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PURPOSE

(1) This transmits revised IRM 3.17.10, Accounting and Data Control-Dishonored Check (DCF) and
Unidentified Remittance File (URF).

MATERIAL CHANGES

(1) IRM 3.17.10 - Changed references to Wage & Investment (W&I) to Taxpayer Services
(TS),throughout IRM.

(2) IRM 3.17.10.1.3 - Added Annual Clearance new information.

(3) IRM 3.17.10.1.5 - Added Program Review new information.

(4) IRM 3.17.10.1.5.1 - Added Vulnerability Assessment new information.

(5) IRM 3.17.10.2.2.3 - Added Dishonored Check organizational email mailbox.

(6) IRM 3.17.10.2.4 (4) - Updated ECP ACH reason code chart.

(7) IRM 3.17.10.2.12.1 - Added instructions to use the DCF IAT tool for the returned checks.

(8) IRM 3.17.10.2.12.1.1.3 (2)(c) - Added instructions for the Dishonored Check worksheet, Form 8252.
(9) IRM 3.17.10.2.12.1.1.4 (2)(c) - Added instructions for the Dishonored Check worksheet, Form 8252.

(10) IRM 3.17.10.3.1.1 - Added Electronic Federal Tax Payment System transcript to the Unidentified
Remittance case file process.

(11) IRM 3.17.10.3.2(18) Added instructions regarding the status code for Unidentified Remittance, IPU
24U0755 issued 06-12-2024.

(12) IRM 3.17.10.3.4.1 - Added instructions for the Unidentified Remittance worksheet, Form 3731.
(13) IRM 3.17.10.3.4.1.1 - Updated instructions for the Letter 6268.

(14) IRM 3.17.10.5(16) - Added Beckley Finance Center email and EFax number contact information for
the Reimbursement Program.

(15) IRM 3.17.10-7 Updated the status code processing information, IPU 24U0755 issued 06-12-2024.
(16) Exhibit 3.17.10-16 - Updated OTCnet PIV/CAC password reset connection.
(17) Editorial changes (i.e., Grammar, IRM references) made throughout the IRM.

EFFECT ON OTHER DOCUMENTS

IRM 3.17.10, Accounting and Data Control-Dishonored Check (DCF) and Unidentified Remittance File (URF)
dated June 12, 2024 (effective January 01, 2024) is superseded. The following IRM Procedural Updates (IPU)
have been incorporated: IPU 24U0755 issued 06-12-2024.
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Dishonored Check File (DCF) and Unidentified Remittance

File (URF) 3.17.10 page 1
3.17.10.1 (1) Purpose: This IRM describes the processes and procedures for adding and
(01-01-2022) applying payments to the Dishonored Check File (DCF) and the Unidentified
Program Scope and Remittance File (URF).

Objectives

(2) Guidance that deviates from IRM 3.17.10 or that establishes new practices
(even if temporary) must be:

a. Approved by a first line executive with program responsibility (or docu-
mented designee),

b. Communicated to the employee in writing, and

c. Reviewed annually if the deviation is effective for more than one year.

Note: See IRM 1.11.2.2.4, When Procedures Deviate from the Internal Revenue
Manual (IRM), for preparing IRM deviation requests.

(3) Audience: Submission Processing Accounting Dishonored Check and Uniden-
tified Remittance functions.

(4) Policy Owner: The Director of Submission Processing.

(5) Program Owner: Submission Processing Accounting and Deposit Section.

3.17.10.1.1 (1) These instructions are for employees in Submission Processing Accounting to
(12-09-2024) add and apply dishonored checks to the Dishonored Check File and
Background unidentified/unprocessable remittances to the Unidentified Remittance File.

(2) The extent of research conducted on both Dishonored Checks and Unidentified
Remittances will not depend upon the dollar amount of the item. Both large
and small cases are to receive equal attention, but large-dollar cases will be
worked first.

(3) The Dishonored Check File is a separate file within the Integrated Data
Retrieval System (IDRS) containing records of all remittances returned to IRS
by depositaries upon which payment was refused.

a. Arecord of a check will remain on the DCF for 367 days (from the debit
voucher/bank date) or until its entry has been voided or the amount of
the check has been applied to the correct account.

b. Each DCF record within the file contains the Dishonored Check Number
(DCN), reason code, amount of check, type of check, IRS received date
and entity information (if known).

(4) The Unidentified Remittance File is separate file within IDRS containing all
received remittances that cannot be immediately identified or applied.

a. Each URF record in the file represents a Revenue Receipt less than one
year of the IRS received date.

b. Each URF record contains the Unidentified Remittance Number, amount
of remittance, type of remittance, received date, taxpayer’s name and
any other identifying information.

While working assigned cases, Submission Processing employees may come
across some that are blocked on IDRS and can be identified by an IDRS
security message, Unauthorized Access to This Account. Forward the case
to your manager. Managers will contact the local Planning and Analysis staff
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3.17 Accounting and Data Control

3.17.10.1.2 (1)
(11-22-2017)
Responsibilities

)

@)

(4)

3.17.10.1.3 (1)
(12-09-2024)
Annual Clearance of IRM

3.17.10.1.4 (1)
(12-09-2024)
Program Management

mailbox to request access to the account. Managers will keep the original
case in a file awaiting access (can take up to 5 business days). Once notified
access has been granted, the case can be worked following applicable proce-
dures.

New hire and annual refresher training are required for all Dishonored Check
and Unidentified Remittance employees.

The below training courses are available in the new learning plan, The Inte-
grated Talent Management (ITM) System.

Dishonored Check File ITM Course Name
Course Numbers
Course 54941 Adding Checks and Balancing the

Dishonored Check File (Clerical)

Course 10778 Processing Dishonored Checks

Unidentified Remittance File ITM
Course Numbers

Course 56211 Adding, Balancing and Correcting
the Unidentified Remittance File
(Clerical)

Course 10781 Processing Unidentified

Remittances

All new hire DCF and URF clerks and technicians will complete the new hire
training within 30 days of their start date.

All DCF and URF clerks and technicians will annually complete the refresher
training by January 31. Notification of scheduling/completion of the refresher

training will be sent annually to HQ by the Friday of the first full working week
in February.

This IRM is updated and published annually after review and concurrence by
impacted stakeholders according to the clearance process established in IRM
1.11.9, Internal Management Documents, Clearing and Approving Internal
Management Documents (IMDs). Functional areas are responsible for
reviewing the information in this IRM annually to ensure accuracy, consistency,
and to promote effective program administration.

First line managers of personnel working Dishonored Check File (DCF) and
Unidentified Remittance File (URF) cases will conduct periodic reviews of
cases assigned to all employees. The purpose of the review process is to

and Review make certain that employees are properly closing cases in a timely manner,
identifying Erroneous Refunds, and referring cases to the Erroneous Refund
Unit. Managerial Reviews should be submitted to the DCF/URF headquarters
analyst via e-mail by the 15th of the month following the month or quarter.
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Dishonored Check File (DCF) and Unidentified Remittance
File (URF) 3.17.10 page 3

3.17.10.1.5
(12-09-2024)
Program Reviews

a. Reviews should be conducted, at least monthly, during January to June
(quarterly for the remainder of the year) for DCF. Reviews should be
conducted quarterly for URF.

b. DCF-Sample cases under 21 days old, including Bank Adjustments;
review all cases over 21 days old.

c. URF-Sample cases under 10 months old. Review all cases over 10
months old.

d.  All reviews will be documented.

Note: More IDRS training on how to identify and stop erroneous refunds, or coun-
seling may be warranted if deficiencies are noted.

(2) In addition to the caseload reviews, samples of the following output listings
shall be reviewed quarterly to ensure that all employees are taking adequate
and proper actions.

a. DCF- Restricted Application Register (DCF03), Applications for IMF/BMF
(DCFO05), IMF Erroneous Refund Report (DCF25), BMF Erroneous
Refund Report (DCF45) and Dropped Listing/Transfers to Unapplied
Debits Account (DCF54).

Note: DCF25 and 45 currently list cycles for the previous 12 months. Research is
only required on the current and previous cycle.

b. URF- Restricted Application Register (URF03) and Dropped Listing/
Transfers to Excess Collections (URF50).

(3) First line managers of personnel working Dishonored Check File (DCF) must
ensure that erroneous refunds caused by dishonored checks are properly iden-
tified and stopped. Management must ensure that tax examiners are trained to
identify and intercept pending refund.

(1) Program Reviews are mission critical to the health of deposit programs to
ensure integrity of the financial statements. It is essential that each function
conducts its operations with an emphasis on mitigating risks, identifying best
practices, and adhering to IRM requirements. An objective assessment of
program compliance, including all applicable procedures and guidelines, is
necessary to ensure that adequate internal controls are in place.

(2) Program Effectiveness: The program effectiveness includes conducting
reviews and analysis to detect and identify material or significant deficiencies
that could adversely impact IRS audits and/or financial statements. These
reviews are necessary to ensure Submission Processing is conducting
business as prescribed in the governing IRM’s and are designed to identify
potential internal control deficiencies that may impair the integrity of financial
reporting.

(3) Program Review by Designee of Field Director Submission Processing: At
least annually, the Field Office Payment Processing Program must be reviewed
by a designee of Field Director Submission Processing. The Field Office
Payment Processing Program Guide is a tool to assist reviewers.

(4) Program Review by HQ: A program review ensures actions are in accordance
with IRM procedures. HQ Submission Processing (SP) Accounting and Deposit
Section conducts program reviews to verify compliance with IRM requirements,
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3.17 Accounting and Data Control

(5)

3.17.10.1.51 (1)
(12-09-2024)

Vulnerability

Assessments

3.17.10.1.6 (1)

(12-09-2024)
Terms and Acronyms

address TIGTA/GAOQ findings, identify risks to internal controls, address error
trends, and training needs, as needed. In addition, the reviews ensure IRM
procedures are applicable, adequate, and adhere to Department of the
Treasury and/or IRS guidelines.

a. Program reviews will be planned and conducted based on business
needs and priorities.

b.  Notification will be provided to the SP campus leadership in advance.

c. Reviews will be conducted to evaluate program delivery and conformance
to administrative and/or IRM compliance requirements.

d. Program review summary report will outline observations and recommen-
dations for program guidance, corrective actions, and/or mitigation
strategies, as appropriate.

e. Memorandum signed by the Director, SP will be forwarded to the Field
Director, SP with a high-level overview of the areas of improvement.

f.  All functional areas will retain a copy of the report and all applicable sup-
porting documentation in a centralized location.

g. The campus is required to provide a Corrective Action Plan within 30
days of receiving a memorandum citing areas of improvement.

h.  SP HQ Accounting and Deposit analyst will follow-up to ensure corrective
actions have been taken and to provide any additional and/or ongoing
support, if needed.

Corrective Action Plan: The Corrective Action Plan is a plan of action that is
developed to resolve the condition that resulted in noncompliance with IRM
requirements. In addition, an effective Corrective Action Plan identifies the root
cause of problems to minimize or eliminate their recurrence. Corrective actions
are developed, implemented, managed, and monitored to promote program
improvement.

As part of the Program Review process, functional areas are required to
provide a written Corrective Action Plan response to the review recommenda-
tions within 30 days of receiving the program review summary report. The
Corrective Action plan must include:

Date of Review

Program Reviewed
Recommendation/Risk identified
Corrective action

e. Completion date

Qoo

A copy of the program review and Corrective Action Plan must be retained as
substantive documentation and evidence of mitigation and/or remediation of
the noncompliance.

A vulnerability assessment identifies, quantifies, and prioritizes the vulnerabili-
ties of government programs and assets including systems/technology,
property, funds, and employees. Vulnerability assessments will be conducted
on any business process to assess the risks of business failure and/or
weakness caused by internal or external factors.

The following table contains a glossary of terms:

3.17.10.1.5.1
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Dishonored Check File (DCF) and Unidentified Remittance

File (URF) 3.17.10 page 5
Acronym/Term Definition
Letter 96C, Acknowledgment Sent to the taxpayer whenever requests for more information or

Letter For General Use Inquiry Campus action is received.

Letter 313(SC), Notification Of Sent to Federal Tax Deposit (FTD) filers who seem to have made

Proposed Late Federal Tax insufficient deposits when due. When remittances for these FTD

Deposit (FTD) Penalty penalties are received, they are applied to the taxpayer’s account
with transaction code (TC) 690, Designated Payment of Penalty.

Account 1510 Other Receivables, Regular

Account 1710 Dishonored Checks

Account 1720 Dishonored Checks, Adjustments

Account 2340 Photocopy Fees

Account 2350 Public Debt

Account 2355 Federal Court Order Restitution

Account 2360 Conscience Fund

Account 2380 Installment Agreement, New

Account 2385 Installment Agreement, Reinstated

Account 2395 Enrolled Agent Fee

Account 4620 Unidentified Remittances

Account 4710 Offers In Compromise

Account 4970 Unapplied Refund Reversals

Account 4975 Liability, DOJ Receipts

Account 6400 Miscellaneous Revenue Collections

Account 6540 Small Debits and Credits Cleared

Account 6800 Excess Collection

Account 6950 DOJ Civil Debt Collection Holdback (ATSPC only)

Account 7650 Deposit Discrepancy

Account Management Services  Account Management Services (AMS) formerly known as “Desktop
Integration or DI” provides a common Interface that allows users of
multiple IRS systems to view history and comments from other
systems and to access a variety of case processing tools without
leaving AMS.

Accounting Package Required information, forwarded to Accounting Operations, to
control and balance the Campus Revenue Receipts.
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3.17 Accounting and Data Control

Acronym/Term
Affordable Care Act (ACA)

Affordable Care Act (ACA)
Individual Shared Responsibility
Payment (SRP)

Affordable Care Act (ACA)
Employer Shared Responsibility
Payment (ESRP)

Automated Collection System
(ACS)

Agency Location Code (ALC)

Automated Lien System (ALS)
Unit

Annotate

Area Office Remittance Register
(AORR)

Definition

The Affordable Care Act (ACA), also known as the Patient Protec-
tion and Affordable Care Act, and informally as the health care law,
was signed into law in 2010. The law puts in place health
insurance reforms that will roll out over several years. The ACA
contains comprehensive health insurance reforms for both individu-
als and employers and establishes a new Health Insurance
Marketplace where health insurance coverage can be purchased.
The Department of Health and Human Services is the lead agency
implementing the health care law while the IRS is responsible for
administering the tax provisions included in it.

Starting in 2014, under section 5000A of the Internal Revenue
Code, which was added by the ACA, individuals who do not have
minimum essential health coverage or a coverage exemption for
each month of the year must make a payment, the Individual
Shared Responsibility Payment (SRP), when filing their income tax
return. SRPs will be processed as IMF. For years after 2018, the
SRP was reduced to zero.

Starting in 2015, under section 4980H of the Internal Revenue
Code, which was added by the ACA, employers of a certain size
must either offer affordable coverage that provides minimum value
to their full-time employees and the employees’ dependents or
make a payment, the Employer Shared Responsibility Payment
(ESRP), if at least one full-time employee is allowed a premium tax
credit. ESRPs will be processed as BMF.

Automated Collection System. A computerized system which
maintains delinquent taxpayer accounts in TDA status 22.

Agency Location Code. A numeric symbol used to identify account-
ing reports and documents prepared by IRS. This code consists of
eight digits. The fifth and sixth identify a Submission Processing
Center.

Automated Lien System Unit, Case Processing, in Accounts Man-
agement organization.

To notate on the listings, action taken.

Area Office Remittance Register, used in accounting to track
revenues generated by the Area Offices, also known as Taxpayer
Assistance Centers.

Area Office An office of Internal Revenue Service located in a principal city
within each state or part of the state; also known as Taxpayer As-
sistance Centers.
Assessment Amount of tax charged to taxpayer.
Associate Assemble together the Dishonored Check, Form 2287/Form 2287
(SP) and the worksheet.
3.17.10.1.6 Internal Revenue Manual Cat. No. 33875B (12-09-2024)
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Acronym/Term

Automated Collection System
(ACS)

Bank Discrepancy

Batch

Batch Profile

BBTS
BEARS
Business Master File (BMF)

Calendar Year (CY)

Cash Conversion

CADE 2

Custodial Detail Data Base
(CDDB)

Check 21

Central Image and Research
Archive (CIRA)

Centralized Offers In Compro-
mise (COIC)

Command Code (CC)

Credit

Definition

A paperless inventory system which maintains on computers most
delinquent accounts and delinquency investigations formerly
handled in paper form in area office Collection Office functions.
The computer system is coupled with a concentrated telephone
contact effort.

Initial deposits are out of balance due to a difference between
deposit tickets and supporting remittances. Errors are caused by
improper handling of remittances that result in differences between
the records of the depositary bank and the campus. Also known as
Deposit Discrepancy.

A group of returns, documents, or checks; IRS batches usually
contain 100 or fewer items.

A listing to identify the area in which a certain batch of work is
located.

Batch Block Tracking System
Business Entitlement Access Request System

A magnetic tape file containing information on each taxpayer’s
business returns and related documents.

A tax year ending on December 31.

A document and check taken in at the area office, but processed
at the campus.

Beginning January 2012, with CADE 2 deployment, IMF began

processing and posting individual submissions daily. Only accounts

and transactions that have met specific criteria will process and

post daily. The remaining accounts and transactions will rese-

quence until the end of the cycle.

0 IMF Daily posted transactions will be updated and available
for viewing on CFOL by 6 a.m. the following business day
providing posted information sooner.

The Custodial Detail Data Base is a system created to track all
individual payments that comprise a Deposit Ticket.

The Check Clearing for the 21st Century Act. Check 21 involves
creating digital images of original checks. These images are called
“substitute checks”.

Central Image and Research Archive, available on OTCnet.

Centralized Offers In Compromise, a program in Small Business/
Self Employment (SB/SE).

A five or six-character code used to initiate contact with IDRS, i.e.,
BDADD, URAPL, etc.

An amount paid or transferred as payment to an account.
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3.17 Accounting and Data Control

Acronym/Term

Credit Balance

Compliance Services Collection
Operations (CSCO)

Collection Statute Expiration
Date (CSED)

Debit Balance

Debit Voucher

Depository/Depositary

Deposit Date

Deposit Discrepancy

Deposit Ticket

Designated Payment Code (DPC)

Desktop Integration

Dishonored Check
Dishonored Check File (DCF)

Definition

A condition in which the amounts of credit on a tax amount exceed
the balance due.

Compliance Services Collection Operations

Collection Statute Expiration Date. The last date IRS must collect
on an outstanding balance due on an account. Usually ten years
from the Assessment Date.

The amount owed on an account. The balance due exceeds the
total amount of credits.

Contains all debit adjustments of revenue receipts previously
credited to the account; covers dishonored checks and other
charges by depositary banks.

The bank contracted by Treasury’s Bureau of the Fiscal Services
(BFS) to process IRS deposits and established credit for the
Treasury into the Treasury’s General Account (TGA).

The calendar date coinciding with the Julian Date in the DLN.

Initial deposits are out of balance due to a difference between
deposit tickets and supporting remittances. Errors are caused by
improper handling of remittances that result in differences between
the records of the depositary bank and the campus. Also known as
Bank Discrepancy.

The form (SF 215-A) the Deposit Function is required to prepare to
deposit each day’s balanced remittances.

A two-position numeric code designating either the source of a
payment or the type of tax liability (levy, seizure, installment, etc.)
the payment is to be applied against.

DPCs 04 and 05 on a line with TC 670, 680, 690, 694 or 700 on
CC TXMOD, show a third-party payment made in response to a
levy. DPC 06 show a payment made resulting from a seizure.

