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PURPOSE

(1) This transmits revised IRM 1.15.4, Records and Information Management, Retiring and Requesting
Records.

MATERIAL CHANGES

(1) This file contains all previously cleared, reviewed and approved IRM content, as well as an editorial
update to remove a graphic that was not Section 508 compliant. An error occurred where the
previously cleared, reviewed and approved IRM file inadvertently was not published.

2) Editorial update performed to remove the graphic file located in Exhibit 1.15.4-4, Form 2275, Records
Request, Charge and Recharge, and instead provide a link directly to Form 2275 on the Electronic
Publishing website.

(3) IRM 1.15.4.1.4 - Program Management and Review - Added a new subsection on how the records
management program is managed, and how the effectiveness and objectives are measured. Also
added a reference to the new Form 14377, Records and Information Management Virtual Program
Review and Form 14377-A, IRS Records and Information Management (RIM) Evaluation Checklist.

(4) 1.15.4.1.5 - Program Controls - Added a new subsection describing the records management
controls that oversee the program.

(5) 1.15.4.1.6 - Acronyms and Terms - Expanded the list of acronyms and terms used throughout this
IRM.

(6) 1.15.4.2 - Retiring Records to the Federal Records Center (FRC) - Updated content on retiring
records to the Federal Records Center and who is authorized to retire the records.

(7) 1.15.4.3 - Archives and Records Centers Information System (ARCIS) - Edited the content about
ARCIS.

(8) 1.15.4.4 - Preparing and Maintaining the Standard Form (SF) 135, Records Transmittal and Receipt,
and Required Box Listing - Changed the subsection title from Preparing the Standard Form (SF) 135,
Records Transmittal and Receipt. Updated content on completing and submitting SF-135 and box
listing.

(9) 1.15.4.4.1 - Processing the Returned SF-135 - Updated the content on handling receipt of approved
SF-135.

(10) 1.15.4.5.1 - Determining the Appropriate Shipment Method - Updated the content to reflect the
correct subsection references.

(11) 1.15.4.6 - Retiring Tax-Related Records Protected by Internal Revenue Code Section 6103 or
Classified Records - Updated the content reference resources.

(12) 1.15.4.8 - Retiring Accountable Officers’ Accounts Records - Deleted content no longer relevant to
IRS. Re-numbered the subsequent subsections.
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(13) 1.15.4.9 - Retiring Criminal Investigative (Cl) Case Files Related to Grand Juries - renumbered
subsection as 1.15.4.8 and adjusted subsection title to Retiring Criminal Investigative (Cl) and Grand
Jury Case Files.

(14) 1.15.4.11 - Emergency Requests for Tax Returns and Related Documents - Updated reference
information.

(15) Exhibit 1.15.4-4, Form 2275, Records Request, Charge and Recharge - Removed graphic and added
a link to Form 2275. Updated corresponding description to reflect the most recent version of Form
2275.

(16) IRM references, website links, editorial updates and word revisions, in compliance with the IRS Style
Guide, have been made throughout this IRM section.

EFFECT ON OTHER DOCUMENTS
IRM 1.15.4, dated March 11, 2021, is superseded.

AUDIENCE
All IRS divisions and functions.

Michael J. Oser
Acting Director, Identity and Records Protection (IRP)
Privacy, Governmental Liaison and Disclosure (PGLD)
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1.15.4.1

(03-11-2021)
Program Scope and
Objectives

1.15.4.11
(03-11-2021)
Background

1.154.1.2

(03-11-2021)

Authority to Retire IRS
Records

1.15.4.1.3
(08-10-2017)
Responsibilities

(1)

Purpose: This IRM section covers the process for retiring records to and re-
questing records from Federal Records Center (FRC). The protection of
information is of vital concern to the Service. Every effort must be made to
ensure that all documents are provided protection commensurate with the in-
formation therein. FRCs ensure records are protected and remain available for
their scheduled life (at the end of their retention schedule). FRCs store agency
records and make them accessible when needed.

Audience: These procedures apply to all IRS employees and contractors.

Policy Owner: Director, Identity and Records Protection - Records and Infor-
mation Management (RIM).

Program Owner: The Records and Information Management (RIM) office,
under Privacy, Governmental Liaison and Disclosure (PGLD) is the program
office that provides guidance and is responsible for oversight of the Service-
wide records management policy.

Primary Stakeholders: The Records and Information Management (RIM)
Program office, under PGLD, promotes responsible recordkeeping practices for
IRS employees and contractors to follow in accordance with federal laws, regu-
lations, and procedures.

This IRM provides instructions on how to retire records to, and request records
from, FRC.

Records, paper and/or electronic media (limited to small quantities of mixed
media), are retired to the FRC for storage and servicing according to
Document 12990, IRS Records Control Schedules (RCS) and Document
12829, General Records Schedules (GRS) and prescribed storage standards.

Federal agencies can request the return of records, excluding official personnel
folders and employee medical folders, from the FRC.

