;lcto'Y (record


copy (paper pnntout)).

(a) Destroy 30 years alter end 01 proc-
essing year.
• 

IR Manual	 MT 1(15)59.24-1 
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Item Description of records 
No. and disposition authorization 

(b) Retire to the Federal Records 
Center, 

(2) Quarterly Cumulative Register.
(a) Destroy 60 days after receipt of an-
nual Cumulative Document Locator 
Number Register.

117. Quality Review Machine Printouts.
(1) Destroy	 1 year after current process-

ing year or when no longer needed in 
current operation, whichever comes 

.first 
t t 8. Taxpayer Service Resource Management

System (RM/S). listings and Printouts. 
(1) Destroy	 2 years after processing year, 

or when no longer needed in current 
operations, whichever comes first 

119.	 Delinquent Account Inventory Profile Ust-
;n9s (OAIP).
(1) Monthly Listings.

(a) Destroy upon receipt of next month-
ly listing except the monthly listing used
for annual match should be retained un-
til completion of next annual match. 

(2) Quarterly listings.
(a) Destroy upon receipt of next Quar-
terly update. . 

120. Delinquency Investigation Inventory	 Pro-
file Listings (OIlP).

. (1) Monthly listings.
(a) Destroy upon receipt of next month-
ly listing except the monthly listing used
for annual match should be retained un-
til completion of next annual match. 

, 