Desktop Integration (DI) system provides a common interface that
allows users of multiple IRS systems to view history and
comments from other systems. Renamed to Account Management
Services (AMS) in FY 2009.

A check returned unpaid by the bank.

A separate file within the Integrated Data Retrieval System (IDRS)
containing records of all remittances returned to IRS by the deposi-
taries upon which payment has been refused. A record of a check
will remain on the file for 367 days (from the debit voucher/bank
date) or until its entry has been voided or the amount of the check
has been debited to the proper account. Each record within the file
contains the DCN, reason code, amount of check, type of check,
IRS received date and entity information, if known.
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Acronym/Term Definition

Dishonored Check Number Dishonored Check Number assigned to each dishonored check.

(DCN)

Dishonored Payment An electronic payment unpaid by the bank. Beginning January 1,
2011, electronic payments can be charged a dishonored payment
penalty.

DM 1 Tape The Social Security Administration tape against which every trans-

action input is checked by SSN and name control before posting to
the Master File.

Document A tax return, schedule or paper which establishes or affects a tax-
payer’s account.
Document Code (Doc. Code) The fourth and fifth digits of the DLN which identify the type of

document used to record tax data information on a taxpayer’s
account. For example, Doc Code 41 identifies Form 941, Employ-
er's Quarterly Federal Tax Return. Refer to Document 6209, IRS
Processing Codes and Information, for a complete listing of doc

codes.
Document Locator Number A thirteen-digit number which is assigned to every return and
(DLN) document input through the Automatic Data Processing (ADP)

System. The DLN is used to identify and locate a document. The
campus computer assigns a fourteenth digit-the year of process-

ing.

Due Date The date tax or tax return is due and payabile, i.e., Forms 1120
U.S. Corporation Income Tax Return are due three and one-half
months after the end of the tax year.

Dummy Return A substitute return prepared by IRS to serve as an input document
when certain remittances are received without a return.

Enterprise Computing Centers Enterprise Computing Centers. On June 27, 2004, the Martinsburg

(ECC) and Tennessee Computing Centers (previously named MCC and
TCC) were realigned into this one organization. Specific sites are
referred to as ECC Martinsburg or ECC Tennessee.

Edit To underline the name control on a Dishonored Check
Electronic Funds Transfer (EFT) The transfer of funds electronically.

Electronic Federal Tax Payment Electronic Federal Tax Payment System. The following types of

System (EFTPS) payment methods fall within this category: ACH Debit, ACH Credit,
FR-ETA, Levy, EFTPS-Online, Credit Card, RRB Link, Government
and E-File Debit (EFW).

Electronic Check Presentation Electronic Check Presentation. Beginning July 2011 Lockbox

(ECP) checks are processed using ECP.

Electronic Verification and Electronic Verification and Image Services used to view payments
Image Service (ELVIS) processed through Paper Check Conversion (PCC).

Encoding The money amount printed at the bottom of a Check or the IRS

printed information on the back of a check.
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3.17 Accounting and Data Control

Acronym/Term

Endorsement

Estimated Tax (ES)
Excess Collections File (XSF)

Expedite
Federal Tax Deposit (FTD)

Filing Requirements (FR)

Fiscal Year (FY)

Fiscal Year Ending (FYE) Or
Month (FYM)

FMS Form 197, Judgment Fund
Voucher for Payment

Form 783, Remittance Register

Form 784, Recapitulation Of Re-
mittances

Form 809, Receipt For Payment
Of Taxes

Form 813, Document Register

Form 813-A, Recapitulation Of
Document Registers

Form 1963, Collection Register-
Deposit Funds Refund
Repayments, General Fund
Receipts

Definition

The authorized name of payee on the back of a remittance to
obtain the cash or credit represented on the front. Each check
deposited must show the IRS endorsement, date of deposit
(manual endorsements excluded) and legend, and must contain
the same ALC and depositor address as shown on Form SF215-A,
Deposit Ticket.

Tax due on income not subject to tax withholding.

A file within the IDRS containing non-Revenue Receipts which
cannot be identified or applied. Each record within the file contains
the XS control number, amount of credit, type of credit, received
date and other identifying information, if known. XSF reflects
contents of Accounts 6800 and 9999 less than seven years and
more than one year after the IRS-received date except in true
statute cases, where it may be under one year

To speed up processing of any urgent or involved document.

The PAYTAX system that processed FTD payments was decom-
missioned in January 2011. Deposits should be made using the
Electronic Federal Tax Payment System (EFTPS).

A list of the numbers of all forms which a particular taxpayer is
required to file.

A tax year covering any twelve-month period other than a calendar
year.

A two-digit number show the final month of a fiscal year. Certain
tax returns (Forms 1040, 1065, 1120, 1120S) are filed at the end
of the fiscal year. For example: Fiscal year begins April 1 and ends
March 31; FYM is 03.

Modified and used to secure payment of taxpayer claims pursuant
to IRS Policy Statement P-5-39 through IRS/Beckley Office,
Beckley, WV under the Judgment Fund, 31 U.S.C. 1304 (a) (3).

Used to list IMF and BMF remittances.

Used to daily summarize and balance remittances by type and
amount.

Used as a taxpayer’s receipt for cash payment of Federal taxes.

Used to list transaction amounts for remittance or assessment
documents.

Used to summarize the Form 813 totals included in a particular
deposit ticket.

Records receipts and deposits of general fund remittances.
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Acronym/Term

Form 2287/Form 2287 (SP),
Notice Of Check Not Accepted
By Bank

Form 2345, Batch Transmittal

Form 3210, Document Transmit-
tal

Form 3244, payment Posting
Voucher

Form 3244-A, Payment Posting
Voucher-Examination

Form 3245, Posting Voucher-
Refund Cancellation Or
Repayment

Form 3893, Reentry Document
Control

Form 4338, Information Or
Certified Transcript Request

Form 4830, IDRS Multi-Purpose
Posting Document

Form 8157, Check For Copy Of
Tax Return Not Accepted By
Bank

Form 8250, Request To
Redeposit Checks

Form 8252, Dishonored Check
Worksheet

Form 8269, Notice Of Dishon-
ored Check For More Than One
Tax Form

Form 8290, Returned Check
Repayment Notice

Definition

Sent to the taxpayer with the dishonored check to notify him/her
that the check was not accepted for payment by their bank. The
dishonored check penalty is shown, and repayment is requested
by certified check, cashier's check or money order.

Used to list and control batches of documents in campus process-
ing operations. Information from this form can be transferred to the
dishonored check worksheet during research.

Used as a control for transfer of TDAs, TDIs, RCPs and other
types of Collection investigations. Used to transmit and control
accounts from area offices to the campus.

Used to post payments to taxpayers’ accounts; not a taxpayer
receipt.

Primarily used to post an advance payment to the taxpayer’s
account via IDRS as a result of an audit.

Used to input refund cancellations and repayment transactions to a
taxpayer’s account on the IMF or BMF master files.

Used to reinput documents/blocks or to reprocess documents.

Used to request information on or a transcript of an Automated
Data Processing (ADP) or non-ADP account.

Used to identify cases which dropped to the Excess Collections
account from the Unidentified Remittance File (URF); also used to
identify transfers, NMF cases and NMF dishonored checks.

Used to return check to the taxpayer intended to pay for copies of
tax return which the taxpayer’s bank did not honor.

Used to request preparation of a replacement deposit ticket when
accompanied by checks for which the bank has debited IRS.

A worksheet for recording research performed; also available in
paper.

Sent to taxpayer with dishonored check and Form 2287/Form 2287
(SP) when the check was intended to pay more than one tax
account. Notice includes information about repayment and
penalties.

Sent to the taxpayer with Form 2287/Form 2287 (SP) when a dis-
honored check penalty is not assessed because the check was
dishonored for a reason that was not the taxpayer’s fault. Form
8290 also states that the repayment will be credited to the account
with the date of the original payment if repayment is made within
10 days of the date of the notice.

Cat. No. 33875B (12-09-2024)
Any line marked with a #
is for Official Use Only

Internal Revenue Manual 3.17.10.1.6



page 12

3.17 Accounting and Data Control

Acronym/Term

Form 8546, Claim For Reim-
bursement Of Bank Charges

Form 8758, Excess Collections
File Addition

Form 8765, IDRS Control File
Credit Application

Form 8822, Change Of Address

Form 12993, Check for Install-
ment Agreement User Fee Not
Accepted By Bank

Form 12993-A, Check for Offer
in Compromise Payment Not
Accepted By Bank

Form 14219, Return of Docu-
mentation to the Taxpayer

FRB

Freeze

Freeze Code

Government On-Line Accounting
Link (GOALS)

Individual Master File (IMF)

Individual Master File Individual
Retirement Account File (IMF
IRAF)

Input Documents

Installment Agreement

Integrated Data Retrieval System
(IDRS)

Definition

Submitted by taxpayer with documentation to claim reimbursement
for expenses incurred when the Campus lost or misplaced the tax-
payer’s remittance pursuant to IRS Policy Statement 5-39.

Prepared to request inclusion of a credit on the XSF and to debit
the account from which it is to be transferred. Designed to mirror
CC XSADD format to reduce input errors.

Prepared to request application of a credit from the XSF or the
URF. Designed to mirror CC URAPL and XSAPL formats to reduce
input errors.

Completed and submitted by taxpayer to change official IRS record
of his/her address.

Used to return check to the taxpayer intended to pay for install-
ment agreement user fees which the taxpayer’s bank did not
honor.

Used to notify the taxpayer that a check for an Offer In Compro-
mise application was not accepted by the bank.

New form developed for the Entity Control Function (ECU) to
return original documents to the taxpayer.

Federal Reserve Bank. A bank designated to process IRS bank
deposits.

A restrictive action applied to a Master File account to prevent
normal computer actions of offsets or refunds.

A transaction code restricting the computer from refunding or off-
setting from an account or from sending notices to the taxpayer.

Government On-Line Accounting Link System used to transfer
funds between government agencies.

A magnetic tape file containing information concerning all
taxpayers who file individual tax returns.

A magnetic tape file containing information containing individual
retirement accounts. Refers to MFT 29 records.

Approved documents which contain information to be fed into the
computer, such as tax returns and posting vouchers.

An arrangement set up between taxpayers and IRS, whereby
taxpayers make partial payments until their balance of debt is paid
in full.

A computer system with the capability to instantaneously retrieve
or update stored information which will work in harmony with the
Master File of taxpayer accounts.
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Acronym/Term Definition

Integrated Submission And Re- A computerized system which will convert paper tax and informa-
mittance Processing (ISRP) tion documents and remittances received by IRS into perfected
System electronic records of taxpayer data. This system will capture,

store, retrieve, archive (vouchers and check images) and route
source data through processing activities which subsequently
posts to the taxpayer’s account on Master File.

Intra-Government Payment and  Intra-Governmental Payment and Collection (IPAC) System. This is
Collection (IPAC) a major component of the GOALS Il System. It provides a stan-
dardized interagency fund transfer mechanism for Federal
Program Agencies (FPAs).

Internal Revenue Service Temporary identification number used to post a payment for a
Number (IRSN) taxpayer with no Taxpayer Identification Number.

Individual Taxpayer ldentifica- Identification number for taxpayers who are not United States
tion Number (ITIN) citizens and are not eligible for Social Security Numbers.

Journalization The process of debiting and crediting General Ledger accounts.

Every tax transaction that involves money must be journalized
to maintain accounting control.

Julian Date A system of numbering the days of the year from 001 through 365
(or 366). The Julian Date number is the 6th, 7th, and 8th digits
of the DLN.

Letter 2179(P) Used to transmit FMS Form 197 vouchers to the taxpayer for his/

her signature upon approval of claim pursuant to IRS Policy
Statement P-5-39.

Letter 2180(P) Used to transmit signed FMS Form 197 vouchers to the IRS/
Beckley Office, Beckley, WV for payment to the claimant pursuant
to IRS Policy Statement P-5-39 under the Judgment Fund, 31
U.S.C. 1304 (a) (3).

Letter 2349/Letter 2349 (SP) Generated through CC URAPL to inform taxpayer of disposition of
payment.

Letter 6268/Letter 6268 (SP), Un- Used to request information from the taxpayer about unidentified
identified Remittance Request tax payments.

Levy To collect by attachment or seizure from the taxpayer or a third-
party holding assets belonging to the taxpayer. Usually refers to
collecting tax from the taxpayer’s bank account or from wages to
be paid by the taxpayer’s employer. Property such as a car or
house may be sold.

Lockbox The process whereby remittances and documents are mailed to a
designated P.O. Box at a commercial bank. The remittances are
deposited in an expedite manner with immediate credit availability
for the Treasury. Source documents are processed simultaneously
and forwarded to campuses.
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3.17 Accounting and Data Control

Acronym/Term

Magnetic Tape

Manual Processing

Master File (MF)

Master File Tax Code (MFT
Code)

Magnetic Ink Character Recogni-
tion (MICR)

Microfilm

Mixed Data

Mixed Entity

Module

Monitored Offer In Compromise

(MOIC)

Multiple Remittance

Name Control

National Archives and Record
Administration (NARA)

Non-Master File (NMF)

Non-Remittance (NR)

Non-Revenue Receipts

Definition

Plastic tape, coated with magnetic material, on which information is
recorded by a process of electrical impulses forming minute
polarized characters. The tape is used in computers. Much the
same as the tape used in a standard tape recorder.

The type of deposit consisting of manually numbering source
documents, manually preparing separate documents and remit-
tance registers and separately recapping both the registers. These
deposits will be assigned a Trace ID using Batch Block Tracking
System (BBTS). BBTS will create both a 14-digit Trace ID (to be
transcribed on the deposit ticket and entered into RRACS) and a
20-digit Trace ID to be stamped on the individual payments that
will be processed for posting to MF.

A magnetic tape record containing entity and accounting informa-
tion concerning taxpayer’s tax returns and related documents,
including Business (BMF) and Individual (IMF).

A two-digit number which identifies the type of tax. (Form 941,
MFT Code 01).

Print used in the encoding of the payment amounts, Routing
Transit Number, and Account Number shown on the remittance.

A photographic record of printed data on a reduced scale.

This occurs when an operator has transcribed the data from one
document and the remaining information from another document.

This occurs when an operator has transcribed entity from one
document and the remaining information from another document.

The part of a taxpayer’s account which reflects tax data for one tax
class (MFT) and one tax period.

Monitored Offer In Compromise a program in SB/SE.

A remittance that did not completely pay an account and was ac-
companied by one or more remittances to make the payment on a
single document or module.

The first four characters of the principal name of the taxpayer.
Blank spaces will be included if the principal name consists of less
than four characters.

Agency which stores IRS documents at Federal Record Centers.

A file containing records of returns for which manual procedures
must be maintained.

A document received without a payment.

Payments received for items other than taxes, i.e., bulk forms,
photocopy fees, court fines, installment user fee, erroneous refund
repayments, etc.
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Acronym/Term Definition

Offer In Compromise (OIC) A proposal for settlement of tax liability for an amount less than
that previously assessed (or unassessed) or a liability for specific
penalties assessed (or unassessed).

OTCnet BFS Over The Counter Channel Application integrates the Paper
Check Conversion Over the Counter and Treasury General
Account Deposit Reporting Network systems.

Paper Check Conversion (PCC) Paper Check Conversion System. PCC scan checks and
automates the receipt, acceptance, transferring and recording of

funds.

Pending Transaction A transaction input to IDRS but not yet effective at the Master File
Account.

Period Ending The ending year and month indicating the period covered by a tax
return; i.e., 200909 show a return for the period ended September
30, 2009.

Payment Expired Collection A Payment Expired CSED (PMTEXPCSED) transcript will generate

Statute Expiration Date (PMTEX- when a payment is applied to a module after the Collection Statute

PCSED) Expiration Date (CSED) has expired.

Reason Code A two-digit number representing the reason a check was dishon-
ored; not used to determine penalty assessment.

Received Date The earliest date payment or document is received by any IRS
office.

Redesign Revenue Accounting System used by make journal entries to the IRS General Ledger.
Control System (RRACS)

Refund Money returned to the taxpayer because of overpayment of a tax
liability.
Reject A document which did not post to an account because of incom-

plete information.

Remittance Amount An amount of money received from a taxpayer. Can be a check,
money order, cashier’s check, treasury bond or cash.

Remittance Processing System A combination of computerized equipment and procedures
(RPS) designed to improve the processing of taxpayer’'s documents and
remittances.

Remittance Transaction The Remittance Transaction Research (RTR) application consoli-

Research System (RTR) dates all Integrated Submission Remittance Processing and
Lockbox Bank remittance transaction data and images and makes
them available to authorized users who need to research remit-
tance transactions.

Renumbered Document Locator New DLN assigned as because of an audit or adjustment. The
Number document can be located in the file under the new number.
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3.17 Accounting and Data Control

Acronym/Term

Resequence

Restricted Application Register

Return

Remittance Strategy for Paper
Check Conversion (RS-PCC)

Servicewide Electronic Research
Program (SERP)

Single Deposit Shortage

Slipped Blocks/Mixed Data/
Mixed Entity

Split Remittance

Standard Form (SF) 215, Re-
placement Certificate Of Deposit

Standard Form (SF) 215-A,
Deposit Ticket

Standard Form (SF) 1081,
Voucher And Schedule Of With-
drawal And Credits

Standard Form (SF) 5515, Debit
Voucher

Statute of Limitations

Definition

The moving of data from one location on the Master File, rearrang-
ing it in another sequence, and applying it to another location on
the Master File. (This is also known as a consolidation.) Term also
refers to data which is unable to post in the current cycle and is
“resequenced” to the next cycle.

Computer-generated reports, DCF03, 1710 Account Transaction
Register; and, URF 03, 4620 Account Transaction Register, which
includes “D” (dishonored check) applications, “V” (voided record)
applications and “Z” (corrected erroneous money amount) applica-
tions.

A legal form used by the taxpayer to report tax liabilities.

Remittance Strategy for Paper Check Conversion (RS-PCC) inter-
faces with EFTPS to post taxpayer information to Master File. The
checks are scanned; taxpayer accounts are debited; and the
posting information is sent to EFTPS for account posting.

Research tool,
serp.enterprise

Only one check is returned per debit voucher/SF 5515, as
opposed to multiple checks being returned and included in the total
for a specific debit voucher. Single deposit shortages do not affect
other payments per the debit voucher.

This occurs when an operator has mixed data or mixed entity on
several documents within a block.

A single remittance, the amount of which is to be applied to two or
more documents or modules.

Forwarded to the campus from the depositary bank and containing
information about treasury bonds or account discrepancies.

Completed by area office and campus teller and cashier functions
to make deposits. Includes information on treasury codes and
money amounts divided into tax classes.

Used to transfer charges and credits between the various Treasury
agencies, i.e., payment for bulk forms transferred from IRS to the
proper distribution center. Complete instructions are in IRM
3.17.79, Accounting Refund Transactions.

Contains all debit adjustments of revenue receipts previously
credited to the account; covers dishonored checks and other
charges by depositary banks.

The Internal Revenue Code states that the IRS will assess, and
collect tax within specific timeframes. The Internal Revenue Code
also states that a taxpayer will claim a refund or credit within a
specific timeframe. These are examples of time limits are known
as the “Statute of Limitations.” The statute expiration differs for as-
sessment (ASED), collection (CSED), and refund (RSED).
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Acronym/Term

Substitute Return

Tax Account

Tax Class Code

Tax Module

Taxpayer Advocate Service
(TAS)

Taxpayer Identification Number
(TIN)

Taxpayer Information File (TIF)

Tax Increase Prevention and
Reconciliation Act (TIPRA)

Definition

A return prepared by the Service from information sufficient to
compute the taxpayer’s tax liability.