Retire eligible records according to the instructions in Document 12990, IRS
Records Control Schedules (RCS) and Document 12829, General Records
Schedules (GRS)

IRC 6103, Confidentiality and disclosure of returns and return information

Title 36 Code of Federal Regulations (CFR) Chapter XlI, Subchapter 1232,
Transfer of Records to Records Storage Facilities

Title 36 CFR Chapter XlI, Subchapter 1234, Facility Standards for Records
Storage Facilities

Title 36 CFR Chapter Xll, Subchapter 1235, Transfer of Records to the
National Archives of the United States

44 USC 3103, Transfer of records to records centers

This IRM is used by all IRS employees and contractors to ensure compliance
with paper and electronic records management requirements.

Cat. No. 314261 (03-11-2024)
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1.15 Records and Information Management

1.15.4.1.4 (1) The RIM Program is evaluated using the following reviews and reports:

(03-11-2024)
Program Management
and Review

1.15.41.5 (1)
(03-11-2024)
Program Controls

1.15.4.1.6 (1)
(03-11-2024)
Acronyms and Terms

Records Management Self-Assessment (RMSA): The annual RMSA
asks questions that assess compliance with records management
statutes and regulations, as well as National Archives and Records Ad-
ministration (NARA) policies and guidance.

Federal Electronic Records and Email Management Reporting: This
report not only evaluates federal agency email management, it also
seeks to assess the current state of all electronic records management
at federal agencies (including email and permanent electronic records).
Senior Agency Official for Records Management (SAORM) Annual
Report: This report gathers data on agency progress towards the goals
of the OMB/NARA Update to Transition to Electronic Records memo
(M-23-07) and other important records management initiatives as identi-
fied by NARA.

Form 14377, Records and Information Management Virtual Program
Review Self Assessment Checklist: This checklist is utilized as a self-
assessment tool to assist the field site offices with records management
policies and procedures. In addition, it will measure RIM goals and
stimulate better fiscal management.

Form 14377-A, IRS Records and Information Management (RIM)
Evaluation Checklist: PGLD requires all business unit information
resource coordinator (IRC) contacts to complete this form on a quarterly
basis. The purpose of the form is to ensure and document IRS record-
keeping compliance as defined by NARA. Completing the Form
14377-A identifies to PGLD:IRP:RIM potential gaps for training opportu-
nities to assist the business unit with their recordkeeping
responsibilities.

Records Management Mandatory Briefing: Every IRS employee and con-
tractor must protect the information they handle daily to carry out their job
responsibilities. They must annually take the Records Management Mandatory
Briefing Integrated Talent Management (ITM) course #62965, Records Man-
agement Awareness, to ensure IRS records management is efficient, effective,
and compliant with all applicable records management laws and regulations.

The table lists commonly used acronyms and terms:

Acronym Term

ARCIS Archives and Records Centers

Information System

CFR Code of Federal Regulations
EMF Employee Medical Folder

EPF Employee Personnel Folder
FRC Federal Records Center

GAO Government Accountability Office
GRS General Records Schedules,

Document 12829

1.15.4.1.4
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1.15.41.7
(08-10-2017)
Related Resources

1.154 page 3

Acronym Term

IRC Information Resource Coordinator

NARA National Archives and Records
Administration

NPRC National Personnel Records
Center

OPF Official Personnel Folder

PGLD Privacy, Governmental Liaison
and Disclosure

RCS Records Control Schedules,
Document 12990

RIM Records and Information Man-
agement

TDAs Taxpayer Delinquent Accounts

TDIs Taxpayer Delinquency Investiga-
tions

uscC United States Code

Records and Information Management SharePoint https://irsgov.sharepoint.
com/sites/ETD-KMT-KB003/SitePages/RecordsManagement/Lifecycle
Activities_Support/Records_Lifecycle_Activities_and_Support.aspx

Document 12829, General Records Schedules

Document 12990, IRS Records Control Schedules

Title 36 CFR Chapter Xl Subchapter B, Records Management codes https:/
www.govinfo.gov/content/pkg/CFR-2011-title36-vol3/pdf/CFR-2011-title36-vol3-
chapXll-subchapB.pdf

44 USC 31083, Transfer of records to records centers at https.//www.archives.
gov/about/laws/fed-agencies.html

Standard Form (SF)-135, Records Transmittal and Receipt located at htips.//
irsgov.sharepoint.com/sites/ETD-KMT-KB003/RelatedResources/Forms/
Allltems.aspx?id=%2Fsites %2FETD %2DKMT%2DKB003
%2FRelatedResources %2F SF%2D135%2Dfllable %2Epdf&parent=
%2Fsites%2FETD %2DKMT%2DKB003%2F RelatedResources

IRM 10.5.1, Privacy Policy
IRM 10.9.1, Classified National Security Information (CNSI)

Cat. No. 314261 (03-11-2024)
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1.15 Records and Information Management

1.15.4.2

(03-11-2024)

Retiring Records to the
Federal Records Center
(FRC)

1.15.4.2.1
(08-10-2017)
Criteria for Retiring
Records

1.15.4.3

(03-11-2024)

Archives and Records
Centers Information
System (ARCIS)

1.15.4.4

(03-11-2024)

Preparing and
Maintaining the
Standard Form (SF) 135,
Records Transmittal and
Receipt and Required
Box Listing

(1)

Records, paper and/or electronic media (limited to small quantities of mixed
media), that are no longer required in active office space and occupying
valuable storage space, are retired to FRC. IRS and the NARA have a reim-
bursable Interagency Agreement under which FRC stores and services these
records.