A record of all tax data recorded on the Master File, showing all
classes of tax and all tax periods identified by one Social Security
Number (SSN) or one Employer’s Identification Number (EIN).
Separate tax accounts are maintained on the Business Master File
(BMF) and the Individual Master File (IMF). A person who has both
an individual account under their SSN, and a business account
under their EIN, has two separate accounts.

The third digit of the DLN which identifies the type of tax each
transaction involves.

A record of tax data for a taxpayer covering only one type of tax
for one tax period. A module consists of the MFT Code and the tax
period (i.e., 30 [Form 1040] for 200912).

An independent organization within the IRS whose employees
assist taxpayers who are experiencing economic harm, who are
seeking help in resolving tax problems that have not been resolved
through normal channels, or who believe that an IRS system or
procedure is not working as it should.

Every taxpayer on the Master File has a permanent number for

identification of the taxpayer’s tax account:

a. The Employer Identification Number (EIN), assigned by IRS,
is used to identify taxpayers on the Business Master File. For
Example: The format of an EIN is: XX-XXXXXXX

b.  The Social Security Number (SSN), assigned by the Social
Security Administration, is used as the account number of the
taxpayer on the Individual Master File. For Example: The
format of an SSN is: XXX-XX-XXXX

c. The individual taxpayer identification number(ITIN), assigned
by the IRS, is used to identify taxpayers on the Individual
Master File. For Example: The format of an ITIN is in the
same format as an SSN: XXX-XX-XXXX

A record of tax data under a specific taxpayer identifying number.

Tax Increase Prevention and Reconciliation Act of 2005 (TIPRA),
enacted on May 17, 2006.
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3.17 Accounting and Data Control

Acronym/Term

Trace ID Number

Transaction Code (TC)

Treasury Web Application Infra-
structure (TWAI)

Twenty-Three C Date (23C)
Unidentified Remittance (UR)

Unidentified Remittance File
(URF)

Unidentified Remittance List

UNKN
Unpostable (UP)

Validation Digit

With-Remittance Document
(W/R)

Definition

Trace ID is a tracking mechanism to identify each Deposit Ticket
(DT) with its corresponding payments and each Debit Voucher
(DV) with its corresponding debits. It is mandatory that every DT
and DV have a Trace ID number. As of January 2008, all input
payment systems automatically assign a 20-digit Trace ID number
to each deposit ticket.

a. 14-digits for the Deposit Ticket

b. 20-digits for the individual payments associated with a Deposit
Ticket

The unique Trace ID will allow all payments to be identified and
added to the CDDB. The format of the Trace ID number is: Site ID,
System ID, Deposit Date, Seq Number, and Transaction Seq
Number.

A three-digit number which defines the precise nature of the trans-
action. For example, TC 150show “Return Filed and Tax Liability
Assessed.” Refer to Document 6209, IRS Processing Codes and
Information, for complete listing of transaction codes.

The Treasury Web Application Infrastructure (TWAI) is an environ-
ment that houses Treasury web application of all types, including
OTCnet.

The date a liability is assessed.

A remittance received by the IRS which cannot be positively identi-
fied and/or applied to its proper account.

A separate file within the Integrated Data Retrieval System contain-
ing all remittances received that cannot be immediately identified
or applied. Each record within the file represents a Revenue
Receipt less than one year after the IRS-received date and
contains the UR control number, amount of remittance, type of re-
mittance, received date, taxpayer's name and other identifying
information, if known.

Computer-generated report, URF 50, Unidentified Remittance
Dropped List, which includes all URF applications that drop from
the URF to the XSF.

Unknown

The transactions which do not post at Enterprise Computing
Center because of an inconsistency with the Master File.

Show whether a SSN is valid or invalid. There are two digits:
0-Valid SSN. Show that this SSN and name control match on the
Social Security Administration records

1-Invalid SSN. Show that the SSN and name control failed to
match Social Security Administration records.

Any document received with cash, check, money order or other
forms of payment.
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Acronym/Term

Excess Collections File (XSF)

3.17.10.1.7 (1)
(12-04-2023)
Related Resources

Definition

A control file within IDRS containing all non-revenue receipt credits
that cannot be identified or applied to their proper tax account.
XSF contains both Account 6800, Excess Collections, and Account
9999, Revenue Clearance Accountability data for seven years after
the entry date of the payment to the XSF.

The following IRMs are referenced and may be required to research specific
instructions or may be used as resources:

a.

» QT OS3ITATISQ@T0Q0T

NS Xs<gce

aa.
ab.
ac.
ad.
ae.

af.

ag.
ah.

Document 12990, Records and Information Management Records
Control Schedules
IRM 11.3.1, Introduction to Disclosure
IRM 11.3.8, Disclosure to Designees and Practitioners
IRM 13.1.7, Taxpayer Advocate Service (TAS) Case Criteria
IRM 2.3, IDRS Terminal Responses
IRM 2.4, IDRS Terminal Input
IRM 20.1, Penalty Handbook
IRM 20.2, Interest
IRM 21.1.1.4, Communication Skills
IRM 21.10, Quality Assurance
IRM 21.2.2, Research
IRM 21.3.3, Incoming and Outgoing Correspondence/Letters
IRM 21.4, Refund Inquires
IRM 21.4.5, Erroneous Refunds
IRM 21.5, Account Resolution
IRM 21.5.7, Payment Tracers
IRM 3.0.167, Losses and Shortages
IRM 3.12.32, General Unpostables
IRM 3.12.179, Error Resolution-Individual MasterFile (IMF), Payer Master-
File (PMF) Unpostable Resolution
IRM 3.12.279, Error Resolution-BMF/CAWR/PMF Unpostable Resolution
IRM 3.17.220, Excess Collections File
IRM 3.17.46, Automated Non-Master File Accounting
IRM 3.17.63, Redesign Revenue Accounting Control System
IRM 3.17.64, Accounting Control General Ledger Policies and Procedures
IRM 3.17.79, Accounting Refund Transactions
IRM 3.17.80, Working and Monitoring Category D, Non-Rebate Erroneous
Refund Cases in Accounting Operations
IRM 3.30.1283, Processing Timeliness: Cycles, Criteria, Critical Dates
IRM 3.8.45, Manual Deposit Process
IRM 5.1.19, Collection Statute Expiration
IRM 5.19.1, Balance Due
IRM 3.30.50, Project PCA Production Control Accounting
IRM 5.19.9, Automated Levy Programs
IRM 5.19.10, Collection Operations Transcript Processing
Document 6209, IRS Processing Codes and Information
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3.17 Accounting and Data Control

3.17.10.1.8
(01-01-2013)

IDRS Notice Issuance
Criteria

3.17.10.1.9
(12-09-2024)
Taxpayer Advocate
Service Case (TAS)
Procedures, National
Service Level
Agreements (SLAs)

(1)

)

(1)

)

@)

(4)

All employees must be aware of IDRS notice issuance criteria and the input of
CC STAUP on a module if closing action cannot be accomplished before the
next notice is issued.

The number of cycles must be for a sufficient period to ensure that balance
due notices will not be issued prematurely. It may be necessary to extend the
previously input STAUP if the transfer procedure is lengthy.

The Taxpayer Advocate Service (TAS) is an independent organization within
the IRS whose employees help taxpayers who are experiencing economic
harm, who are seeking help in resolving tax problems that have not been
resolved through normal channels, or who believe that an IRS system or
procedure is not working as it should. TAS criteria include economic burden,
systemic burden, best interest of the taxpayer, and public policy (as deter-
mined solely by the National Taxpayer Advocate (NTA)). TAS assists taxpayers
who have unresolved problems with the IRS. See IRM 13.1.7 Taxpayer
Advocacy Panel Program if more information is required. The Taxpayer Bill of
Rights adopted by IRS in June 2014 provides taxpayers with ten rights. For
more information, refer to the Taxpayer Bill of Rights available at Taxpayer Ad-
vocate Service.

While the Internal Revenue Service (IRS) is continually working to serve
customers in a quality manner, some taxpayers still have difficulty getting
solutions to their problems or getting timely and proper responses to their
inquiries. Per IRC 7803(c), Congress established the office of the National
Taxpayer Advocate (NTA) and its functions within the IRS to help these
taxpayers. TAS has identified criteria that qualify taxpayers for TAS assistance.
The Case Advocate will conduct an independent review of actions that have
been taken or need to be taken to resolve the problems taxpayers are experi-
encing.

Employees should not view TAS Case Criteria as a means of excluding
taxpayers from TAS, but rather, as a guide to TAS case acceptance. The
criteria under which TAS accepts a case should not govern whether a taxpayer
is entitled to relief.

If the IRS employee can resolve a taxpayer’s inquiry or provide the relief
requested, as outlined in IRM 13.1.7.4, Same Day Resolution by Operations, a
referral to a TAS office is not necessary even if TAS case criteria are met. The
definition of “same day resolution” is “within 24 hours.” However, cases where
the employee cannot completely resolve the issue within 24 hours but has
taken steps within 24 hours to resolve the taxpayer’s issue, also meet the defi-
nition of “same day.” Do not refer these cases to TAS unless the taxpayer asks
to be transferred to TAS.

Note: It is important that all IRS employees handle potential TAS cases with the

(5)

taxpayer’s best interest in mind. Refer also to IRM 21.1.3.18, Taxpayer
Advocate Service (TAS) Guidelines, for more information. Provide the
taxpayer with the number for the NTA toll-free case intake line, 877-777-4778
or TTY/TDD 800-829-4059. The taxpayer should be advised that TAS is
available if the taxpayer is not satisfied with the service he or she received.

An IRS employee should make a referral to a TAS office if the employee
receives a taxpayer contact and cannot initiate action to resolve the inquiry or
provide the relief requested. A taxpayer does not have to specifically request

3.17.10.1.8

Internal Revenue Manual Cat. No. 33875B (12-09-2024)
Any line marked with a #
is for Official Use Only


https://www.taxpayeradvocate.irs.gov/get-help/taxpayer-rights/
https://www.taxpayeradvocate.irs.gov/get-help/taxpayer-rights/

Dishonored Check File (DCF) and Unidentified Remittance
File (URF) 3.17.10 page 21

TAS assistance to be referred to TAS. IRS employees will advise taxpayers of
the option to seek TAS assistance when appropriate. TAS will request docu-
mentation from the taxpayer if it is needed to support the requested relief or
required by the IRM.

(6) TAS has Service Level Agreements (SLAs) with TS, SB/SE, LBI, TE/GE, CI
and Appeals to ensure that standards are established within the business
operating divisions/functions to process TAS casework when the authority to
complete transactions rests with the division/function.

(7) The SLAs are located on the TAS intranet home page under the heading
“Service Level Agreements.”

3.17.10.1.10 (1) IRS has a specific office to collect and process all criminal restitution payments
(12-09-2024) in which the IRS is the victim of a crime. These restitution payments should be
Criminal Restitution processed by the Kansas City IRS Center only. See IRM 3.17.243, Miscella-

Payments neous Accounting, for further information on Criminal Restitution Payments and

Department of Justice (DOJ) receipts.

(2) If criminal restitution payments are routed to an IRS office or campus other
than Kansas City, per IRM 3.8.45.7.26, Department of Justice/Criminal Restitu-
tion Program Payments (KCSPC Only), they must be transshipped via
overnight traceable method to:

IRS - ACO

Attn: DOJ/Criminal Restitution
Mail Stop 6261, P-6

333 W. Pershing Rd.

Kansas City MO 64108

(3) For any questions about the receipt and reconciliation of criminal restitution

3.17.10.2 (1) Checks deposited to the credit of the Campus Director, on which payment is

(12-04-2023) refused, are returned directly to the campus by the depositary. The depositary
Dishonored Check File is charged with the preparation of the debit voucher/SF 5515. Debit vouchers/
(DCF) SFs 5515 will also be received for foreign check collection costs, but these will

not be accompanied by the checks unless payment is refused by the drawee
bank in addition to the collection cost. See IRM 3.17.10.2.14(7), Other Dis-
honored Check Processing Actions. All IRS offices will furnish their
depositaries with the agency location code of their respective campuses since
the campus is the “accountable office” used in the preparation of the debit
voucher/SF 5515.

(2) The Dishonored Check File (DCF) is a separate file within IDRS, established to
keep control of dishonored checks. The debit for the dishonored check can be
applied via IDRS and the Form 2287/Form 2287 (SP) notice generated. The
DCF provides registers and listings for control and balancing. See IRM
3.17.10.2.21, Dishonored Check Computer-Generated Reports, for descrip-
tion of available DCF computer reports. Revenue Receipts information will be
provided monthly, from the Monthly DCF Analysis. The Balancing Function,
Accounting control or designated personnel within the Dishonored Check
Function will perform the balancing operations. See IRM 3.17.10.2.7,

Cat. No. 33875B (12-09-2024) Internal Revenue Manual 3.17.10.2
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3.17 Accounting and Data Control

3.17.10.2.1
(12-04-2023)

Timely Processing for
Dishonored Checks

Balancing to the Transaction Register, and IRM 3.17.10.2.20 for balancing
within the unit.

Note: When researching and processing dishonored checks, the dishonored

@)

(1)

)

@)
(4)

(5)

(6)

(7)

checks should never leave the DC Function. If there is a need to take the
check’s image to a different area, make a photocopy of the check. Secure all
checks at the end of the day. This practice will help prevent the loss of a dis-
honored check. See IRM 3.17.10.2.11, Researching Dishonored Checks-
General Instructions.

a. The IDRS DCF contains three separate files on disk: the DC Name File,
DC Amount File, and the DC Control Number File.

b.  Subsequent activity to the DCF is automatically recorded via the
computer and, if appropriate, balance amounts are also adjusted, thus
becoming the official DCF.

Campuses may endorse for deposit checks which have been returned for lack
of endorsement; and may also request payment of the correct amount when
the written amount and the numeric amount do not agree.

Valid CC BDADD cases must be added to the DCF within one day of receipt of
the debit voucher/SF 5515. Checks should be processed from addition to ap-
plication within 21 days from the date the original debit voucher/SF 5515 was
prepared.

Encoding errors, piggy backs, and improper SF 5515 charge backs must be
resolved within 45 calendar days of the date the discrepancy was identified.

Single deposit shortages must be resolved within 90 days.

Slipped blocks must have all avenues of research exhausted within 150
calendar days of the date the discrepancy was identified.

All dishonored checks should be processed through their release from tran-
scription or through application on IDRS within 21 days from the date on the
Dishonored Check Number. This processing cycle starts on the date the
original debit voucher/SF 5515 is prepared and continues until the account is
closed by an application (CC BDAPL) or a void (CC BDOUT). See IRM 2.4.25,
Command Codes BDADDR, BDADD, BDAPLR, BDAPL, BDOUTR, BDOUT,
BDENT and BDINQ. Area Office Automated Lien Systems (ALS) Unit, Case
Processing, must be notified immediately if certain dishonored checks cause

Should dishonored checks be frequently received by an incorrect agency, use
of the Government On-Line Accounting Link System (GOALS) to IPAC to IRS
should be encouraged, along with an immediate FAX of back-up material. The
date of the original Debit Voucher must be used for control and aging of these
items.

Each record in the DCF will be analyzed DAILY, by the status code and age
(Julian Date and year digit), for retention and/or necessary action.

a. A cumulative aged listing (Control D Report Name “DISHONORED CHK
AGED”) will be available daily of those OPEN records whose debit
voucher date is 15 days old.

3.17.10.2.1
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b. The listing will be by employee assignment number, area office, by date,
bank, voucher, and serial-number.

c.  This listing will be used to follow-up or research action to meet the 21-
day cycle and to identify possible erroneous refunds caused by a
dishonored check.

Note: Management must ensure erroneous refunds caused by dishonored checks
are properly identified and/or stopped.

d. Use the listing as a source to produce a memorandum to the Director for
all checks which have not been applied within the 21-day required cycle.
This memo will be generated at the Director’s discretion, either based on
time or on an inventory level that he or she deems appropriate. The
Director may also ask that an early warning system be established before
the threshold is reached.

Exception: Missing checks and checks related to out-of-sequence
encoding errors will not be expected to meet the 21-day re-
quirement. See IRM 3.17.10.2.1.1, Timely Processing for
Dishonored Checks, IRM 3.17.10.2.9, and IRM 3.17.10.4.1,
Deposit Discrepancies. Also excepted are shelved full-paid
Forms 1040 received during peak. Peak is defined here as
April 15 through the end of Cycle 33, at which time these
returns have a Program Completion Date. Unless instructed,
these items need not be included in the memo to the Director
until the end of Cycle 34. These items are to be monitored on
a weekly basis and should be completed as soon as they
become eligible.

(8) All items written off to Account 1510, Other Receivables-Regular, at anytime,
require prior approval from the Campus Director. When a record has aged 367
days from the debit voucher/bank date, the status of the record will automati-
cally be changed to “Unprocessable”. A listing and posting document will be
generated to write the amount off to the 1510 Account, and the amount will be
removed from the DCF total.

a. To write off the amount of a check before 367 days, forward the posting
documents with the Director’s approval to the RACS Unit.

b. If, however, the Director does not approve the write-off and would like the
check to continue to be worked, remove the record from the DCF prior to
the 367 days with CC BDOUTV. Annotate the Restricted Application
Register and process the check using manual procedures.

c. If at anytime the item has rolled into the 1510 account, prepare a memo
for the director signature, prepare Form 2424 and forward backup docu-
mentation with signed memo and Form 2424 to the RACS unit.

Note: Once CC BDOUTYV is input, the systemic dishonored check file
(DCF) no longer controls the case. These cases will be subjected
to manual internal controls and must be monitored on a regular
basis until resolved or approved for write-off.
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3.17 Accounting and Data Control

3.17.10.2.1.1
(01-01-2013)
Deposit Discrepancies

3.17.10.2.1.2
(01-01-2013)

Deposit Discrepancy
Case File

3.17.10.2.2
(08-06-2020)
Receiving the Debit
Voucher/SF 5515 with
Checks

(1)

()

@)

(1)

(1)

)

(4)

(5)

(6)

Single deposit shortages will also be debited against the campus via SF 5515.
These items will be entered immediately onto the dishonored check file
(Account 1710) for control purposes. Perform necessary research to determine
the proper application of the debit.

If after 90 days, the debit cannot be resolved, transfer the debit to Account
7650, Deposit Discrepancies.

Case must be documented with all actions taken to resolve the discrepancy.
This documentation is needed to request relief of the loss per IRM 3.0.167,
Losses and Shortages.

The case file documents attempt to resolve the identity of the payment. The
case file may include:

Copy of the debit voucher

Copy of the deposit ticket

Copy of Form 813

Correspondence to/from depository

Correspondence to/from drawee bank

Copy of taxpayer’s check (front/back)

Transcript of the taxpayer’s account

Historical record of attempts to resolve the discrepancy

Count checks with each debit voucher/SF 5515. Put total on the back of the
debit voucher/SF 5515 and stamp today’s date beside the volume.

Balance the checks to the debit voucher/SF 5515 and attach the adding
machine tape to the debit voucher/SF 5515 and the checks.

a. Account 1720 will be used to record any discrepancies between the debit
voucher/SF 5515, and the total of the related dishonored checks associ-
ated with the debit voucher/SF 5515.

b. If the debit voucher/SF 5515 is overstated or understated, fill out a Form
2424, Account Adjustment Voucher, to debit or credit Account 1720, Dis-
honored Checks, Adjustments.

c. The Dishonored Check File Team contacts the bank for an adjustment.

d. ltems in this account will be cleared upon receipt of a supplemental or
adjusting DT or DV.

If notification is received that an electronic fund transfer or automated clearing
house payment is dishonored, all incoming information should be forwarded to
Accounting Control for proper action.

Some campuses have a person responsible for contacting the depository
banks when there is a discrepancy between IRS and the depository bank. This
person may also work with missing checks and other related problems that
require contact with banks.

Remittances (usually money orders) which are received without debit
vouchers/SFs 5515 should be flagged for “special attention” to avoid applying
the same credit twice.

When an IRS campus’ agency location code (ALC) is erroneously debited, the
total debit should be added to the DCF rather than the individual returned

3.17.10.2.1.1
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items, pending return of the deposit ticket described below. A letter should im-
mediately be sent to the initiating bank with:

a The date the bank’s action was taken

b. The amount

c. The correct and incorrect ALCs

d. Copies of the original debit voucher

e. The returned remittance(s)

f. A SF 215A deposit ticket with a blank date

Forms 2424 prepared by the employees in accounting must be reviewed by
the manager or their designee, before being sent through for processing.

The manager, or their designee, must sign the Form 2424 and the history
sheet if applicable to show that the case was reviewed. The signature can be
a wet signature or a digital signature.

Note: The delegation of responsibility for reviewing and approving Form 2424 may

3.17.10.2.2.1 (1)
(01-01-2013)
Check 21

not be delegated below the level of Lead Accounting Technician/Lead Tax
Examiner.

The Check Clearing for the 21st Century Act was signed into law and became
effective October 28, 2004. This act is also known as Check 21. All checks,
including cashier’s checks, payroll checks, personal checks and business
checks are subject to Check 21.

Check 21 involves creating digital images of original checks. They are still
processed under the same laws and regulations as paper checks. This repro-
duction from the digital image of the original check is called a “substitute
check.”

Check 21 legislation sets standards for quality and allows for a substitute
check to be a legal copy of the original check. A bank that creates a substitute
check must warrant that it is accurate. A substitute check should have all en-
dorsements and is about the size of a business check.

A substitute check shall be the legal equivalent of the original check for all
purposes if the substitute check:

a. Accurately represents all information on the front and back of the original
check as of the time the original check was truncated; and,

b. Bears the legend: “This is a legal copy of your check. You can use it the
same way you would use the original check.”

If a substitute check is received make sure it contains the image of the front
and back of the original check, as stated in (4) above, and it bears the MICR
(Magnetic Ink Character Recognition) line containing all the information
appearing on the MICR line of an original check.

Substitute checks should not be sent for redeposit unless they meet the re-
quirements in IRM 3.17.10.2.8, Redepositing Returnable Checks. If a substitute
check is returned for any other reason, it should be treated as a dishonored
check and subject to the dishonored check penalty.
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3.17 Accounting and Data Control

3.17.10.2.2.2
(06-29-2023)
Electronic Check
Processing (ECP)

(1) Lockbox processing sites implemented Electronic Check Processing (ECP) in
July 2011. The Lockbox sites will send electronic check images and corre-
sponding data through the ECP system to the Federal Reserve Bank of
Cleveland.

(2) The Federal Reserve Bank of Cleveland is now the bank of first deposit for all
Lockbox payments. FRB-C will handle the Cashlink deposit, return and adjust-
ment reporting. The ECP system is managed by Citibank and housed on a
secure internet web which will provide direct user access to tax payment infor-
mation processed by the Lockbox Network.

(8) 215 deposit tickets and 5515 debit vouchers will be downloaded daily from
ECP to be journaled into RRACS.

(4) Credit adjustments will be shown at the bottom of the daily 215 Deposit Ticket
Report. Debit adjustments will be shown in the 5515 Debit Voucher Report.

Note: Some ECP items that are adjusted after the daily deposit will be received on
a Manual Debit/Credit Voucher Report. The report will be received via e-mail
from Citibank, BFS_MCA. The voucher is not viewable on ECP, but the item
will show as FA Adjusted in the Payment Query screen of ECP.

(5) Dishonored Checks will be downloaded and printed daily from ECP 5515
Check Image Report.

Note: ECP check copies do not contain the Check 21 statement “This is a Legal
Copy of your check. You can use it the same way you would use the regular
check.” Because ECP checks are processed through the Debit Gateway, the
format meets the Check 21 legal requirements. They are considered legal
copies but cannot be redeposited. If the check was dishonored for reasons
codes |, J, K or L, open a ticket with Citibank Customer Service requesting
that FRB-C represent the check. For all other reason codes, a replacement
check must be requested from the taxpayer.

(6) Occasionally, FRB-C will reject an item from the daily deposit. When this
happens, FRB-C will send an e-mail to the Lockbox and SPC. The item will be
viewable on ECP and the Remittance Transaction Research (RTR) system the
day before it posts to Masterfile. Query ECP in the Payment Query menu for
‘Failed ltems’ for using the date of the deposit ticket.

Note: These items must be worked within 5 days of receipt because of the
potential impact to Tape Edit Processor (TEP). Contact the Data Control
function to determine if the item needs to be deleted from the (TEP).

a. Research the account and, if the account is in credit status, input a TC
570 to hold any refunds.

3.17.10.2.2.2
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3.17.10.2.2.3
(12-09-2024)
Integrated Submission
and Remittance
Processing for the
Electronic Check
Process

b. Prepare the Form 2424 to debit the taxpayer; obtain DLN and prepare
Form 818.
c. Process the Form 2424 as a walkthrough to prevent an erroneous refund.

Note: Occasionally a duplicate item will be knowingly processed by ECP. Monitor

(7)
(8)

the taxpayer’s account to ensure an erroneous refund is not issued before
the debit is received from FRBC.

Contact the DCF HQ analyst for information on ECP user access.

ECP now has a 5.0 version in the Electronic Check Processing (ECP) system.
The new 5.0 version provides users with the ability to login via Common
Approach to Identity Assurance (CAIA) method. The users can access the
CAIA login by using the linkElectronic Check Processing System.

The Citibank Customer Service telephone number is 866-855-5735, and their
hours of operation are 6:00 a.m. EST to 7:00 p.m. EST. On-call support will be
provided off-hours.

The ISRP paper check processing system now processes checks electronically
through Treasury OTCnet System. Returned/Dishonored check 21 images will
now be returned systemically to OTCnet instead of hard copy checks being
returned in the mail from the bank of first deposit.

Austin, Kansas City and Ogden Submission Processing sites began the ISRP
electronic check process in November 2020 and December 2020. The Receipt
& Control operations will send electronic check images and corresponding data
through the OTCnet system to the Federal Reserve Bank of Cleveland.

The Federal Reserve Bank of Cleveland (FRB-C) is now the bank of first
deposit for all ISRP payments at Austin, Kansas City and Ogden SPCs. FRB
will process the Cashlink deposit, return and adjustment reporting in OTCnet.

The Clerk will log into the OTCnet database OTCnet for fiscal treasury system
. Access the Report tab and click on the Check Processing Reports menu. Pull
the 215 deposit tickets and 5515 debit vouchers daily from OTCnet to be jour-
naled by RRACS.

The Credit adjustments will be shown at the bottom of the 215 Deposit Ticket
Report. Debit adjustments will be shown in the 5515 Debit Voucher Report.

Dishonored Checks will be downloaded daily from OTCnet by accessing the
Check image report. Upload and save the checks to the Dishonored Check
SharePoint site. When saving use the naming convention: Check number and
MM.DD.YYYY.

Note: OTCnet check copies do not contain the Check 21 statement “This is a

Legal Copy of your check. You can use it the same way you would use the
regular check”. OTCnet checks are processed through the Debit Gateway,
the format meets the Check 21 legal requirements. They are considered
legal copies, but cannot be redeposited. If the check was dishonored for
reasons codes |, J, K or L, open a ticket with Treasury OTCnet Customer
Service requesting that FRB represent the check. For all other reason codes,
a replacement check must be requested from the taxpayer.
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(7) Occasionally, FRB-C will reject an item from the daily deposit. When this
happens, (RCO) Deposit will send an e-mail to the *“TS OTCnet organizational
mailbox. The item will be viewable on OTCnet and the Remittance Transaction
Research (RTR) system the day before it posts to Masterfile. Check for
OTCnet failed items daily. Log into the OTCnet. Click the Check Processing
tab then select CIRA Query. Scroll down to the settlement status box and
select “Failed” from the drop-down menu. Scroll down to the received date
menu and enter the deposit date or deposit date range using the calendar
feature. The display of failed item(s) appears at the bottom of the screen. Click
on the IRN number and the failed item image appears.

Note: The failed item must be resolved no later than five business days to prevent
erroneous refund.

Note: The servicing Dishonored Check Function (DCF) e-mail box:

o Austin campus e-mail is &TS OTCnet AUSC ACO on global address
directory or ts.otcnet.ausc.aco@irs.gov.

o Kansas City campus e-mail is &TS OTCnet KCSC ACO on global
address directory, or ts.otcnet.kcsc.aco@irs.gov.

o Ogden campus e-mail is &TS OTCnet OSC ACO on global address
directory or ts.otcnet.osc.aco@irs.gov.
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IF Then
The failed item is a Duplicate Research to determine if an
transaction actual duplicate or if the taxpayer

used the same check number
twice. Prepare the Form 2424
Account Adjustment Voucher to
make the adjustment. Obtain the
DLN on IDRS database and
prepare Form 813. Forward this
information over to RACS to be
journaled. Once this process is
complete, notify the campus
deposit unit by responding to the
original failed transaction email
stating in the subject line “Action
has been completed.” The origi-
nator of the email in the campus
deposit unit will take action to
either re-run the check, route to
Manual Deposit for deposit of the
check or return the check/
document to the taxpayer.

Note: Occasionally a duplicate
item will be knowingly
processed by OTCnet.
Monitor the taxpayer’s
account to ensure an
erroneous refund is not
issued before the debit is
received from FRB-C.
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IF Then
The failed item is a Non- Research the taxpayer’s account
negotiable withdrawal slip to see if the payment has posted.

Prepare the Form 2424 to make
the adjustment. Obtain the DLN
on IDRS database and prepare
Form 813. Forward this informa-
tion over to RACS to be
journaled. Once this process is
complete, notify the campus
deposit unit by responding to the
original failed transaction email
stating in the subject line “Action
has been completed.” The origi-
nator of the email in campus
deposit unit will take action to
return the document to the
taxpayer. See IRM 3.8.45
(Manual Deposit Process) for
further description of the Unac-
ceptable payments listing.

The failed item is a Foreign Research the taxpayer’s account
Check to see if a payment has posted.
Prepare Form 2424 to make the
adjustment. Obtain the DLN on
IDRS database and prepare Form
813. Forward this information
over to RACS to be journaled.
Once this process is complete,
notify the campus deposit unit by
responding to the original failed
transaction email stating in the
subject line“Action has been
completed.” The originator of the
email in campus deposit unit will
take action to either re-run the
check, route to Manual Deposit
for deposit of the check or return
the check/document to the
taxpayer.
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IF Then

Research the taxpayer’s account
to see if a payment has posted.
Prepare Form 2424 to make the
adjustment. Obtain the DLN on
IDRS database and prepare Form
813. Forward this information
over to RACS to be journaled.
Once this process is complete,
notify the campus deposit unit by
responding to the original failed
transaction email stating in the
subject line “Action has been
completed.” The originator of the
email in campus deposit unit will
take action to either re-run the
check, route to Manual Deposit
for deposit of the check or return
the check/document to the
taxpayer.

The failed item is an invalid
Routing Number

Note: Contact the Data Control function to determine if the item needs to be

3.17.10.2.3

(12-04-2023)

Dishonored Check Site
Shutdown/Emergency
Contingency Procedures

deleted from the Tape Edit Processor (TEP).

Contact the Local Security Administrator (LSA) for information on OTCnet user
access.

The Treasury OTCnet Support Center telephone number is 866-945-7920, and
their hours of operation are 6:00 a.m. EST to 7:00 p.m. EST. Or via email at
FiscalService. OTCChannel @citi.com

The Effective dates:

o Kansas City (KCSC) Effective date November 9, 2020
Ogden (OSC) Effective date December 7, 2020

Austin (AUSC) Effective date December 14, 2020

These procedures are for the contingency purposes when the Dishonored
Check processing sites shutdown due to local or national emergency.

The Dishonored Checks will be pulled from the ECP database. The 5515 debit
checks will be pulled from the date your campus shutdown. Review and
separate the bank adjustments from dishonored checks. The DCF headquar-
ters analyst will provide a list of the debit vouchers on a spreadsheet for each
campus for balancing.

Research and pull the following Control-D reports from the date your campus
was shutdown. Save each report in the Portable Document Format (PDF) in
the Dishonored Check SharePoint site using the following naming convention:
MM.DD.YYYY Control-D ???? report. The link is; Dishonored Check Share
Point - Home

Cat. No. 33875B (12-09-2024)
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DCF0140 (DISHONORED CHK ANALY) (save page 12)
DCF0340 (1710 ACCT TRANS REQG)

DCF0341 (1710 ACCT REG-REST) (save 2 copies)
DCF0540 (APPLIC IMF/BMF/IRAF)

DCF0342 (TRANSACTION REGISTER) (KC only)

(4) The Clerk will:

a.

—h

Log into the ECP database. Pull the check images and check vouchers
for each lockbox bank for your campus daily. Save the vouchers and
checks to your desktop. Upload and save the vouchers and checks to the
Dishonored Check SharePoint site in each individual bank folders. When
saving use the naming convention: Lockbox name, Voucher number,
MM.DD.YYYY. The link is;htDishonored Check Share Point - Home
Create a DCN and Tracer ID from BBTS and assign to each voucher.
Save the check images to your desktop to edit the DCN and Tracer ID
numbers.

E-mail the DCN and Tracer ID information to the Work leader. You will
then receive a list of assignments from the work leader. Start adding the
checks. Once all the checks are added, send another secured e-mail to
the Work leader to assign work to the TE’s.

Prepare Form 3210 and list all daily D/V/Z/T applies information.

Upload a PDF Form 3210 and URINQ/BDINQ information to ACO RRACS
Sharedrive.

(5) The TE will:

a.

Review the assigned cases in your TE'’s folders on the Dishonored
Check SharePoint Site daily. Verify all the information on the vouchers. If
there is any discrepancy to inform the work leader. Use the pdf copies of
the voucher and the checks to research, create Form 8252 (history
sheet) and close the cases. Upload the completion of the folders to the
Dishonored Check SharePoint Site. (When saving use naming conven-
tion: Voucher number, name control and MM.DD.YYYY). E-mail a list of
closed cases to the work leader daily. So the work leader can balance for
the next day.

(6) The Work Leader will:

a.

b.

o

Pull morning reports and add to the Dishonored Check SharePoint Site
folders.

Assign work and send e-mail to the clerks to add the checks. Once
clerks have completed adding the work. The workleader will upload
assigned work in TE’s folders.

Balance previous day production.

Balance the MISTLE on Friday and other reports by Monday morning.
Prepare the necessary documents, Trace ID and DCN for RRACS journal
you will upload them to the RRACS sharedrive.

Note: The Dishonored Check SharePoint migrated to the new M365 SharePoint

online (SPO). The new SPO URL is:Dishonored Check Share Point - Home.
Access to the Dishonored Check SharePoint site must be requested by a
manager level employee and submitted to the Headquarters by close of busi-
ness each Monday.

3.17.10.2.3
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3.17.10.2.3.1 (1)
(12-04-2023)

Dishonored Check Site
Shutdown/Emergency
Contingency Procedures ()
for campus Dishonored
checks copies received
by Receipt and Control
from the Bank

3)

(4)

Receipt and Control will scan the Dishonored check copies as pdf and upload
the Dishonored Checks and Form 3210 to RRACS DCF sub-folder. RRACS
will assign the Trace ID and journal number.

The Clerk will retrieve the check copies from the DCF sub-folder and add to
the Dishonored Check File.

The Work leader will assign the casefile to the TE to process and close the
case per IRM 3.17.10.2, Dishonored Check File (DCF).

The TE will save the original check to their assigned closure folder located on
the SharePoint database.

Note: If the returned checks/attachments are not received within 7 days of receipt

3.17.10.2.4 (1)
(12-09-2024)

Coding and Editing the
Checks

of the debit voucher package from Receipt and Control to balance, then the
Dishonored Check manager will need to notify the bank and the Submission
Processing HQ analyst by sending an e-mail to the bank with a carbon copy
to DCF HQ analyst.

Write a code for the reason the check was dishonored in upper left front of
check. The following is a list of reason codes to use when determining reason
codes; do not rely upon it when determining whether a penalty should be
applied: (See IRM 3.17.10.2.20.2, Assessing a Dishonored Check Penalty
for information on penalizing.)

Cat. No. 33875B (12-09-2024)
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)

@)

Reason
Code

01
02
03
04
05
06
07
08

09
10
11
12
13
14
15
16
17
18
19
20
21
22
23

24
25
26

Definition

Insufficient Funds

Stop Payment

Refer to Maker or Refer to Item
Account Closed or Account Stopped
No Account in Existence

Lien on Account

Signature Missing

Multiple Signatures Needed—at least one, but not all,
present

Signature Not Same as Bank Record
Uncollected Funds
Written/Numeric Amount Mismatch
Date Missing

Date Altered

Postdated

Stale Date

Foreign Check

Endorsement Not as Drawn
Guarantee of Amount

Cannot Handle as Cash

Not MICRO-Coded

Maker Deceased

Invalid Power of Attorney

Other (For example, bankruptcy or the reason for the
dishonored check must be entered.)

Mutilated Check
Exceeds Cash Advance Limit

Under Minimum Withdrawal Amount

Underline Name Control. Determine name control as directed in Document
7071, Name Control Job Aid. If no name is available, put “UNKN”.

As a rule, ECP uses alphas as their returned reason codes. The below codes
will need to be converted to IRS reason codes for input to the DCF. If you see

3.17.10.2.4

Internal Revenue Manual

Cat. No. 33875B (12-09-2024)
Any line marked with a #
is for Official Use Only



Dishonored Check File (DCF) and Unidentified Remittance

File (URF)

3.17.10

page 35

a returned reason code that is not in the below list, check the Return Reason
Code drop down menu in the Payment Query screen in ECP and convert it to
the right IRS Return Reason Code.

Note: If the returned reason code is “ADJ” a manual voucher will also be received
from Citibank, BFS MCA. Associate the manual voucher with the 5515 debit
voucher received on ECP. Do not apply a second debit to the taxpayer’s

account.
ECP Reason Code | Definition IRS Reason Code
A Insufficient Funds 01
ADJ Federal Reserve Bank Adjusted 23
B Uncollected Funds Hold 10
C Stop Payment 02
D Closed Account 04
E Unable to Locate Account 05 or 23
F Frozen/Blocked Account 04 or 23
G Stale Dated 15
H Post Dated 14
| Endorsement Missing 17 or 23
J Endorsement Irregular 17
K Signature(s) Missing 07
L Signature(s) Irregular 09
M Non Cash Item 19
N Altered/Fictitious Item 09, 13 or 23
o Unable to Process 23
P Item Exceeded Dollar Limit 18 or 25
Q Not Authorized 07, 08, 09, 17 or 23
R Branch/Account Sold 23
S Refer to Maker 03
T Stop Payment Suspect 02 or 23
U Unusable Image 20, 23 or 24
\' Image Fails Security Check 23
w Cannot Determine Account 05
Y Duplicate Presentment 23
4 An Affidavit Should Be Available Upon Request 22 or 23

Cat. No. 33875B (12-09-2024)
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(4) ECP uses numeric as their returned reason codes for ACH payments. The
below codes will need to be converted to IRS reason codes for input to the

DCF.
ECP ACH Reason | Definition IRS Reason Code
Code
01 Insufficient Funds 01
ADJ Federal Reserve Bank Adjusted 23
02 Account Closed 04
03 No Account/Unable to Locate 05 or 23
04 Invalid Account Number 05
06 Returned per ODFI Request 23
07 Auth Revoked by Customer 17 or 23
08 Payment Stopped 02
09 Uncollected Funds 10
13 Invalid ACH routing number 05
14 Representative Payee Deceased 21
16 Account Frozen 23
20 Non-Transaction Account 05
24 Duplicate entry 23
38 Stop payment on Source Document 02
51 Not Provided Signature 07
317.10.2.4.1 (1) Assign each check a Dishonored Check Number (DCN). The DCN is created

(12-04-2023)
Creating the Dishonored
Check Number (DCN)

from information on the debit voucher/SF 5515. See Figure 3.17.10-1a,
Incoming SF 5515 with DCN Formation and Figure 3.17.10-1b, OTCnet

Debit Voucher.