Note: Electronic records from IRS systems are never retired to the FRC, but the

)

(1)

mixed media related to case files (for example; thumb drives, compact discs)
can be retired to FRC.

IRS employees, including IRCs, should never contact FRC directly. Only IRS
Records Officer and Records Specialist employees are authorized to contact
FRC. For any questions, especially about retiring mixed media, please contact
your Records Specialist.

Apply the following criteria when preparing to retire records:

a. Retirement of record series is included in an existing records control
schedule,

b. Records are no longer needed for current operations, as judged by a low
reference rate,

c. Records occupy at least one cubic foot of space, and

d. Records will remain at the FRC for at least a year.

Exception: Records can be retired earlier than the time stated in the records

(1)

()
@)

(1)

control schedules. If such action is necessary, contact your Records
Specialist, who will make the necessary arrangements with the IRS
Records Officer to coordinate your request with NARA’s staff.

ARCIS is a web-based system used by NARA’s FRCs. The system is the
online portal through which IRS retires and transfers its records to FRC.

ARCIS replaced the paper process of submitting SF-135 to FRC.

Contact your Records Specialist for information about ARCIS.

An electronic version of the SF-135 is required to be submitted to the Records
Specialist for processing. With every SF-135 that is submitted, an acceptable
box listing must be submitted. The box listing catalogues the contents of each
box of the shipment. The use of Social Security Numbers (SSNs), Employer
Identification Numbers (EINs), Taxpayer Identification Numbers (TINs) and
entities should not be included on the box listing submitted with SF-135 for
FRC.

Note: The retiring office can maintain a listing with SSNs, EINs, TINs and entities

)

@)

(4)

for future referencing when they need to retrieve records back from the FRC.

The Records Specialist will assist the IRC or records POC with perfecting the
SF-135 and box listing before submitting the information to ARCIS.

After processing in ARCIS, usually a 10-day turnaround, FRC will issue a
transfer number for the records to be retired.

The IRC or records point of contact (POC) must:

1.15.4.2
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a. Prepare an electronic SF-135 and contact their Records Specialist,

b.  Submit an acceptable box listing of the records being retired to the FRC,
and

c. Coordinate with the retiring office to maintain a copy of the approved SF-
135 and its unmasked box listing in a collaborative secure location for the
life of the records so the records can be retrieved if needed for business

use.

Note: ARCIS and the Records Office maintain the original and copy of the
SF-135 and masked box listing while the retiring office must main-
tain the SF-135 and unmasked box listing for the life of the record
and six years after the record is destroyed.

(5) The information cited below is required on each SF-135:
(See Exhibit 1.15.4-1).

Cat. No. 314261 (03-11-2024) Internal Revenue Manual 1.15.4.4
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Item No. Required Information

Item 1 Addressing Information

Address of the FRC that will receive the records
shipment.

ltems 2 and 3 Item 2 the Records Specialist must sign their name
approving the transfer and date. ltem 3 Name,
telephone number, mail code/symbol.

ltem 4 LEAVE BLANK. Information to be entered by the
FRC.
Iltem 5 The Records Specialist's address must be the top

address. Below, indicate post of duty address or
location of the records.

Item 6(a) Accession Number

Record Group Number assigned to the bureau is
“058”. This number will always remain the same.

Item 6(b) List the last two digits of the current fiscal year.

Item 6(c) Use the four-digit number that the FRC assigns the
shipment.

Item 6(d) Volume

List the number of boxes for each accession
number. A single number which represents the
entire number of boxes, i.e. 125 boxes is 125,
NOT 1-125.

Item 6(e) List the sequential number of boxes.
Example: 10 boxes = 1—-10; 2—-10; 3—-10, etc.

Item 6(f) Series Description --Provide the exact title of the
series as identified in RCSs and/or GRSs. Note
any additional information or restrictions in this
block that will help to describe or provide details
about the records, e.g., “Service By Whole Box,”
“IRC 6103 Restricted,” “Grand Jury”. DO NOT
INCLUDE SENSITIVE OR PRIVACY ACT INFOR-
MATION ON THIS FORM.

1.15.4.4 Internal Revenue Manual Cat. No. 314261 (03-11-2024)



Retiring and Requesting Records 1.15.4 page 7

Item No. Required Information

Item 6(Q) Restriction Code--This block indicates any restric-
tions that apply to the use of the records. A list of
codes and their meanings are on the reverse side
of the SF-135. IRS offices use “W” for most of
their records. Some of the more common codes
are R=IRC 6103 Restricted, P=Privacy Act,
W=Witnessed Disposal.

Note: When access is restricted to only certain
agency officials, identify them in column 6f,
Series Description. Leave blank when sub-
mitting your electronic SF-135 for
processing.

Item 6(h) Disposal Authority--List the appropriate RCS or
GRS number (e.g., RCS 29/56(1) or GRS 1.1/010).

Item 6(i) Disposal Date--List the month and year in which
the FRC may destroy the records using the in-
structions in block 6 (h) above. List only the month
and year, e.g., 01/2025, in which the FRC may
destroy the records. Disposals are done on a
quarterly basis; therefore, only four months are
acceptable combinations with the year (January,
April, July and October). Advance the disposal
date to the beginning of the next quarter for the
actual disposal date.