3.17.10.2.4.1
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Incoming SF 5515 With DCN Formation

DCN 00 166 14 762 048 X

1

1

(Y N N |

Universal Bank Bank Voucher Check Year
Location Date Number Number Number Digit
Code
STANDARD FORM 5515 (REV 9-78)
FRESCHBED 8 Der OF TREASURY DEBIT VOUCHER A
VOUCHER DATEOF DEBITTOU S5 8-DIGIT OR 4-DIGIT AMGQUNT
NUMBER TREASURY'S ACCOUNT AGENCY LOCATION CODE (ALC}
M M D D Y Y
(1 ) ! (2) ! (3) ! (4) ! BIMGLE SPACE ALL ENTRIES ON THIS LINE
55 1762 0 i 6-14-XX ; 20-09-7800 i 350.00 S NOAMALPUNGTUATON-OMT § 5
@ UNCOLLECTIBLE (6) DEPOSITARY USE
ITEM

QTHER
] e
filack 8)

(7) NAME AND ADDRESS OF DEPOSITARY

™ Internal Revenue Service Campus o

MANAGER, RACS UNIT
P.0. BOX 24551 STOP 6261
_ Kansas City, MO 64131

{3) DEPOSITORS TITLE, BEPARTMENT OR AGENCY AND ADDRESS

{B) IGERTIFY THAT THE ABOVE AMOUNT HAS BEEN DEBITED TO THE ACGOWMT OF THE TREASURY ON THE DATE SHOWN
UNCOLLECTIELE IFEMS HAVE BEEN RETURNED TO THE CEPOSITCR O APPROPRIATE NOTIGE GIVEN

Witlan Fip

AUTHORIZED SIGNATURE

DEPQSITARY FORWARD THIS DOCUMENT WITH STATEMENT
OR TRANSCRIPT GF THE U S TREASURY ACCOUNT OF THE
SAME DATE

5515-102

MEMORANDUM COPY

Figure 3.17.10-1a Incoming SF

5515 with DCN Formation
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View Returned Item Adjustment Details

The following is additional information for the returned item adjustment.

Returned Item Adjustment Information

Voucher #: 025441

Voucher Date: 07/02/20XX

ALC: 20092800

Acct Key: 275

Date of Deposit: 07/02/20XX

Adjustment Type: Debit

Amount of Returned Item: $1,500.00

Reason for returned item: Other

Returned Item(s) Count: 37

Comments: return items tracer 6163 cyc a

Original Date of Deposit:
Original Voucher#:

Created Date/Time: 07/02/20XX 08:50:16 AM ET
Created by:

+ Financial Institution Information

+ Agency Correspondence Information
Figure 3.17.10-1b OTCnet Debit Voucher
(2) DCN Element Description:

1. AREA: The SPC location determines the area number. Refer to
Document 6209, IRS Processing Codes and Information, for list of area
file location codes.

Note: If your campus is serviced by the same parent bank at different locations you
may use different file location codes within your SPC codes to differentiate
between them.

2.  BANK DATE: Convert the Voucher Created Date to a Julian Date. For
example, if the bank date is February 4, 2011, the Julian Date is “035”.
The bank date must be 001 -366 and cannot be greater than the current
date.

3. BANK NUMBER: Each depositary bank has an ABA (American Bankers
Association), or routing number.

Note: Debits from ECP are sent through the Federal Reserve Bank of
Cleveland. It is acceptable to use the FRB’s routing number.

4.  VOUCHER NUMBER: The last three digits in the voucher number box
form the voucher number.

5. CHECK NUMBER: The checks in a batch will be numbered “000”
through “099”.

3.17.10.2.4.1 Internal Revenue Manual Cat. No. 33875B (12-09-2024)
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(3)

3.17.10.2.4.2 (1)
(03-03-2014)
Trace ID Number

6. YEAR DIGIT: Always use the last digit of the current calendar year.

List the DCNs in the Dishonored Check Log and the Bank Discrepancy Appli-
cation when numbering the checks. See IRM 3.17.10.4.2.1.,The Bank
Discrepancy Application.

As of January 1, 2008, all credits/payments were assigned a Trace ID Number
for tracking purposes. The Custodial Detail Data Base (CDDB) was established
with the EFTPS payments January 1, 2006. CDDB tracks all individual
payments that comprise a Deposit Ticket, balancing the individual transactions
against the Deposit Ticket totals, which have been entered in the RRACS
General Ledger. The Trace ID Number allows all credits/payments to be identi-
fied and added to the CDDB.

All Debit Vouchers (Dishonored Checks/Returned Items) should be assigned a
new Trace ID Number when received from the Bank. Either the Dishonored
Check Function or the RRACS function should generate the Trace ID Number
on Batch Block Tracking System (BBTS) depending on the flow of work at
each site. The Trace ID Number must be generated from BBTS with System
ID 20. The Trace ID format for a Debit Voucher is the first 14 characters:

Parts Characters Definition
Site ID NN SP Campus FLC or another Site ID
System ID NN The values are identified as follows:
01 - EFTPS

02 - ISRP Payment Transactions

05 - Lockbox Bank Transactions

10 - SITLP Levy Payments

12 - Receipt and Control Manual Deposits for External Leads
and Accounting CIR deposits for External Leads (Effective July
15, 2013)

15 - Receipt Control Manual Deposits

20 - RRACS DCF Debit Voucher (DV)

25 - Accounting Deposit Ticket and DV

30 - FTD Deposit Ticket/Debit Voucher

35 - IDRS IA User Fee Sweep

40 - Automated Insolvency Manual DT

45 - Automated Offer in Compromise Manual DT

50 - ITIN
55 - Field Assistance (Share) Function, Taxpayer Assistance
Center

Deposit Date YYYYDDD Julian Date

Seq Number NNN For each Deposit Date, begin with 001 and increment each ad-

ditional Deposit by 1.

Last field for Trace ID Number (6 characters)

Transaction Seq | NNNNNN Or zero | For each payment summarized in a Debit Voucher, beginning

Number with 000001, sequentially increment the Transaction Seq
Number.
Cat. No. 33875B (12-09-2024) Internal Revenue Manual 3.17.10.2.4.2
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3.17.10.2.5

(01-01-2013)

Entering and Balancing
Checks on IDRS

3.17.10.2.6

(12-09-2024)

Creating a Dishonored
Check Worksheet, Form
8252

3.17.10.2.7
(12-09-2024)
Balancing to the
Transaction Register

The Trace ID Number assigned from BBTS plus the Transaction Sequence Number
will result in a 20-digit Trace ID Number for each dishonored check (example:
00—20-2008023—-002—-000003 for the third dishonored check in the second debit
voucher produced on January 23, 2008). This number will be STAMPED on the
lower left front side of the dishonored check/copy of returned item and input to CC
BDADD.

Note: All dishonored check items (checks or copies of the checks) that are
received with a specific debit voucher must be STAMPED with the same
Trace ID Number before being distributed to a technician for input. The first
14 digits of the Trace Id Number should remain the same for all items asso-
ciated with the Debit Voucher when adding the items to the DCF with CC
BDADD.

Example:

A Dishonored Check Debit Voucher is received with 20 items attached. The
Debit Voucher will be numbered with the 14-digit Trace ID Number. Each of
the 20 items associated with the Debit Voucher will be stamped with the
SAME 14-digit Trace ID Number plus the 6-digit Transaction Seq Number,
beginning with 000001 and ending with 000020.

(1) Enter checks on IDRS using CC BDADD (generated by CC BDADDR). See
Exhibit 3.17.10-2 As you add the dishonored check on IDRS, you are estab-
lishing the check on the DC file. The BDADD format has a running total. This
total must balance to the debit voucher/SF 5515. If the total does not balance,
look at each check entered by using CC BDINQ. When you find your error,
correct the erroneous BDADD by using CC BDOUTZ. See Exhibit 3.17.10-3. It
is suggested the Dishonored Checks be input on IDRS in groups of 25. If an
error is made, it will be easier to find it in a group of 25 than in a larger group.

Note: If the SF5515 Debit Voucher Date of Deposit and Created Date are different,
use the Created Date when entering the check on the DCF.

(1) Form 8252 is required for all DCF cases. Create a worksheet using Form
8252, Dishonored Check Worksheet, for each check. If the check is coded in
the upper-left hand corner with Multiple/Split Remittance Indicator “S,” indicat-
ing a split payment, make several copies of the check so each separate
application of the check will have its own worksheet.

(2) Action taken on cases for which worksheets have been prepared will be appro-
priately recorded on the Forms 8252. Few cases will require research in all
areas listed on Form 8252.

Note: A pdf fillable Form 8252 is located on the Publishing web site at Publish in-
ternal forms website.

(1) Add money totals from all debit vouchers/SFs 5515 input through IDRS with
CC BDADD from the previous workday. Balance to DCF 0340, 1710 Account
Transaction Register (Dishonored Checks Added to DCF) daily.

3.17.10.2.5
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(2)

(3)

3.17.10.2.8 (1)
(01-01-2013)

Redepositing Returnable
Checks

(2)

Add volume totals (number of checks) from all debit vouchers/SFs 5515 input
through IDRS with CC BDADD the previous workday. Balance to DCF 0340.

Subtract corrected money amounts (BDOUT “Z”s) from total on transaction
register.

Annotate on the DCF 0341, 1710 Account Transaction Register (Restricted Ap-
plication From the DCF) any item which has been removed from the DC file
using CC BDOUT.

Send all debit vouchers/SFs 5515, transaction registers and analysis to the
RRACS function. Attach a Form 2424, Account Adjustment Voucher, for each
discrepancy and a Form 4830, IDRS Posting Document, for each NMF appli-
cation.

File a copy of the debit voucher/SF 5515 in the Accounting Control area by
accounting station symbol and date for month-end reporting, and keep another
copy of the debit voucher/SF 5515 in the permanent closed file.

IDRS DCF will be received from the Accounting Control clerk daily.

a. The Balancing Function in Accounting Control will balance the daily and
monthly DCF Analysis using the various transaction registers, vouchers
and schedule of payments, the IDRS PJ Recap (for DCF) and the
controls produced from the DCF Processing.

b.  Monthly Dishonored Check File Analysis (DCF5040)-reports the prior
balance, total items and amounts added this month, and items and
amounts applied from the DCF. The report also contains a breakout re-
flecting current year revenue receipts. Forward the Monthly Dishonored
Check File and Analysis to the RRACS function after it has been
balanced by the Dishonored Check function.

The DC records with a “closed” status for 3 months will be aged out of the
DCF monthly Dishonored Check Records Dropped from the File (DCF54). This
listing contains two parts. Part one (DCF 5403) contains complete documenta-
tion of each record dropped from the DCF in alpha sequence within area order.
Part two (DCF 5404) is an abbreviated record of Part one. It is in DC control
number sequence and contains DC control number, DC name control, original
amount, IRS Received Date, Entry Date. These listings now become the

permanent record of the DCF Dropped File. The DCF54 is viewable on Control
D.

The following are examples of checks that can be returned to the bank:

Check with missing IRS endorsement.

Uncollected funds (only if the check has not already been redeposited).
Shares not held 15 days.

Payee not endorsed.

Payee missing.

Guarantee of amount.

Post-dated check.

If the payee is missing, stamp “United States Treasury” in the correct line.
Complete Form 8250, Request to Redeposit Checks. Make two photocopies of
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@)

the front and back of check. Make two photocopies of debit voucher/SF 5515.
Keep one copy of each and file in a deposit ticket file. Forward check and
remaining copies to Receipt and Control to be redeposited. See Figure
3.17.10-2, Request to Redeposit Checks.

If the check is returned because a signature is not present on the receipt or
voucher that is attached to a check that has been previously endorsed by IRS,
the designated space on the front of the receipt must be signed. A local
decision will be made as to who will sign the receipt/voucher. Prepare Form
8250, Request to Redeposit Checks, to redeposit the check and proceed as
outlined in (2) above.

Request to Redeposit Checks

To Number of checks
Request to Deposit Activity 1
RedePOSIt From (Branch, section, unit) Amount
Checks ACCT6, SUBMISSION PROCESSING, PAYMENT(s 2,000.00
Redeposit to (Name of Bank) Debit voucher number

65760
FEDERAL RESERVE BANK OF K C Voucher date | District Off. code
07-21-20XX| 00

Reason

ENDORSEMENT MISSING $2,000.00

Name of preparer

6. Martin

Employee ID Date
0011202001| 7-23-20XX

Form 8250 (Rev. 8-2010)

Part 1 -
To be returned in Accounting Package Internal Revenue Service

Cat. No. 61896Y Department of the Treasury

3.17.10.2.9

(01-01-2013)

Receiving Researching
Form 215, Replacement
Certificate of Deposit
(Credit Voucher)

(4)

(%)

(1)

@)

Figure 3.17.10-2 Request to Redeposit Checks

Redeposited checks are sent to the campus’ bank even though they may have
originally been deposited elsewhere.

A copy of the Form 8250, a copy of the redeposited checks and the white copy
of SF 5515 are returned to the DC Unit from Receipt and Control when checks
are redeposited. When you receive this notification, use CC BDOUT plus code
“R” to void these DCs from the Dishonored Check File. See Exhibit 3.17.10-3

When a debit voucher/SF 5515 is overstated, contact the depositary bank. The
bank will forward a Form 215 (credit voucher) to DC function which then
forwards it to the RRACS function.

When an error is found by the bank, the bank will forward a Form 215 with a
copy of the check and a copy of Form 813, Document Register. For example,
if a check was written for $2,000.00 and was encoded for $200.00, the Form
215 will show a credit for $1,800.00.

When this type of Form 215 is received, research the account to determine if
the taxpayer received the correct amount or if the credit is needed. Forward

3.17.10.2.9
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the credit to the RRACS function for input to Account 4620 (Unidentified Remit-
tances) if the original IRS-received date is less than one year or to Account
6800 if the original IRS-received date is one year or more. If the proper appli-
cation can be determined, apply the credit to the taxpayer’s account using CC
FMAPL if in URF or CC XSAPLR if in XSF.

Note: When adding the credit to the URF, use “BKCR” or “BANK” as the Name
Control to show a Bank Adjustment. Use Source Code P1 or P2 to track the
adjustment.

(4) In some instances, your case work may require DLN assignment. Number
Form 3244 using the following series of numbers and date of the Form 215.

Return Type Tax Class/Doc Code Block

1040-ES (current year) 220 785-789
WFP 117 895-899
IMF, 1040-ES 217 895-899
Corp 317 895-899
Excise 417 895-899
Estate, 1041-ES 217 (BMF) 545-549
Gift 517 595-599
CT 717 895-899
FUTA 817 895-899

Note: Use TC 670.
Exception: For Form 1040-ES, TC/DC 220 use TC 430.

3.17.10.2.10 (1) Examine each check to identify payments on offers in compromise. These
(01-01-2021) checks may be processed as BMF, IMF or NMF payments.

Processing Payments on

Offers in Compromise a.  OIC payments processed through BMF or IMF will be identified with DPC

#
(0IC) ;

Note: Correspondence received to abate the dishonored check penalty
will be forwarded to Accounting Operations.

b.  The application fee payment processed through the Paper Check Con-
version System (PCC) will originally be applied to Account 4710, Offers
In Compromise. Under the Tax Increase Prevention and Reconciliation
Act of 2006 (TIPRA), enacted on July 17, 2006, the $205.00 Application
Fee for OICs will be applied as a payment to reduce the taxpayer’s tax
liability as well as serve as a user fee payment. Form 2424, Account Ad-
justment Voucher, will be prepared to move the payment from Account
4710 to the Master File with TC 670.

Cat. No. 33875B (12-09-2024) Internal Revenue Manual 3.17.10.2.10
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@) olc

a.

b.

Note: TIPRA COIC accepted payments can be identified by the presence
of a TC 480 in the tax module and the DPC 09. TIPRA MOIC
payments can be identified by the presence of a TC 780 in the tax
module.

Payments applied to the Master File should be processed accordingly:

If a check is dishonored after the payment has been applied to the
Master File, or if a subsequent installment payment becomes dishonored,
the payment should be reversed with a TC 671. There may be a time
delay on cases where the Form 2424 has been prepared to move the
payment from Account 4710 to the Master File. The Form 2424 may be
in the pipeline at the time the payment is dishonored. The dishonored
check process will be suspended until the payment has posted.

Note: If the TC 670 is pending, establish an IDRS control base with a
history item of the dishonored payment pending.

Debit the taxpayer’s account without assessing the penalty.

Send a copy of the dishonored check and Form 12993-A, Check for Offer
in Compromise Payment Not Accepted by Bank, to COIC/MOIC for moni-
toring of the replacement payment. The location of the taxpayer’s
address determines whether the check should go to Brookhaven or
Memphis.

If

Then

there is a TC 480 on the account

forward to COIC

there is a TC 780 on the account

forward to MOIC-see

Note: See the OIC web pages referenced above on SERP Who/What/Where for a
listing of where to send the COIC/MOIC dishonored check.

d.

Return the check to the taxpayer with Form 12993-A.

(8) NMF payments have:

a.
b.
c.

Tax class 6 as the third digit of the DLN.
Document code 56 as the fourth and fifth digits of the DLN.
Blocking series 200—249 (ninth, tenth and eleventh digits of the DLN).

(4) NMF Payments identified as made on offers in compromise:

a.
b.

Must be voided from the DCF using CC BDOUTV.

Must be photocopied front and back and the copy hand carried to the
RACS Unit for proper action on Account 4710 (Offers in Compromise).
The check may be hand carried or faxed to Campus Compliance as local
procedures dictate.

COIC function will send a letter to the taxpayer informing them of the
returned check.

The Dishonored Check function may return the check to the taxpayer
with Form 12993-A.

3.17.10.2.10
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3.17.10.2.10.1 (1)
(12-04-2023)

Processing Payments on
Offers in Compromise

(OIC) Application Fees

Taxpayers submitting OICs will either check the box for low income certification

in Form 656 or will attach an application fee with their offer application. Under

TIPRA, the application fee will be applied as a payment to reduce the taxpay-
er’s tax liability as well as serve as a user fee payment. The application fee will

not post to master file or to the taxpayer’'s account unless a Form 2424 is
prepared to move the payment from Account 4710 to the Master File with TC
670.

Note: TIPRA requires taxpayers submitting requests for lump sum OICs to include

a payment equal to 20percent of the offered amount with the offer request.
TIPRA also requires taxpayers submitting requests for periodic payments
OICs to include the first proposed installment payment with the offer request.
This can be identified by a TC 670 with a DPC 34 for the first initial TIPRA
payment. Any subsequent TIPRA payments will be identified as a TC 670
DPC 35 and Accepted TIPRA payments are identified as a 670 DPC 09.