Example: Records close 12/2016 -- disposal date
clock starts ticking 01/2017.

115.4.4.1 (1) When the SF-135 is approved, the FRC assigns a transfer number and returns

(03-11-2024) the SF-135 to the Records Specialist.

Processing the Returned 1. Forward the approved SF-135 to the IRC or records POC.

SF-135 2.  The IRC or records POC will mark the transfer number on each box and
place the approved SF-135 and masked listing inside the first box.

1.15.4.5 (1) Selecting the Carton. Use the appropriate carton to ship records based on

(03-11-2021) the following criteria:

Selecting, Assembling
and Packing Cartons

Cat. No. 314261 (03-11-2024) Internal Revenue Manual 1.15.4.5
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If the records include Then use
Payment vouchers, TDAs and Quarter cubic-foot IRS carton
TDls measuring 4 %" Long x 8" Wide x
5" Deep with a separate lid.
Note: Only to be used by IRS
Campus Returns/Files
Functions.
Tax Returns “1040” Box measuring 133" Long
x 82" Wide x 12 '
Note: Only to be used by IRS
Campus Returns/Files
Functions.
Other Records Cubic foot FRC carton measuring
142" Long x 12" Wide x 9 1"
Deep
Reminder: Use of non-standard size boxes is restricted to ONLY records too large
to fit into a standard FRC-IRS approved box. You must notify the
Records Specialist before using non-standard boxes so that space ac-
commodations can be made at the FRC. Under no circumstances are
non-standard boxes to be shipped to the FRC without prior approval.
Non-standard records include:

° Ledgers

° Posting Binders

° Posters

o Any other oversized records

(2) Refer to Exhibit 1.15.4-2 for illustrations of standard and approved cartons.

(3) Assembling the Cartons. Follow instructions on the box.

(4) Packing the Carton. The IRC is responsible for making sure that the
customer knows the records are packed in the cartons shipping as set forth
below:

a. Pack each carton with records vertically and in sequential order. They
must be in the same order in which they are kept in the active files. File
tabs must face the “FRONT” of the box and be visible for easy access
and identification.

b. Pack letter-size records in the standard FRC carton facing the numbered
end where the accession number and box number are to be printed.
(This is the end opposite the stapled end.)

c. Pack legal size records in the carton, the labels/tabs face the left as you
face the numbered end.

d. Each carton must be packed to avoid contents’ shifting or moving. Allow
about one inch of space in each box for working with the files (more
space for interfiles, which will be added later - but no less than % full).
Leave any file guides or tabs in place if they will help in servicing the

1.15.4.5 Internal Revenue Manual Cat. No. 314261 (03-11-2024)
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records. These precautions prevent possible damage to the records or
cartons during transit. (Use packing material as filler.)

e. Do not overpack boxes. Do not add any material or filler to the bottom,
side, or top of records in the box. All loose documents must be in labeled
folders.

f.  Mark the accession number on each box and pack the original SF-135
and box listing inside the first box.

Note: The stapled side of the box is always the back or rear of the box.

1.15.4.51 (1)
(03-11-2024)

Determining the

Appropriate Shipment
Method )

g. All CDs and electronic media should be placed in the last box of the
transfer and notated on the box listing when submitted to the Records
Specialist.

Records must be shipped to reach the FRC within 90 days of the date the
transfer number was assigned. Contact your Records Specialist if an extension
past 90 days is needed.

Select one of the following methods of transportation:

a. IRS-owned or leased vehicles.

Note: This method of transportation is used exclusively for retirements to
FRC that use Quarter cubic-foot IRS cartons measuring 4 % Long x
8” Wide x 5” Deep with a separate lid and/or boxes measuring 13 I

T» Ty 8
Long x 8 3" x 12 7"

b.  Contract delivery or next-day service, i.e., United Parcel Service (UPS).
c. Commercial carrier. Prepare a Government Bill of Lading (GBL) for com-
mercial carriers.

Note: If you are shipping tax returns or records containing taxpayer data protected

(5)

under IRC 6103, see IRM 1.15.4.6, Retiring Tax-Related Records Protected
by the Internal Revenue Code Section 6103 or Classified Records, for
specific instructions on how these records must be packed and the approved
transportation method.

Employees must follow proper data protection procedures when shipping Per-
sonally Identifiable Information (PII) as outlined in IRM 10.5.1, under Shipping.

Consider the size of the shipment to help you determine the best method.
Consult with your Records Specialist and transportation analyst for current in-
formation about transportation methods.

Arrange for pickup so records can be received by the FRC before closing time.

Note: Transfer size must not exceed 25 boxes when shipping via UPS. Transfers

over 25 boxes are freight shipments that require submission of Form 14680,
Freight Services Request, and coordination through the W&l M&P Traffic
Management office.

Cat. No. 314261 (03-11-2024)
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1.15.4.6 (1) When retiring tax-related records protected by Internal Revenue Code Section
(03-11-2024) 6103 or Classified Records to the FRC, prepare shipments in a manner that
Retiring Tax-Related ensures protection from unauthorized disclosure of information.

Records Protected by i . . . .
Internal Revenue Code (2) Consult IRM 10.9.1, Classified National Security Information (CNSI), which

Section 6103 or includes the standards for shipping, handling, and storing official information

(8) Mark and ship classified records according to the guidelines in IRM 10.9.1,
Classified National Security Information (CNSI).

(4) Employees must follow proper data protection procedures when shipping Per-
sonally Identifiable Information (PII) as outlined in IRM 10.5.1, under Shipping.

(5) Place the approved SF-135 and box listing in a sealed envelope and properly
secure the envelope on the outside of the first box of the transfer.

Reminder: Contact your local Disclosure Officer or staff when you have questions
concerning tax-related or classified records. Records protected under
IRC 6103 must be packed and sealed using the approved IRS blue
and white tape. Contact your Records Specialist for instructions
on how to obtain and use this tape. See Exhibit 1.15.4-3.

1.15.4.7 (1) Official Personnel Folders (OPF) are the property of the Office of Personnel
(03-11-2021) Management (OPM). They are physically maintained and controlled by federal
Retiring Non-Current agencies while employees are on their roster.

Official Personnel

Folders (OPF) and (2) Each Personnel Office will maintain, retire or transfer OPFs according to the
Employee Personnel Document 12829, General Records Schedules (GRS) and OPM guidelines.

Folders (EPF) (8) Each Personnel Office will retire OPFs and Employee Medical Folders (EMF)

of former IRS employees to the National Personnel Records Center (NPRC),
St. Louis, Missouri.

(4) Employees must pack non-current OPFs alphabetically. They must:

a. Prepare two copies of a shipment box listing for each shipment, and
b.  Place the box listing with the Form 3210 in the first box.

Note: (1) The originating Personnel Office will retain a copy of the shipment box
listing for reference.
(2) There are no special boxes for shipping OPFs to the NPRC; adhere to
the requirements found in Document 13056, All Employee Toolkit: Shipping
Procedures for Personally Identifiable Information (PII).

(5) Employees must follow proper data protection procedures when shipping Per-
sonally Identifiable Information (PIl) as outlined in IRM 10.5.1, under Shipping.

(6) Managers must retire Employee Personnel Folders (EPFs), Document 12829,
GRS 2.2, ltems 070-073 as required. Refer to IRM 1.4.1, Management Roles
and Responsibilities, for guidance on the Employee Performance File (EPF).

1.15.4.6 Internal Revenue Manual Cat. No. 314261 (03-11-2024)
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1.15.4.8 (1)
(03-11-2024)

Retiring Criminal
Investigative (CI) and

Grand Jury Case Files

1.15.4.9 (1)
(08-10-2017)

Requesting Records

from the FRC

3)

Employees must take protective measures when retiring or shipping criminal
investigative case files or grand jury case files. This assists staff in complying
with Facilities Management and Security Services (FMSS) and the Office of
Safeguards requirements to protect Personally Identifiable Information (PII),
Sensitive But Unclassified (SBU) information, and Official Use Only (OUO) in-
formation.

The FRCs use a “sealed box” method for storing sensitive case files.
Therefore, complete the following tasks when retiring these types of records to
FRC:

a. Secure every box with tape specifically designed by the Criminal Investi-
gation function. This tape makes potential tampering difficult. The tape
includes the caption, To be Opened by IRS Only. If a box is requested
from the FRC, IRS employees will replace this tape prior to returning the
box. See Exhibit 1.15.4-3.

b. The standard records storage box fits inside a sleeve box if you need to
ship to another location. This eliminates double wrapping each box in
opaque paper so that the tape or writing on the box is neither visible nor
legible. Make sure that the address to/from is printed on each sleeve and
inside box, so that if the sleeve is damaged in transit, the box can be
identified and delivered. To order record sleeve boxes, orders may go
directly to Columbia Container Corp. 1798 Union Avenue, Baltimore, MD
21211, Telephone number: 410-467-1400, Fax Number: 410-467-1798.
RECORDS STORAGE BOX SLEEVE - bundles of 25, plus shipping
costs. Use of a different vendor is acceptable, but note that sleeve boxes
must be one quarter inch in diameter larger on all six sides of a standard
FRC box.

Note: The IRS and NARA have agreed to this arrangement in order to
ensure the shipment’'s anonymity.

c. Advise the Records Specialist of the approximate volume of boxes and
whether high reference activity is anticipated.

Reminder: Retire grand jury records separately from criminal investiga-
tion case files. This will ensure that grand jury records receive
this special handling that other record series do not require.

The majority of IRS records stored at and requested from the FRCs are tax
returns and related documents. These documents are filed and requested by
Document Locator Number (DLN), and are directly referenced by FRC staff
without reference to the SF-135, Records Transmittal and Receipt, although an
SF-135 is still created, provided to the Records Specialist and approved by the
FRC.

Most requests for tax returns and related documents from the FRC are
computer generated through the Integrated Data Retrieval System (IDRS) or
related systems such as the Audit Information Management System (AIMS).
These requests are printed on Form 4251, Return Charge Out or Form 5546,
Examination Return Charge Out, and serviced through the appropriate IRS
Campus to and from the FRC.

Requests for all tax returns and documents with DLNs are made through the
Returns/Files function at an IRS Campus.