Note: TIPRA COIC payments can be identified by the presence of a TC 780 in the

(4)

tax module followed by a TC 670 and DPC 09.

a. Taxpayers are instructed to send a separate payment for the application
fee. If the taxpayer sends a single check for the OIC application fee and
TIPRA payment or a check for the combination of the OIC application
fee, TIPRA payment and other tax payments; the portion of the check
representing other tax payments will be sent through normal pipeline pro-
cessing and will be posted to master file and the taxpayer’s account.

b.  For checks processed through the Paper Check Conversion System
(PCC), IRM 3.17.10.2.10.2, Payments Processed Through the Paper
Check Conversion System (PCC) and Remittance Strategy for Paper
Check Conversion (RS-PCC).

Examine each check to identify application fee payments on offers in compro-
mise.

a. Such payments will be identified by a unique offer number hand-written
on the face of the check. The offer number will be written in the upper
left-hand corner of the check.

b. The back of the check should also have the accounting symbols
20X5432.4.

Payments identified as OIC application fees must be voided from the DCF
using CC BDOUTV. Photocopy the front and back of the check.

a. Hand carry a copy to the RRACS function for proper action on Account
4710, Offers In Compromise.

b.  Fax or mail a copy to the Centralized Offers in Compromise function
(COIC) at the Brookhaven or Memphis campus. COIC will notify the
taxpayer of the closed OIC.

Return the check to the taxpayer with Form 12993-A.

Note: If a payment is received with Form 12993-A and there is correspondence

attached requesting an abatement of the dishonored check penalty, a copy
of the Form 12993-A and the correspondence will be forwarded to Account-
ing Operations.

Cat. No. 33875B (12-09-2024)
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3.17.10.2.10.2 (1) As of April 1, 2005, IRS began using a new technology to process COIC
(12-04-2023) checks. This technology is known as Paper Check Conversion System (PCC).
Payments Processed The PCC system scans paper checks and automates the receipt, acceptance,
Through the Paper transferring and recording of funds. PCC is a process for converting checks
Check Conversion into electronic fund transfers. The paper check will no longer be sent to the
System (PCC) and bank.

Remittance Strategy for )
Paper Check Conversion (2) COIC payments are processed through Campus Support in Brookhaven and

(RS-PCC) Memphis. As of October 2008, IRS began processing COIC using Remittance
Strategy for Paper Check Conversion (RS-PCC). RS-PCC process single
payments. Single payments are one check for the offer and one check for the
OIC fee. RS-PCC uses Electronic Federal Tax Payment System (EFTPS) to
electronically post to master file.

Note: Ogden Only - As of July 1, 2007, IRS also began using this same technol-
ogy to process Centralized Insolvency Operation (ClO) checks. As of
January 2008, CIO began processing single payments using RS-PCC.

a. When a complete, signed check is presented, the information from the
check is scanned into the PCC computer and used to generate an elec-
tronic transfer of funds from the taxpayer’s account. The electronic funds
transfer will usually occur within 24 hours.

b.  The captured data is uploaded into the Financial Management Service
Electronic Verification (ELVIS), where the payments will be applied
against the taxpayer’s accounts or to the General Ledger Accounting
String. At the end of the day, the information will be transmitted to the
Treasury-Bureau of the Fiscal Service (BFS) or a specified Financial
Agent.

c. A deposit or deposit ticket (SF 215) is automatically created and a com-
puterized confirmation is provided if any check is drawn on insufficient
funds, closed accounts, or any type of reason that makes it dishonored.

d. If the Treasury-Bureau of the Fiscal Service (BFS) cannot collect the
funds upon initial presentment, it may try to collect them through re-
presentment up to two more times. If the BFS can’t collect the funds, it
debits the agency’s account in the Collection Information Repository
(CIR) and e-mails a debit voucher/SF 5515 to the designated agency
official.

(8) The PCC payment will go into the proper General Ledger Account. The
RRACS function will receive notification by e-mail of a returned item.

a. The RRACS function will forward this e-mail to the specified COIC or CIO
contact person.

b. A print of the Detailed Report and the debit voucher will be sent to the
DCF Unit for processing. There should only be one check assigned to a
debit voucher number.

Reminder: There will not be a paper check associated with the listing
received.
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3.17.10.2.10.3 (1)
(12-03-2019)

Paper Check Conversion
Standard Operating
Procedures (SOP) -

Ogden Submission
Processing Campus
Accounting Operations

Only (3)

3.17.10.2.11 (1)
(12-04-2023)

Researching Dishonored
Checks-General

Instructions

(2)

Note: The check may be a split remit. IRM 3.17.10.2.10.1 (1) a, for in-
structions on split remits.

c. The PCC payment must be voided from the DCF using CC BDOUTV.
Hand-carry a copy of the debit voucher to the RACS Unit.

d. For COIC payments, prepare Form 12993-A to inform the taxpayer that
the bank did not honor the check sent for the application fee. COIC will
inform the taxpayer of the closed offer.

e. For CIO payments, prepare Form 14219, Return of Documents to the
Taxpayer, to inform the trustee that the bank did not honor the check
sent. Communications with CIO of dishonored checks is vital.

The following procedures are for the Accounting Operations functional area for
processing a deposit ticket or debit voucher via ELVIS (Electronic Verification
and Image Services), Bureau of the Fiscal Service BFS. These procedures are
for OIC payments processed through PCC.

On a daily basis the Brookhaven and Memphis Campus Perfection/OIC Team
will fax a copy of the PCC Deposit Breakdown Sheet and Forms 13479 for the
current day deposit for PCC/OIC to the RACS function at the Ogden Campus.

RRACS, on a daily basis, will access the ELVIS system and retrieve all elec-
tronic deposit tickets associated with the Offer in Compromise payments from
the Brookhaven and Memphis Campuses.

a. The RACS Accounting Technician will print a copy of the Deposit Ticket
and Download the Deposit Ticket Report to a file.

b.  The technician will balance the PCC/OIC package to the Deposit Ticket
and journal to RACS.

The Dishonored Check (DC) Accounting Technician, on a daily basis, will
retrieve all electronic debit vouchers associated with Offer in Compromise and
download the Debit Voucher to a file and print the Debit Voucher.

a. Using the Central Image and Research Archive (CIRA) feature on ELVIS
the DC Accounting Technician will query the 21 digit Unique Transaction
ID from the Debit Voucher to retrieve a copy of the dishonored check.

b. The DC Accounting Technician will fax a copy of the debit voucher, the
detail report, and a copy of the dishonored check to COIC in BSC and/or
MSC and send the Debit Voucher to RRACS for journalization.

c. Prepare Form 12993-A to notify the taxpayer of the dishonored check.

COIC contacts are listed on the SERP Who/Where page at SERP COIC Con-
facts

When researching and processing dishonored checks, the dishonored checks
should never leave the DC function. If a photocopy is not made on the
worksheet, make a photocopy of the check if there is a need to take the
check’s image to a different area. Secure all checks at the end of the day. This
practice will help prevent the loss of a dishonored check.

Transfer the DLN from the DC to the DC worksheet. See Figure 3.17.10-3,
Transferring DLN to DC Worksheet.

Cat. No. 33875B (12-09-2024)
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Transferring DLN to DC Worksheet

DLN 00 2 70 093 400 31 X
A A A A A A A

File Tax Document Julian Block Document Year

Location Class Code Date Number Number Digit

Dishonored Check Worksheet

Name and address (7 different from check) EIN or SSN DLN assigned: 00222-093-40331-X
MARTIN & MARY MELON 000-00-8721 Period ended 20xx12_ 616
1250 GILA LANE Type ofretim’ 30
WASHINGTON, DC 20013 Delerecened o 04-03-20XX
Amount of check: 1[374.50
Penalty asserted: 0.00
Reasons for Check being Dishonored Total due: 1,374.50
Remarks

Insufficient funds No route number

Stopped payment Taxpayer endorsement missing

Signature missing Uncollected funds
Account closed Guarantee amount
Date Two signatures required

/\/\/\/\

Figure 3.17.10-3 Transferring DLN to DC Worksheet
(8) The DLN will be one of the following:

a. Manual Encoding DLN-located on the back of the check.
b. IDRS processed DLN-13-digit remittance sequence number stamped on
face of check. See Figure 3.17.10-4, IDRS-Processes DLN.

3.17.10.2.11 Internal Revenue Manual Cat. No. 33875B (12-09-2024)
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IDRS - Processed DLN

DLN 2({)7 0{ 0 f O{ ? OT
Julian Universal Area Terminal Operator Sequence
Date of Location Office Number Number Number
Deposit Code

Figure 3.17.10-4 IDRS-Processes DLN

c. Stamped “split” number. See Figure 3.17.10-5, Stamped “Split” DLN. It
can be IMF, BMF or NMF.
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s
Robert Tiger

8705 Cypress
St. Louis, MO 83155

Pay to the
Order of

Stamped "Split" DLN

00 202009 123

July 21 20 XX
United States Theasuex El $ 112345

L NN/ L

One Thousand One Hundred Twenty-Three & 45/100 / Dollars

Alpha Numeric Document Register R|B %
8.C. Block No [[3 Perfect | Im[?en’ect l N 00217202009 R X
[ Regular N [] Estimated / E
Batch Ctr. Count Tyhns. Code Date
e 215 ©* 30 4/ 670 072120XX
o7# 650.00 o 50
08# 112.00 01 51
09# 523.45Y" o2 52
09# 600.00/ o3 53
12# 734.88 04 54
06 56
Figure 3.17.10-5 Stamped “Split” DLN
d. In Figure 3.17.10-5 above, on the check, position 1 is the Area Number,
position 2 is the Julian Date, and position 3 is the Sequence Number.
e. Area Office Remittance Number. See Figure 3.17.10-6, DLN and Area
Office Remittance Number.
3.17.10.2.11 Internal Revenue Manual Cat. No. 33875B (12-09-2024)
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DLN and Area Office Remittance Number

Julian Date District Sequence Number
209 8000 203024

Robert Tiger 2098000203024 8(1—142728 1 48
8705 Cypress
St. Louis, MO
63155

Jutl 28 202
PAY TO THE
ORDER OF _Uuited States Treasary $1125.45

One Thonsand Oue Fundned Tuenty- Thnee & 45(100 - - - - Dollars

Maple Bank & Trust Company
2405 W. Palm St.
St. Louis, MO 63155

Memo RM T;,gb)

000999 1123-47L48 0000112345

Figure 3.17.10-6 DLN and Area Office Remittance Number

f.  Compare the numbers on the check to the numbers in the box to see how
this number is divided.

g. Match the number on the check to the number in the Area Office Remit-
tance Register. Copy the information from the Area Office Remittance
Register onto the DC worksheet. See Figure 3.17.10-7, Area Office.
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Area Office Remittance Register

3.17.10.2.12

(12-04-2023)
Researching Dishonored
Checks for Payment of
IRS Tax Liability

07-28-20XX KCSC AREA OFFICE REMITTANCE REGISTER 209-8000
SEQUENCE ACCOUNT FS N/C MFT TX PER TR DATE T/C PRI AMOUNT T/C SEC AMOUNT T/C TER AMOUNT NI TI EMP DOC LOC NUMBER DE
203017 00-0558847 CARR 02 20XX12 20XX0728 670 00.83 000 0.00 0.00 0.00 0 40982433 00318-609-00005-X 0
203018 000-00-9260 TIPT 30 20XX12 20XX0722 670 850.00 000 0.00 0.00 0.00 0 40982433 00218-609-00267-X 5
203019 000-00-5676 FISH 30 20XX12 20XX0726 670 5.00 000 0.00 0.00 0.00 0 40982433 00218-609-00268-X L
203020 000-00-5676 FISH 30 20XX12 20XX0726 670 10.00 000 0.00 0.00 0.00 0 40982433 00218-609-00269-X L
203021 000-00-5676 FISH 30 20XX12 20XX0726 670 25.00 000 0.00 0.00 0.00 0 40982433 00218-6092-00270-X 4
203022 000-00-5676 FISH 30 20XX12 20XX0726 670 90.00 000 0.00 0.00 0.00 0 40982433 00218-609-00271-X L
203023 00-2243268 NEWT 01 20XX09 20XX0726 670 5000.00 000 0.00 0.00 0.00 0 40982433 00118-609-00164-X L
203024 00-1038905 TIGE 10 20XX12 20XX0722 670 1123.25 000 0.00 0.00 0.00 0 40982433 00818-609-00026-X 5
203025 000-00-2544 EAST 55 20XX06 20XX0726 670 5000.00 570 0.00 0.00 0.00 0 40982433 00218-609-00272-X 3
-_________----—-________-__________-——---—-________-__________----—-________-__________—---——-_________

Figure 3.17.10-7 Area Office Remittance Register

h. DLN of remittance processed by Integrated Submission and Remittance
Processing (ISRP) - located across middle of back of remittance. See
Figure 3.17.10-8

(1) The sequence that should be used when researching Dishonored Checks for

payment of IRS tax liabilities is outlined in 3.17.10.2.11(2) (Researching Dis-
honored Checks for Payment of IRS Tax Liability) through 3.17.10.2.11.1.1.2
(Research Other Areas) below.

(2) Examine the audit trail on the reverse of all Integrated Submission and Remit-

tance Processing (ISRP) and Lockbox checks. Complete information to reverse
a payment is printed on each check processed via ISRP. See Figure 3.17.10-8,
ISRP Audit Trail and Endorsement.

3.17.10.2.12
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ISRP AUDIT TRAIL AND ENDORSEMENT

LR

00]650015]100
0115XX

©) @ G @
v AR

|PINE[0027001500600X|610]30]/000004694
20xX12] |o11520XX

OO

UNITED

MO BK OF KC
KANSAS CITY, MO
DIR IRS CTR
KANSAS CITY, MO
>101000695<

Figure 3.17.10-8 ISRP Audit Trail and Endorsement

3.17.10.2.12.1
(12-09-2024)
Command Codes to
Research

Item # | Description

1 RPSID Number

Sequence Number

Name Control
DLN

Transaction Code
MFT
TIN

Deposit Date

O o | N|ojuo|d|lwWwW DN

Tax Period

—_
o

Multiple/Split Indicator
M = Multiple
S = Split

11 Transaction Date

It is required to use the DCF IAT tool to process the returned checks.
Research as many checks as possible on IDRS using the DCF Integrated Au-
tomation Technologies (IAT) tool. Below is a listing of command codes that can
be used if the DCF IAT is not available.

Cat. No. 33875B (12-09-2024)
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Note: Refer to IRM 2.3, IDRS Terminal Responses, and 2.4, IDRS Terminal Input,

3.17.10.2.12.1.1 (1)
(12-04-2023)
Research NMF

S Q@

[u—

m.

for specific instructions in using these command codes.

NAMES to research a nationwide database (Name Search Facility (NSF)
at ECC-MTB) of taxpayers’ SSNs or NAMEE to research a nationwide
database of EINs. NAMEI (IMF) and NAMEB access the NSF of names
and addresses to locate an SSN or an EIN. NAMES and NAMEI search
for both the primary and secondary filer names. The hardcopy options
are NAMEIX and NAMEBX.
FINDE to research the NSF for the business’ name and address informa-
tion, using the EIN and FINDS to research for the taxpayer's name and
address information, using the SSN.
AMDIS to list all records that are on AIMS under the TIN.
INTST to compute the correct outstanding balance, including interest and
failure to pay accruals, to the date specified in the CC.
COMPA to compute interest or estimated tax penalty for a specific
amount for a specific period of time.
COMPAF to compute failure to pay penalty.
COMPAD displays the detail used to compute the interest.
EFTPS to research all electronic payments made via EFTPS for the
current and/or previous four years. Payment data will be available the
day following the settlement date.
TDINQ requests display of entity and module data, if present, on the TIF
account which is pertinent to delinquent return investigations.
STAUP is used to update the status of a module and may be used to ac-
celerate, delay or skip routine notice issuance.
ACTON to establish case control and history of cases.
LEVYS to research levy source information on the TIF.
IADIS to display active or defaulted installment agreements.
SCFTR to research Campus Control File and overnight research of
records that have been moved to the historical SCCF.
CFINK to research the Centralized Authorization File.
INOLE to research the National Account Profile (NAP). This CC is particu-
larly helpful in locating information for all Master File accounts.
IRPTR (with definer L) to provide two payee addresses, if present; filing
status; one payer name and address; cross reference information; and a
summary of up to 36 IRP money amounts by income type.
IMFOL/BMFOL and RTVUE/BRTVU to do on-line research of master file
account and return data.
PMFOL to research Form 1096s filed.
HCFOL (Help) and ICFOL (Information) to help use the CFOL CCs.
TXMOD to research specific tax modules which contain pending and
posted transactions and to determine the status of an account.
SUMRY to review pending transactions and currently active tax modules
under a specific TIN.
TPIIP searches for a primary or secondary SSN.
URINQ to research the Unidentified Remittance File (URF) for payments
not yet applied to a tax module.

Research the NMF data base using procedures outlined in IRM 3.17.46,
Automated Non-Master File Accounting, or request Non-Master File research
on Form 4338, Information or Certified Transcript Request. See Figure 3.17.10-
35, Information or Certified Transcript Request.

3.17.10.2.12.1.1
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3.17.10.2.12.1.1.1 (1)
(12-04-2023)

Research the Area Office
Remittance Register

3.17.10.2.12.1.1.2 (1)
(12-04-2023)
Research Other Areas

@)

Research the Area Office Remittance Register (AORR) or IDRS for information
needed and a complete DLN for the area office checks. Match the area office
number on the front of the check to the AORR to find information. See Figure
3.17.10-7, Area Office Remittance Register. Copy information from the
AORR onto the DC worksheet. The Julian Date is inflated by 400, i.e., if the
Julian Date is 123, the DLN will show 523. Research for name and address on
IDRS using CC INOLE or ENMOD. You may need to get the return for clarifi-
cation and/or verification of information.

Research by Telephone-Telephone taxpayer if you need to verify information or
get more information. Before contacting the taxpayer, always discuss the case
with the lead. Be very careful not to make an unauthorized disclosure. Refer to
IRM 11.3.1, Introduction to Disclosure and IRM 11.3.3, Disclosure to Designees
and Practitioners, for more information.

Research with the Return-If the return information cannot be found by regular
research methods, you may wish to request the tax return from Files; use
IDRS CCs RTVUE/BRTVUE or ESTAB.

Note: If SCCF shows the document was worked in ERS or Rejects, contact the

3)

Payment Tracer function to access the DLN with the Payment Tracer Tool.

Research a “Cash Conversion” (CC)—A cash conversion is a check with a
return or payment voucher taken in at an area office. This check will not have
a DLN or any encoding for a DLN. There may be a stamped received date on
the back of the check. There may also be a deposit ticket number. See Figure
3.17.10-9, The Reverse of a Cash Conversion Check. The same deposit
ticket number will be on the adding machine tape attached to the Form 783,
Remittance Register for the date indicated on the back of the check. To find
the Form 813 that matches a Cash Conversion:
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The Reverse of a Cash Conversion Check
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Figure 3.17.10-9 The Reverse of a Cash Conversion Check
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Look for Forms 813 that are dated the same as the back of the check.
Look for “CC” on the bottom left portion of the Form 813.

If “CC” is present, match the money amounts.

If you can match all of the above, copy the DLN and research the
document. If you cannot find the Form 813 with the money amount you
are researching, go to the Receipt and Control Unit and use the Cash
Conversion Book as a research tool.

Match the date on the back of the check to the date on the Form 783.
Match the number on the back of the check to the adding machine tape
for the date. The money amount will be on the adding machine tape
attached to the Form 783 listed according to tax class.

After you match the money amount on the Form 783, go to the
Numbering Unit in Receipt and Control Operation and ask for the DLNs
for the date and tax class of the Form 783.

Batch the DLN and look on the Batch Profile to determine where the
return is located.

Go to the area indicated on the Batch Profile and research the return for
information.

At local option, Forms 813A may be retained in the Accounting function.

(4) Processing checks for erroneous refunds. Checks originally received for
repayment of erroneous refunds may have been credited to a master file
account or to Account 1510, Other Receivables, Regular. When such a check
is returned as dishonored, you must first determine where the original credit
was posted. If the credit was posted to a master file account, debit that
account using TC 721. If the original credit is in Account 1510, take the
following actions:

a.

Input BDOUT “V” to remove the check from the DCF.

3.17.10.2.12.1.1.2
33875020
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b. Prepare a Form 2287/ Form 2287 (SP). Hold the check with Form 2287/
Form 2287 (SP) until the next day when the “Void” appears on the
transaction register.

c. Attach the check to the Form 2287/Form 2287 (SP) to be mailed to the
taxpayer.

d. Annotate a copy of Form 2287/Form 2287 (SP) in bold print DR 1510
A/C. This should be forwarded to the RACS Unit for input of the payment
reversal.

e. Annotate the transaction register with the copy of the Form 2287/Form
2287 (SP), i.e., Form 2287(CG) DR 1510 A/C.

f.  Forward a copy of Form 2287/Form 2287 (SP) with listing to the RACS
Unit.

g. Input history item on IDRS, indicating Dishonored Check Debit to Account
1510.

h.  Notify the erroneous refund function that the payment is dishonored,
Form 2287/Form 2287 (SP) has been issued and the debit has been
applied to Account 1510.

(5) Researching checks with an old dishonored check number. If you receive a
check having an “old” DCN, IRS has had this check previously. Request
master file account information for the taxpayer. If the old DCN has been
debited, look for a new DLN for this transaction.

(7) Researching unidentified checks. “009” as the 3rd, 4th and 5th numbers of a
DLN, i.e., 8000924132600, indicates an unidentified check. Follow these steps
when researching an unidentified check:

a. Use CC URINQ on IDRS to determine if this case is open or closed. See
Exhibit 3.17.10-8 for CC URINQ.

b. If the case is closed, the information will be on IDRS for research.

c. If the case is open, take a copy of the check, front and back, and the
worksheet to the Unidentified Remittance Unit. UR will close the case to
DC. Void off the DCF with a BDOUT “D”. This void must be done the
same day UR closes the case to DC.

d. Mail Correspondex Letter 1687(C) or Letter 3064C and the check to the
taxpayer.

e. If the check is a partial unidentified (i.e., part of the check is unidentified
and the rest is to pay the taxpayer's Form 1040), apply the debit to the
taxpayer’s account for the identified parts, and UR will close their amount
of the check to DC. Void the unidentified amount of the check with
BDOUT “D”. Mail the check, Form 2287/Form 2287 (SP) and Letter 6268/
Letter 6268 (SP) or Letter 3064C to the taxpayer.

(8) Researching a “multiple” check.

a. A ‘“multiple” check is one of two or more checks submitted to pay for one
tax account and may be processed via IDRS, RPS or manually. A check
of this type can be identified by a letter “M” and the number of checks
received with one document in the upper left corner of the remittance.
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See Figure 3.17.10-10,“Multiple” Check for an example of one of three

checks received with one return.

"Multiple™ Check

80-6789 999
Henry Juniper M3 1123
2458 Rose Lane P
Kansas City, KS Date Apl"bl/ 15, 20XX
66110

orderot United States Treasury $ 225.23

v

~ Dollars

Bear National Bank
345 W. Bear
Kansas City, KS 66110

|: 00999 1123-b7849|: 000000 0999 |:

Figure 3.17.10-10 “Multiple” Check
b. Obtain the DLN from the check.

c. Research the return by IDRS or other means. Verify that the check
amount was one of two or more remittances submitted to pay one tax
account. The largest remittance has been processed with the return (TC
610) and the smaller remittance(s) as subsequent payments (TC 670).

d. Follow the steps shown in Figure 3.17.10-11, Researching “Multiple”

Check on Form 813.
e. Checking RTR can also show this breakdown.
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Researching "Multiple" Check on Form 813

Clear Form
Alpha Numeric 813 Document Register ? D Y
S.C. Block No [ Perfect [] Imperfect [J Reject Renumber L R
[ Regular [ Estimated [J Accounting g N 00217201032 X
Master File: [ IMF [J BMF I NMF k
Batch Ctr. Number Count Code Trans. Code Date
30 610 071920XX
Trace ID Number Debit Amount Credit Amount | Serial Trace ID Number ‘ Debit Amount ‘ Credit Amount ‘Serial
50.23[ oo J \ e
150.00| o1
1834.57| o2
300.00| o3
1725.90 | w4 00217201032
87.00| o5 \\
B S 47136 50.23 NP 01 95
46 \ 47136 150.00 NP 01 [ 96
47 ~\ 47138 1834.57 NP 01 97
oy M 30000 NPOT |or
49 47140 1000.67 NP 01 B
Doc Count Total Debit Amount ‘ j;}gé ggggg :llg 81
Remarks: Adjustment 47136 87:00 NP 01 [
Adjusted Total [
14 Digit Trace ID #
Form 813 (Rev. 9-2009) Catalog Number 16866C s vice

Figure 3.17.10-11 Researching “Multiple” Check on Form 813

1 (8310:;npare the money amounts on the encoding tapes to the money amounts on the Form
o Documents 00, 01, 02, and 03 match the first four money amounts on the encoding tape.
° Document 04 is for $1,725.90; and the encoding tape shows three amounts for $1000.67,
$225.23, and $500.00 (which total to $1725.90).
° Document 05 on the Form 813 is for $87.00 and the new money amount on the encoding
tape is $87.00.

2 List the money amounts from the encoding tape on the worksheet.

3 Line through the amounts that match on the Form 813 and the encoding tape. The tape shows
the following amounts:
50.283. Line through this amount.
150.00. Line through this amount.
1834.57. Line through this amount.
300.00. Line through this amount.
1000.67.
225.23.
500.00.
87.00. Line through this amount.
The remaining amounts are $1000.67, $225.23, and $500.00 (which total to $1725.90).

4 This proves that the amount of Document 04 as $1725.90.

5 A dishonored check for $225.23 was one of the payments made for Document 04.

(9) Researching a “split” check.
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(10)

(1)

(12)

3.17.10.2.12.1.1.3 (1)
(12-09-2024)

IMF Erroneous Refunds
caused by Dishonored
Checks

a. A“split” check is one remittance paying for two or more returns and is
processed via ISRP or manually. A split check will have “S” and the
number of documents received with the remittance in the upper left
corner.

b.  Obtain the DLNs from the check.

Research the returns by IDRS or other means.

d. Run an adding machine tape totaling the money amounts for all returns
involved in the split. Balance the total of the worksheets to the amount of
the check; the total of the worksheets and the amount of the check must
balance exactly.

e. Information for applying all amounts to the various accounts must be ac-
cumulated before any debits are made.

o

A multiple/split remittance indicator input via ISRP at the time the remittance
was processed will appear in various research tools:

a. On transcripts between the money amount and the cycle number as “M”
(multiple) or “S” (split). Refer to IRM 2.3, IDRS Terminal Responses.

b. On CC TXMOD on the line subsequent to the money amount following
the literal “MSRI—" as “M” (multiple) or “S” (split).

Researching Non-Master File (NMF) (KCSPC Only)

a. Research NMF from AORR, IDRS, etc. These NMF documents must
have a new DLN before you can close your case. Obtain a new DLN to
close your case. The new DLN must be a tax class 6 and document
code 24.

b.  For NMF not on IDRS, you will need a new DLN with a tax class 6 and
document code 87.

c. Close the NMF on IDRS using the new DLN in the remarks area of the
Dishonored Check Worksheet for Non-Master File.

d. Enter “N” (Non-Master File) for type of application.

e. Enter “N” after the TIN to show NMF.

f.  Enter 1300 or 23C date or 53C and the new DLN received from
Numbering.

g. Other sites should void debit and transfer to KCSPC via Form 2158.

Other sites may research the Remittance Transaction Research (RTR) System.
RTR is a database which stores information from the Remittance Register
Report (F813) and the Endpoint Master Listing Report. This system replaces
the printing process of these reports produced by ISRP and allows for research
to be done on-line. Checks processed by Lockbox, EFTPS and RSPCC are
also available for viewing on RTR.

Erroneous refunds occur when a second payment immediately follows a
payment with a dishonored check or when a refund is generated before the
Campus receives notification that a check has been dishonored. It is impera-
tive that more IDRS research be performed in every dishonored check case to
identify any pending or posted TC 840 or TC 846 on Master File that was
issued in error. If no pending or posted TC 840 or TC 846 has been issued,
input IDRS CC NOREFP.

Note: Management must ensure that tax examiners are trained to identify and

intercept pending refunds.

3.17.10.2.12.1.1.3
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Note: If TC 841 is posted and the account shows a refund due to an overpayment

of penalty and/or interest, release the P freeze code by inputting IDRS CC
REQ54 with TC 290 and 0.00.

DCF IMF Erroneous Refund Report (DCF 25) should be researched
weekly. The IMF DCF Erroneous Refund Report contains a listing of all
taxpayer accounts that have a TC 280/286 and TC 840/846.

Tax Examiners should research IDRS with CC IMFOLT and CC TXMOD
to identify and stop the release of erroneous refunds.

If

Then

No return is posted

input CC NOREFP with Reason Code 82

Refund hold and no control base

input CC NOREFP with Reason Code 82

Refund hold and control base

contact originator

C.

d.

Refer to IRM 2.4.37, CC NOREF Overview, for a complete description
and input requirements. Cutoff times are outlined in IRM 21.4.1.5.10,
Refund Intercept CC NOREF.

Note: If CC IMFOLT shows TC 846 is posted, the refund cannot be
stopped.

If the cutoff time to stop the refund has expired, issue Letter 510 C to the
taxpayer to advise them of the dishonored check/erroneous refund
situation. Letter 510 C is generated using CC LETER and is the way IRS
“demands” the erroneous refund be repaid. The date of the letter is the
Date of Demand.

Tax Examiners must prepare and forward required documentation to the
Erroneous Refund Team to initiate procedures to recover erroneously issued
refunds. Erroneous Refund cases must be forwarded to the respective Submis-
sion Processing Campus Erroneous Refund function. The case must be
documented and accurately prepared, as outlined in IRM 21.4.5, Refund
Inquires - Erroneous Refunds.

a.

The Category Type of Erroneous Refund must be identified. These cases
have already been determined to be Category D (Unassessable) since
we failed to stop the refund(s). The Erroneous Refund Categories are
explained in IRM 21.4.5.4.1 through IRM 21.4.5.4.5, Erroneous Refund
Categories and Procedures.

History Sheets must be prepared from the point of discovery.
Documentation of actions taken, pending actions, telephone calls, copies
of letters, etc. must be annotated on the History Sheet and be retained in
the case file. All actions must be dated and recorded in detail on the
History Sheet and must be legible.

Detailed procedures for processing erroneous refunds are outlined in IRM
21.4.5, Refund Inquires and Erroneous Refunds, and IRM 3.17.80, Working
and Monitoring Category D, Non-Rebate Erroneous Refund Cases in Account-
ing Operations.

Cat. No. 33875B (12-09-2024)
Any line marked with a #
is for Official Use Only

Internal Revenue Manual 3.17.10.2.12.1.1.3



page 62

3.17 Accounting and Data Control

3.17.10.2.12.1.1.4 (1) Research and identify any pending or posted TC 840 and TC 846.

(12-09-2024)

BMF Erroneous Refunds
caused by Dishonored
Checks

a. DCF BMF Erroneous Refund Report (DCF 45) should be researched
weekly. The BMF DCF Erroneous Refund Report contains a listing of all
taxpayer accounts that have a TC 280/286 and TC 840/846.

b. Tax Examiners should research IDRS with CC BMFOLT and CC TXMOD
to identify and stop the release of erroneous refunds.

If Then
Refund hold and no control base input CC NOREF with Reason Code 82
Refund hold and control base contact originator

c. Referto IRM 2.4.37, Refund Intercept CC NOREF Overview, for a
complete description and input requirements. Cutoff times are outlined in
IRM 21.4.1.4.10, Refund Intercept CC NOREF.

Note: CC NOREF for BMF must be input by 4:00 p.m. EST the Friday after the
cycle posted date.

d. If the cutoff time to stop the refund has expired, issue Letter 510 C to the
taxpayer to advise them of the dishonored check/erroneous refund
situation. Letter 510 C is generated using CC LETER and is the way IRS
“demands” the erroneous refund be repaid. The date of the letter is con-
sidered to be the Date of Demand.

(2) Tax Examiners must prepare and forward required documentation to the

Erroneous Refund Team to initiate procedures to recover erroneously issued

refunds. Erroneous Refund cases must be forwarded to the respective Submis-

sion Processing Campus Erroneous Refund function. The case must be
documented and accurately prepared, as outlined in IRM 21.4.5, Refund

Inquires - Erroneous Refunds.

a. The Category Type of Erroneous Refund must be identified. These cases
have already been determined to be Category D (Unassessable). The
Erroneous Refund Categories are explained in IRM 21.4.5.4.1 through
IRM 21.4.5.4.5, Erroneous Refund Categories and Procedures.

b. History Sheets must be prepared from the point of discovery.

c. Documentation of actions taken, pending actions, telephone calls, copies
of letters, etc. must be annotated on the History Sheet and be retained in
the case file. All actions must be dated and recorded in detail on the
History Sheet and must be legible.

(3) Detailed procedures for processing erroneous refunds are outlined in IRM

21.4.5, Refund Inquires and Erroneous Refunds, and IRM 3.17.80, Working

and Monitoring Category D, Non-Rebate Erroneous Refund Cases in Account-

ing Operations.
3.17.10.2.13 (1) Processing Dishonored Checks Received for Shipment of Forms-If you receive

(12-04-2023)
Processing Dishonored
Checks for Payments
Other Than IRS Tax
Liabilities

any such checks, add these checks to DCF and return the check to the bank.
On the Request to Redeposit, indicate the distribution center to which the
check should be forwarded. When the SF 5515 is returned, void the checks off
the DC file with BDOUT “R”. All checks received for shipment of forms should
have been forwarded to the National Distribution Center at the address below:

3.17.10.2.12.1.1.4
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National Distribution Center
2402 E. Empire
Bloomington, IL 61799.

(2) Processing dishonored checks intended as voluntary contributions to reduce
the public debt-Void check from DCF. Send copy of front and back to RACS
Unit for journalization to Account 2350, Public Debt. Return check to the
taxpayer with a brief explanation. Do not assess a bad check penalty.

(3) Processing dishonored checks intended to pay for a photocopy of a tax return.

a. Remittances will be manually deposited and encoded on the reverse as
4506. Void from DCF. Make two photocopies of the front and back of the
check and forward one copy to the Photocopy Unit and one copy to the
RACS Unit.

b. Return check to the taxpayer using Form 8157, Check for Copy of Tax

3.17.10-12, Form 8157, Check for Copy of Tax Return Not Accepted
by Bank. Send Parts 1 and 2 to the taxpayer with the check.

Form 8157, Check for Copy of Tax Return
Not Accepted by Bank

Form 8157 Department of the Treasury—Internal Revenue Service
(Rev. 8-2010) Payment for Copy of Tax Return Not Accepted by Bank
Amount of payment Received date Social security or employer Control number
identification number
39.00 07-14-20XX 000-00-1234 20X6877
Taxpayer name and address The bank did not pay the enclosed payment.
[ ] Please return Part 2 of this form with a certified check,
AMBER CROW cashier’'s check, or money order payable to the United
States Treasury for the amount due. Write your social
8]02 FISHER GROVE security number or employer identification number and
“Form 4506 Request” on your payment.
RENO, NV 89510 K yourpey
|_ J If you have questions, please call our Customer Service
area at 1-800-829-0922.
Part 1 —Taxpayer copy Catalog Number 610280 Form 8157 (Rev. 8-2010)

Figure 3.17.10-12 Form 8157, Check for Copy of Tax Return Not Accepted by Bank

(4) Processing a non-IRS check which was originally deposited by IRS-Void check
from the DCF using CC BDOUT “I,” when returned as “not payable to IRS.”
Prepare Form 2424, to credit Account 1710 (Dishonored Checks) and to debit
the taxpayer account that received the credit when IRS processed the check.
Return the check to the taxpayer with an explanatory letter containing an
proper apology for processing the remittance in error.

(5) Processing a non-IRS check which was not originally deposited by IRS-
Contact bank, explaining situation, and ask for the preferred procedure by
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3.17.10.2.13.1
(12-09-2024)
Processing Dishonored
Checks for Installment
Agreement User Fees
(IAUF)

7)

which the bank will issue a confirmed Form 215 to reverse the SF 5515.
Follow the procedure indicated. Void the item from the DCF using CC BDOUT
“V,” entering “Unprocessed non-IRS check” in Comments section. Prepare
Form 8250 for Deposit function, explaining situation and describing bank
procedure to be followed in “Reason” section. Annotate in red with “DO NOT
ENDORSE.” Flag the Form 8250 for special handling. Do not contact the
payor.

Processing checks intended to pay TE/GE user fees for letter rulings and for
determination, notification, advisory and opinion letters. TE/GE user fees are
deposited in Ogden.

a. Void check from the DCF using CC BDOUT “V.”

b.  Access and print the account on the Letter Information Network User Fee
System (LINUS). LINUS will show what type of user fee was paid.
Treasury fees are RRACS General Ledger account 2330, and IRS fees
are RRACS General Ledger account 2335.

c. Photocopy the front and back of the check, forwarding copies with the
DCFO03, 1710 Account Transaction Register and the LINUS print, to the
RACS Unit for journalization. Annotate the report to show the correct
User Fee account.

Note: Some LINUS accounts will contain both types of fees and the
breakdown should be annotated.

d. Return copy of check, with transmittal, to the TE/GE area office that the
original ruling, determination, notification, advisory or opinion letter
request was sent. Email the information to the Adjustment unit at “tege.
eo.adjustments @irs.gov.

Processing checks intended to pay Examination and Chief Counsel. Process-
ing checks intended to pay user fees for letter rulings and for determination
and opinion letters.

a. Void check from the DCF using CC BDOUT “V”.

b.  Photocopy the front and back of the check, forwarding the copies with
the DCFO03, 1710 Account Transaction Register, to the RACS Unit for
journalization. Annotate the report to show “User Fees.”

c. Return the check to the taxpayer using Form 12993, sending Parts 1 and
2 to the taxpayer.

Since March 1,1995, taxpayers are charged a fee for establishing and monitor-
ing Installment Agreements (IA). On January 1, 2017, these fees were
increased. In addition to the increase, a new user fee was established for
Direct Debit Installment Agreements (DDIA). A reduced fee was also estab-
lished for taxpayers with income at or below certain U.S. Department of Health
and Human Services poverty guidelines.

Note: The user fees, including the DDIA and reduced fee, were established on

January 1, 2017.

Note: Both the old and new fee amounts are valid in 2017. If the installment

agreement was made prior to January 1, 2017, the old user fee amount was
valid if paid in 2017. Installment agreements made on or after January 1,
2017, were subject to the increased fee.