Cat. No. 314261 (03-11-2024)
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1.15.4.9.1
(03-11-2021)
Completing Form 2275

1.15.4.9.2
(08-10-2017)
NARA Optional Form 11

1.15.4.10

(03-11-2024)

Emergency Requests for
Tax Returns and Related
Documents

(4)

Requests for all other tax records, including expedite requests, or those that
cannot be generated through IDRS may be requested using IRS Form 2275,
Records Request, Charge and Recharge. See Exhibit 1.15.4-4.

Note: Generally, a Records Specialist’s assistance is not required to request tax

(1)

)

documents.

The Form 2275, Records Request, Charge and Recharge, is used to:

a. Request a tax record from the FRC.
b. Charge-out a record to an individual.
c. Re-charge a record from one individual to another.

On the Form 2275, Records Request, Charge and Recharge, the requestor
must complete the following information:
(See Exhibit 1.15.4-4 for the guidelines on preparing Form 2275.)

Note: The FRC will return incomplete or incorrect forms.

@)

(1)

(1)

()

Part/ltem No. Required Information

Part A Always complete. This information is

Document Identification needed to request a specific
document.

Part B Always complete. This information is

Originator required to charge-out the requested
record.

Part C Complete ltems 16A, 16B and 16C.

Researcher Information This information is extracted from the
SF-135.

When the requested records are no longer needed, they must be returned to
the FRC with the Form 2275, Records Request, Charge and Recharge,
attached (stapled) to the back of the document/record and clearly annotated
“Refile”.

All other offices use NARA Federal Records Center Optional Form 11 (OF-11),
Reference Request Federal Records Centers, instead of Form 2275, to
request administrative records or non-DLN case files. The same information is
required on the OF-11 as Form 2275, except there is no DLN identifying infor-
mation. The Records Specialist must input the OF-11 information in ARCIS.

Emergency telephone requests to FRCs will be limited to:

a. Requests for tax information from foreign governments under treaty provi-
sions.

b. Requests from IRS or Department of Justice for immediate production for
court proceedings or grand juries.

Telephone requests will be made only by authorized employees directly to the
designated IRS Campus.

1.15.4.9.1
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1.15.4.10.1
(08-10-2017)
Other Emergency
Requests

(8) The IRS Campus Returns/Files will service requests for documents stored in-
house and call or fax any remaining requests to the FRCs.

(4) The IRS Campus Directors will designate six principals and six alternates to
make emergency calls to the FRCs. These names must be furnished to the
FRC staff.

Note: Review and update these lists annually. The FRCs will not accept telephone

or facsimile requests from any person whose name is not on the current IRS
Campus list.

(1) Other emergency requests are limited to:

Congressional inquiries

Statute of Limitation cases

Criminal Investigation cases

Problem Resolution Program requests

(2) The requestor must use IDRS to generate emergency requests. If this is not
possible due to expedite reasons, the IRS Campus Returns Files staff will
accept telephone emergency calls only from authorized employees, which will
include Records Specialists and the IRS Records Officer.

(8) The IRS Campus Returns Files staff will:

a. Complete Form 2275 for each request.

b. Batch the requests to be sent to the FRC separately from regular
requests.
Clearly mark the batch “EMERGENCY REQUEST”.

c
d. Place the batch at the beginning of the next shipment of requests to the
FRC.

Cat. No. 314261 (03-11-2024)
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Exhibit 1.15.4-1

Form SF-135, Records Transmittal and Receipt

RECORDS TRANSMITTAL AND RECEIPT

Complete and send original and two copies of this form to the appropriate Federal records
Center for approval prior to shipment of records. See specific instructions on reverse. 1 1

PAGE OF

PAGES

1. TO

As shown in
FPMR 101-11.410-1

(Complete the address for the appropriate records center serving your area.)

Federal Records Center
(Self-Explanatory)

>

5. FROM (Enter the name and complete mailing address of the office retiring
the records. The signed receipt of this form will be sent to this

address

2. AGENCY TRANSFERRING AGENCY OFFICIAL (Signature and fitle) DATE L
TRANSFER | Records Specialist Records Specialist
AUTHORI-
ZATION (Self-Explanatory) (Self-Explanatory)
3. AGENCY TRANSFERRING AGENCY LIAISON OFFICIAL (Name, office and felephone No.) . - ) )
CONTACT | |nformation Resource Coordinator/BU Contact Instructions for Shipping Boxes: Place this copy in the
first box of your shipment.
(Self-Explanatory)
4 RECORDS | RECORDS RECEIVED BY (Signature and fitle) DATE
CENTER
RECEIPT Fold line
6. RECORDS DATA
ACCESSION NUMBER . COMPLETED BY RECORDS CENTER
AGENCY o DISPOSAL
VOLUME BOX SERIES DESCRIPTION E3 AUTHORITY DISPOSAL Lol twl da
RG FY NUMBER (cu. ft) NUMBERS (With inclusive dates of records) (7= (Schedule and item DATE LOCATION <l 20| F o
w x| QF| 22
4 number) wo| o <
@@ | (0 © @ (€ U] ) (h 0] 0)] (] | (m
058 | 09 15 1-15 Adverse Action Files N/A | GRS 1, Item 30B | 01/2016
Closed December 2009.
135-106 Standard Form 135 (Rev. 6-76)

Prescribed by GSA
FPMR (41 CFR) 101-11.4

it 1.15.4-1

Internal Revenue Manual Exhi

Cat. No. 314261 (03-11-2024)
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Exhibit 1.15.4-1 (Cont. 1) (08-10-2017)

Form SF-135, Records Transmittal and Receipt

INSTRUCTIONS FOR COMPLETION OF STANDARD FORM 135

FOR COMPLETION BY THE TRANSFERRING AGENCY

ltems 1, 2, 3 and 5 are self-explanatory. Specific instructions for Item 6 are as
follows:

Col.
Accession Number. A separate accession number is required for each
series of records listed on the form. A series consists of records having
the same disposal authority and disposal date that are transferred
together to the records center. The accession number is entered in
three parts, consisting of:

Code  Restrictions

Q security classification

Top Secret security classification

Secret security classification

Confidential security classification

Restricted use — witness disposal not required
(specify in column (f))

Restricted use — witness disposal required
(specify in column (f))

N No restrictions

£ mRo®n-0

(h) Disposal Authority. For each series of records, cite the agency schedule

(a} The NARA record group number assigned to the records of the agency
making the transfer;

(b) The last two digits of the current fiscal year; and
(¢) A four digit scquential number obtained in advance from the records

center. (Arrangements may be made with the center to have these
numbers assigned by the agency records officer or other official.)

and specific item number authorizing disposal. Cite the NARA disposal
job and item number if it has not been incorporated into an updated
agency schedule.

(i) Disposal Date. Applying the disposal authority previously cited in
column ¢h), enter the month and year in which the records may be
destroyed.

FOR COMPLETION BY THE RECORDS CENTER

(d) Volume. Enter the volume in cubic feet of each series of records being
transferred.

Item 4 is self-explanatory. Specific instructions for item 6 are as follows:

Col.

(e) Agency Box Numbers. Show the inclusive box numbers for each series
of records being transferred. The agency shall number each carton
sequentially as follows: 1 of 25, 2 of 25, 3 of 25, etc. (Each new series
of records should begin with carton number 1.) To facilitate control of
the records and future reference service, the agency also shall mark each
container with the assigned accession number prior to shipment.

() Series Description. Describe the records in sufficient detail to allow the
records center to check for proper application of the disposal schedule.
Inclusive dates of the records should be indicated. Show the
organizational component that created the records when it is other
than that shown in item 5.

() Location. The records center annotates the shelf location of the first

carton for each series of records.

(k) Shelving Plan. The records center enters the appropriate code from
Chap. 7-10e, HB, Records Center Operations (NAR P 1864.1A), to
reflect the shelving system.

(1} Container Type. The records center enters the appropriate code from
Chap. 7-10h, NAR P 1864.1A, to reflect the type of container in which
the records are retired.

(m) Automatic Disposal. The records center enters either Y (yes) to indicate

(g) Restriction. Enter onc of the following codes to show a restriction on
usc of the records. Restrictions other than (or in addition to) sccurity
classifications, such as limiting access to certain agency officials, are to
be specified by a statement in the Scries Description column (f).

automatic disposal applics or N (no) indicating that the agency wishes

to receive disposal concurrence notice prior to destruction of the records.
Automatic disposal is applied only when previously agreed upon by the
agency.

Use Standard Form 135-A, Records Transmittal and Receipt Continuation,
when additional space is required for listing records data.

Word Document - Standard Form 135 Back (Rev. 7-85)

Cat. No. 314261 (03-11-2024)
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Exhibit 1.15.4-2 (08-01-2014)
Federal Records Cartons

Federal Records Center Full Size Carton

AN

ACCESSION NUMBER

Accession f

Number

FRONT

SPECIAL-PURPOSE BOX:

Size: 14 %"L x 12°"W x 9 %5"D
USE: Retirement of legal or letter size records to Federal Records Center
Obtainable: Federal Supply Service - FLAT - in bundles of 25

Federal Records Center Half-Size Carton

Box Number

/

\ AGENCY BOX NUMBER

# OF

ACCESSION NUMBER

Accession

FRONT

S Box Number

Number <

Size: 14%“Lx9%"Wx47/8”D
USE: Retirement of 8” x 5” or 6" x 4” records to the Federal Records Center
Obtainable: Federal Supply Service - FLAT

Cat. No. 314261 (03-11-2024)

Internal Revenue Manual

31426201
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Exhibit 1.15.4-2 (Cont. 1) (08-01-2014)
Federal Records Cartons

IRS Standard Type 1 Carton

Box Number

Accession Number

Size: 14 %" L. x83/8”Wx41/8”"D
USE: IRS tabulating cards and similar size records -
Can maintain in IRS offices and retire to Federal Records Centers
Obtainable: Federal Supply Service (Price specified by that Agency):
CARTON: 7520-665-0619
LID: 7520-665-0636
FOLLOW-BLOCK: 7520-665-0639

IRS Standard Type 2 Carton

Box Number

Accession Number

Size: 14" Lx10%"Wx41/8”D
USE: 5 x 3” sized records —
Can maintain in IRS offices and retire to Federal Records Centers
Obtainable: Federal Supply Service (Price specified by that Agency):

CARTON: 7520-665-0629
LID: 7520-665-0636
FOLLOW-BLOCK: 7520-665-0639
DIVIDER: 7520-665-0651

Exhibit 1.15.4-2 Internal Revenue Manual Cat. No. 314261 (03-11-2024)
31426203
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Exhibit 1.15.4-2 (Cont. 2) (08-01-2014)
Federal Records Cartons

IRS Standard Type 3 Carton

Accession Number

Size: 131/8” L x87/8"Wx12%”D
USE: Normal or large size tax returns on 42” open shelf units
Obtainable: Federal Supply Service (Price specified by that Agency):
CARTON: 7520-665-0657
LiD: 7520-665-0636

IRS Standard Type 5 Carton

Box Number

Accession Number

Size 135/8”Lx81/8”w x51/8" D

USE: Retirement of 8” x 5” and 8” x 5 2" records or any other
small size documents larger than a tab card
Obtainable: Federal Supply Service (Price specified by that Agency):
CARTON: 7520-935-7130
LID: 7520-0665-0636
FOLLOW-BLOCK: 7520-665-0639

Cat. No. 314261 (03-11-2024) Internal Revenue Manual Exhibit 1.15.4-2
31426204
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Exhibit 1.15.4-3 (08-01-2014)
IRS Approved Tape for IRC 6103 and Grand Jury Records

. IRC 6103 MATERIAL
IRS TO BE OPENED ONLY BY
INTERNAL REVENUE SERVICE

GRAND JURY MATERIAL
IRS TO BE OPENED ONLY BY
INTERNAL REVENUE SERVICE

Exhibit 1.15.4-3 Internal Revenue Manual Cat. No. 314261 (03-11-2024)
31426205
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Exhibit 1.15.4-4 (03-11-2024)
Form 2275, Records Request, Charge and Recharge

Form 2275 is available on Electronic Publishing’s site. Preparation Guidelines are provided for Requesters who
prepare Form 2275 when requesting:

1. tax returns and other documents and
2. abstracts of information or copies of tax returns and other documents.

Complete Form 2275, Part A (Document Identification) and Part B (Originator Information). Part C (Researcher
Information) will be provided by the Files Function.

Cat. No. 314261 (03-11-2024) Internal Revenue Manual Exhibit 1.15.4-4
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Exhibit 1.15.4-4 (Cont. 1) (03-11-2024)
Form 2275, Records Request, Charge and Recharge

ITEM INPUT

Item 1.— Enter Social Security (SS) or Employer Identifica-
tion (EI) Number, if known, when requesting tax
returns and related documents.

Item 2.— Complete when applicable. For example
“10407,9417, etc.

Item 3.— If applicable.

Item 4.— Show the period of time covered by the return or
document being requested.

Item 5.— Processing year of the return, based on last digit
of the DLN.

ltem 6.— Always show the latest Document Locator Number,

if known, including the processing year (14th digit).

Item 7.— If 8§ or EI Number given in Item 1, show name of
taxpayer only. If Item 1 is not filled in, show
complete name and address of the taxpayer.

Item 8.— Not applicable to the originator.

Item 9.— Show identification numbers assigned returns prior
to ADP and other documents of a non-ADP nature.

Item 10.— Immediate or first line supervisor will enter a
signature of approval if organizationally prescribed.

Item 11.— Enter the date the requisition is forwarded.

If available, show the IRS identification number
(encoder number) on the back of the taxpayer’s
remittance, which will assist in locating full-paid
returns that have not been processed.

When requesting Federal Tax Deposit documents,
the (TUS) number must always be indicated.

Item 12.— Place an “X” in the proper box indicating the
purpose for the request.

Item 13.— If the originator is located in a service campus,
place an “X” in the box which identifies the service
campus. If the originator is located in other than a
service campus, type or print originator is located
in other than a service campus, type or print origi-
nating office, (Area 2 Office, National Office, etc.)
after “Other (specify).”

Item 13A. Enter originating office and fill in these items to the
through 13D.— extent applicable.

Exhibit 1.15.4-4 Internal Revenue Manual Cat. No. 314261 (03-11-2024)
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Exhibit 1.15.4-4 (Cont. 2) (03-11-2024)
Form 2275, Records Request, Charge and Recharge

ITEM INPUT

Item 13E. Give mailing address, stop/room number, full

through 13J.— name, telephone number, E-mail address, and fax
number.

Item 14A.— Place an “X” in this box if original document is
desired.

Item 14B.— Place an “X” in this box to request a microfilm tran-
script.

Item 14C.— Place an “X” in this box to request miscellaneous

data or documents and specify exactly what is
desired immediately below if there is room or in
Item 19 if more space is needed.

Item 14D.— Place an “X” in this block to signify preparation of
a photocopy.
Item 14D1.— Place an “X” in this box to signify preparation of a

photocopy based on receipt of a request from the
public provided the request meets the provisions in
IRM 11.3, Disclosure of Official Information
Handbook.

Item 15.— Place an “X” in the applicable box to signify the
type of request.

Cat. No. 314261 (03-11-2024) Internal Revenue Manual Exhibit 1.15.4-4
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