3.17.10.2.13.1
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Note: Previously, taxpayers were required to submit a paper Form 13844 to
request a reduced user fee. Now, a taxpayer may qualify for the reduced fee
automatically if there is a low income Indicator on IDRS.

Note: On February 9, 2018, the President signed into law the Bipartisan Budget
Act of 2018. The Act amended IRC 6159 to provide certain limitations to in-
stallment agreement user fees. The Act's amendments to IRC 6159 apply to
installment agreements entered on or after April 10, 2018. User fees for IA
may not exceed the amount of such fee as in effect on 2/9/2018. Instaliment
agreement user fees will be waived for low income taxpayers who agree to
make electronic payments through a debt instrument. Installment agreement
user fees will be reimbursed to low income taxpayers that are unable to
make electronic payments through a debit instrument upon completion of the
installment agreement.

a. Designated Payment Code (DPC) 50 will be used to identify the origina-
tion fee.

b. If the taxpayer qualifies for a reduced IA user fee, DPC 47 will be used to
identify the reduced fee.

c. If the taxpayer defaults on an Installment Agreement and applies for and
is granted a reinstatement, DPC 51 will be used to identify the reinstate-
ment fee.

d. DPC 49 will be used to identify the DDIA user fee.

e. If the taxpayer qualifies for the new reduced user fee for a DDIA, DPC 48
will be used.

f.  The Treasury Accounting Symbol for Installment Agreement user fees
(and DDIA origination fees) is 20X5432.1 and 20X5432.3 for
reinstatement/restructure fees.

g. Dishonored checks for Installment Agreement user fees are returned to
the campus via Debit Voucher/SF 5515.

h.  The user fee transaction will post with TC 694 as the primary transaction
code and TC 360 as the secondary transaction code.

Note: User fees may be made as split/multiple payments and the total
must be equal to the required fee.

Example: A TC 694 for $25 and a TC 694 for $80, with the corresponding
TC 360 amounts for $25 and $80, may be on the user fee
module to cover the $105 fee.

i. To reverse the user fee transaction, use CC BDAPL with TC 695 and the
correct DPC. TC 360 must be reversed using CC REQ54.

(2) Do not assess a bad check penalty against dishonored checks for user fees or
portions of split payments representing user fees. Only the portion of the check
representing tax payments may be subject to the dishonored check penalty.
See IRM 3.17.10 below for more instructions.

Note: Correspondence received to abate the dishonored check penalty will be
forwarded to Accounting Operations.

(3) Existing receipt, balancing and CC BDADD procedures should be followed
when adding these checks to the DCF.
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(4) Prepare Form 12993. See Figure 3.17.10-13, Form 12993 Check for Install-
ment Agreement User Fee Not Accepted By Bank. Mail Parts 1 and 2 of
Form 12993 and the dishonored check to the taxpayer.

Form 12993
Check for (Installment Agreement) Not Accepted By Bank

Hazel E. Grouse Installment Agreement T 999
1063 Amber
Cheyenne, WY 82001
May 25 XX
[ NSF Y , 20
Pay to the [J ACCOUNT

Department of Treqsury $ 105.00

Order of
One Hundred Five and O0YLYGOPPAYMENT | o

LI REFERTO MAKER

SED

Fox National Bank
125 S. Fox [] ENDORSEMENT
St. Louis, MO 63155 ] MISSING
M r TYPIST YOU MAY SEPARATE FORM AT PERFORATION ABOVE FOR CORRECTIONS P
WITHOUT REMOVING SET FROM YOUR TYPEWRITER
a .
Form 12993 Department of the Treasury—Internal Revenue Service
(Rev. 8-2010) Payment for Installment Agreement User Fee Not Accepted by Bank
Amount of payment Received date Social security or employer Control number
identification number
105.00 05-29-20XX 000-00-9411 20X5432. 1
Taxpayer name and address The bank did not pay the enclosed payment.
I_ _l Please return Part 2 of this form with a certified check,
HAZEL E GROUSE cashier’s check, or money order payable to the United
1063 AMBER States Treasury for the amount due. Write your social
security number or employer identification number and
CHEyENNE: Wy 82001 “|A” on your payment.
|_ _I If you have questions, please call our Customer Service
area at 1-800-829-0922.
Part 1 —Taxpayer copy Catalog Number 31309W Form 12993 (Rev. 8-2010)

Figure 3.17.10-13 Form 12993 Check for Instalilment Agreement User Fee Not Accepted By Bank

(5) If the dishonored check includes a tax payment(s) as well as Installment
Agreement user fees, process the check as a split payment.

a. More research may be required to identify the portion of a payment
received through the Lockbox that includes both taxes and user fees.
The portion of a Lockbox payment representing a tax payment will auto-
matically be posted to the taxpayer’s account.

b. To determine the portion of the payment that represents tax payments, it
may be necessary to review the taxpayer’s account(s), to request the tax
return(s), and/or to research the support listing which accompanies the
SF 215A, Deposit Ticket.

c. The support listing is maintained in the Campus Accounting Operations
and shows the individual TIN/Payment amount and provides a summary
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3.17.10.2.13.2 (1)
(01-01-2015)

Processing Dishonored
Checks for Affordable

Care Act Shared
Responsibility Payments @)

3.17.10.2.14 (1)
(12-04-2023)

Other Dishonored Check
Processing Actions

report showing the amount collected and deposited for each account.
Payments received that contain both tax payments and user fees will be
identified on the listings with an “F.”

d.  When researching payments and requesting returns, it is important to
remember that the DLN assigned to a payment made through the
Lockbox will not be the same as the DLN assigned to the return.

e. Debit the taxpayer’s account(s) using CC BDAPL for the portion of the
payment intended to satisfy the tax liability or liabilities. Compute dishon-
ored check penalties on only the portion of the payment that represents
taxes as outlined in IRM 3.17.10, Assessing a Dishonored Check
Penalty. A Form 2287/Form 2287 (SP) will be generated for each account
to which a debit has been applied.

f.  Prepare Form 12993 for the amount of the payment representing user
fees only.

g. Return the original check to the taxpayer along with Parts 1 and 2 of
Form 12993 and the related Form 2287/Form 2287 (SP). If taxes for
more than one account are included in the payment, also send the
taxpayer Form 8269, Notice of Dishonored Check for More than One Tax
Form. Form 8269 will reflect the amount of the dishonored check,
penalties assessed, and the total taxes due with Form 2287/Form 2287
(SP) only. Do not include the amount of the payment representing user
fees in the box labeled “Total due with Form 2287/Form 2287 (SP)”. The
total shown on Form 12993 added to the total shown on Form 2287/Form
2287 (SP) must equal the total amount of the check.

h.  Dishonored checks for Installment Agreement user fees received by the
campus will be researched per instructions outlined in IRM 3.17.10, Re-
searching Dishonored Checks for Payment of IRS Tax Liability. It may be
necessary to request the return(s) to determine the individual amounts
comprising the total paid. Return the check to the taxpayer following
either the Form 12993 or split payment procedures, as outlined above.

Affordable Care Act (ACA) Individual Shared Responsibility Payments (SRP)
will be applied to MFT 35 with a corresponding DPC. If no DPC is listed,
default to DPC 36. The individual SRP for taxable year 2019 and subsequent
years is zero.

ACA Employer Shared Responsibility Payments (ESRP) will be applied to MFT
43 with DPC 43.

An Encoding Error is a check encoded for a money amount different than that
for which the check was written. To process an Encoding Error type check, you
will need to get “back-up” documentation. Back-up consists of a copy of the
document, a copy of the Form 813 and a copy of the encoding tape, if the
document is manually encoded. Obtain an IDRS printout of the tax module,
using CC TXMODA, to see if the taxpayer was given the correct credit. If the
module is not on IDRS, request information from the Master File using CCs
IMFOL/BMFOL.

Identifying an “Amounts Differ” Check-An “Amounts Differ” check occurs when
the written amount differs from the numeric amount. Process amounts differ
checks using the same procedures for Encoding Error. (Figure 3.17.10-14,
“Amounts Differ” Check)
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"Amounts Differ" Check

Written amount Numeric amount

Darlene Plum 123
1009 S. Swan
St. Louis, MO 63155

Marcl 29 208X
order ot Department of Treansy $_126.00

Osne HMW(A«U‘ S‘;& and 00/700 — __— " Dollars

Larch National Bank
125 S. Crocus
St. Louis, MO 63155

- Posbone Pl

000999 1123-47kLA8 0000012kL0OD

Encoded money amount
Figure 3.17.10-14 “Amounts Differ” Check

(8) A “guarantee amount” is an Amounts Differ check i.e., the written amount
differs from the numeric amount. You can guarantee a check only if the written
amount and the numeric amounts are different. Process Guarantee Amount
checks as indicated for Encoding Error.

(4) After you research checks for encoding errors, amounts differ and guarantee
amounts, take the cases to the work leader. Each case is different. In some
instances, the taxpayer will have received the correct credit and you will not
debit the account. Send these checks back to the bank on Form 8250,
Request to Redeposit Checks. On other cases, the taxpayer’s account did not
receive the correct credit. Debit the taxpayer’s account and prepare Form
3244, Payment Posting Voucher, and carry the Form 3244 and the check to
Receipt and Control. List the check being redeposited in the redeposit book for
our records and for Receipt and Control to initial.

(5) A mutilated Check will not be accepted by the bank because it has been
partially destroyed. From what is left of the check, find the return and get
“back-up” documentation. Debit the taxpayer's account and mail a letter of ex-
planation to the taxpayer. Send Form 2287/Form 2287 (SP) and 8290,
Returned Check Repayment Notice, to the taxpayer to request that a new
check be mailed to IRS. Do not assess a bad check penalty.

(6) Identifying Form 941M and Form 720M-When you are researching CC INOLE
or ENMOD, the filing requirements (FR) will show FR 941-09 or 10 or FR 720-
09. This show the taxpayer is a monthly filer. When you see this, “flag” the
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check to show the taxpayer is a monthly filer. There will be no contact between
taxpayer and campus at this point. Forward check and Form 2287 /Form 2287
(SP) to the Area Collection Office Function, on Form 3210, Document Trans-
mittal. See Figure 3.17.10-15, Forms 3210 and Form 2287/Form 2287 (SP).

Forms 3210 and 2287

Form 3210 (Rev. 4-2010)
Catalog Number 22150T

Form 2287 (Rev. 8-2014) Part1 - Taxpayer Copy
Catalog Number 26325Y www.irs.gov

-_ —————————— ———————— ———————
Part 1 — Recipient’s copy

To (Show complete and correct address) Release Date Page of
Internal Revenue Service 06-21-20XX 11
?ocumgtr:t | Collection Operations Transmittal Code (From-Serial no.-To)
ransmita PO Box 534 — Room 1187 Numbered Unnumbered
Charleston, WV 25301 2
PPy R k Shipment
Document Identification emarks Information
Code Instructions: When transmitting reports, please Con- ,
Quantity or s:}?w Fthe typehof re.gortt.?nvd thefperiotq coverﬁd. For tainer Rec'd
TPE | Giocks, DLN, EIN. the last four digits of e SsN. et | DISHONORED CHECKS No | (V)
3,247.63 00-0004321 WREN 941-M 20XX12
1,296.84 00-0001209 WwWOOD 941-M 20XX12
— Check/Payment Not Accepted by Bank | Social Security Number or Tax period Amount of check/payment
Department of the Treasury Employer Identification Number
Internal Revenue Service 00-0004321 20XX12 $3,24763
= Name Form number MFT Penalty amount
WREN WRECKING INC 941-M 01 $64.95
DC control number Date IRS received Other charges
| check/payment
00-095-01220-001-X 03-31-20XX $0.00
| Document locator number Date of notice 670 Total amount due
00120-095-11111-X 04-09-20XX 04-09-20XX $3,312.58
The bank did not accept the enclosed check/payment for the following reason
7 WREN WRECKING INC
INSUFFICIENT FUNDS 2387 IRIDIUM
CHARLESTON, WV 25301
This is a Credit Posting Voucher. Please do not write on this side (of the form).
Return this part with your payment to the address below.

Department of the Treasury
Internal Revenue Service

Figure 3.17.10-15 Forms 3210 and Form 2287/Form 2287 (SP)

(7)

Processing Foreign Checks

a. Foreign remittances are deposited with:

Bank of America
Foreign Transit ltems
CA9-705-LA-17

1000 W Temple St

Los Angeles CA 90012

Note: Bank of America Customer Service: Karen Delores at 888-715-

1000 ext. 21600.
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b. Dishonored foreign remittances made payable in foreign currency will be
returned to the taxpayer with a request to resubmit the remittance in US
dollars made payable through a US bank.

c. Any collection costs charged to process foreign remittances will be
charged back on a SF 5515. Void the charges using CC BDOUT “V” and
forward to RRACS.

d. Foreign checks made out in US dollars, but made payable through a
foreign bank, will be debited against the taxpayer's module as any other
dishonored check.

Note: If the foreign check has been rejected by Bank of America, do not redeposit

(8)

)

it.

Processing a Levy Check-A levy check will have the following endorsement on
the back: “This check (money order, draft) and the proceeds thereof have been
seized under authority of Title 26, United States Code, Section 6331, for appli-
cation on the unpaid tax liability of (name of taxpayer), and is herewith
deposited to the credit of the Treasurer of the United States (name of Area
Director) Area Director of the Internal Revenue Service (City or State)”.

a. If the check was returned for personal endorsement missing, although
endorsed as above, telephone the bank and alert them to our authority.
Whenever a check is stamped as above, the check does not need an
endorsement for the bank to honor it.

b. Redeposit the check.

Void off DC file with CC BDOUT “R” when Form 215 is received.

d. When a cash register seizure is made, the Revenue Officer stamps each
check with a levy endorsement stamp. If the stamp is missing, research
further to make certain this is a seizure check. An indication would be if
the check is made out to a business or an individual other than IRS.
Handle as a check from other than the taxpayer (see 9. below).

e. Other levy checks may be submitted to IRS directly by a third party in
response to a Notice of Levy; these remittances may not bear the en-
dorsement described in a. above. ALL levy checks will, however, be
identifiable by a designated payment code (DPC) on CC TXMOD. The
DPC appears on the line following, TC 670, 680, 690, 694, or 700 as a
literal followed by one of the following: 04, 05, or 06. If a third-party remit-
tance carries a levy endorsement stamp OR if one of the above DPCs is
present on CC TXMOD, do not assess a bad check penalty. Otherwise,
handle as a check from other than the taxpayer. (See 9. below).

o

A check submitted by one party to pay another taxpayer’s liability or a third-
party check (one originally written payable to someone other than IRS but
endorsed “payable to IRS” by the taxpayer) are to be handled the same way.
When one of these checks is received as dishonored, do not contact the
original maker of the check. Such contact could have disclosure implications.
Only the taxpayer should be contacted and asked to submit another remit-
tance. Therefore, If the check was made out to the taxpayer and subsequently
endorsed over to the IRS, send the check back to the taxpayer using Form
14219. Send the check back to the original maker using Form 14219 only if
the check was made out to the IRS by the third party.

Note: Although Form 14219 is entitled “Return of Document to the Taxpayer”, its

use in returning documents to third parties has been confirmed as standard
practice.
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(10)

3.17.10.2.14 1 (1)
(11-18-2015)

Processing Missing

Checks

If a check is returned for a missing date, enter the original deposit date (from
the back of the check). These checks should then be promptly delivered to the
Deposit Activity for redeposit.

Deposit discrepancy situations described above differ from those described in
IRM 3.17.10, Redepositing Returnable Checks in that these are errors on
single payments which do not affect other payments in the block.

If research of CC ENMOD/TXMOD show only check digits or no name control
on the module, before using CC BDAPL, you must change the name control
on the dummy module to correspond to that shown on the ACTRA hard copy
transcript. To do this, use CC ACTON.

If research show that a refund may be issued from the account before applica-
tion of the dishonored check debit, follow the instructions in IRM
3.17.10.2.12.1.1.3, IMF Erroneous Refunds caused by Dishonored Checks
for IMF and the instructions in IRM 3.17.10.2.12.1.1.4, BMF Erroneous
Refunds caused by Dishonored Checks for BMF. See IRM 3.17.10.2.12, Re-
searching Dishonored Checks for Payment of IRS Tax Liability.

A missing check is a check listed on the deposit ticket but is not in the batch of
checks attached to the deposit ticket. It may have been lost by IRS or the
bank. Take the following steps when processing Forms SF 5515 for missing
checks:

1. Add items to the DCF using the name “Unknown”.
2. Search for return reflecting the related credit to identify the taxpayer.
Correct the name with CC BDENT.

If the chargeback item is resolved quickly between IRS and the bank, it will not
be necessary to debit the taxpayer’s account. If the taxpayer must be
contacted to resolve the problem, the taxpayer's account will be debited at the
time the taxpayer correspondence or telephone contact is initiated as
described in (7) below. This will preclude an erroneous refund if the taxpayer
sends another remittance that posts to his/her account before IRS has
reversed the previous credit.

Initiate correspondence with the taxpayer advising him/her of the processing
problem on a missing check and request that reply be made within 10 days to
avoid interest and penalties.

a. Request a photocopy of the front and back of the check.

b. If the taxpayer has not received the cancelled check, request the
taxpayer to reissue a new check.

c. Telephone the taxpayer if a reply is not received within 18 days of the
initial correspondence date.

d. Send a follow-up letter to the taxpayer if telephone contact cannot be
made.

e. Close case if no reply is received to the follow-up letter after 15 workdays
of its sending.

Upon receipt of the requested photocopies from the taxpayer, initiate corre-
spondence with the IRS depositary bank to request the proper credit following
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(5)

(6)

7)

the enclosed evidence submitted. Telephone the depositary bank if a reply is
not received within 10 working days of the correspondence date.

An unpaid missing bank money order may require an indemnity agreement.
Refer to IRM 3.0.167, Losses and Shortages.

Upon receipt of the requested credit from the depositary bank, remove it from
the DCF with CC BDOUT “X” if the account has not been debited. If the
account has been debited, credit the account using Form 3244 with the original
received date.

Missing checks will be included on the weekly report to the Director. (This
memorandum will be generated at the Director’s discretion, either based on
time or on an inventory level that he or she deems proper.) They will not be
expected to meet the 21-day cycle. They should be categorized by
UNKNOWN, in correspondence with taxpayer, or in correspondence with the
bank.

3.17.10.2.14.1.1
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3.17.10.2.14.1.2 (1)
(11-22-2017)

External Bank Lead

Check Returns 2)

3.17.10.2.15 (1)
(12-04-2023)

Penalties on Electronic
Payments (2)

The External Bank Leads Program (ELP) represents returned refunds from
various banks. These payments are journalized into the 4971 account.

These checks may have “AMTAP/IVO” somewhere on the front on the check.
There will be no taxpayer information on the back of the check or DLN on the

front of the check.

Contact the group that maintains the 4971 account to determine if the credit

has been applied to Master File or is still in the 4971 account.

If the credit is in the 4971 account:

a. Void the debit out of the DCF.

b. Prepare a one-sided Form 3809 to debit the 4971 account.
c. Forward Form 3809 and the DCF 03 run to RACS.

If the credit is on Master File, apply the debit.

As of July 2, 2010, the penalty for dishonored payments applies to all forms of

payment, including electronic payments.

The penalty is systemically generated with Transaction Code 286.
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3.17.10.2.16
(01-01-2021)

Applying the Debit to
the Taxpayer’s Account

3.17.10.2.17
(01-01-2013)

Changing Entity
Information on the DCF

3.17.10.2.17.1
(04-23-2015)

Processing Unpostables
Involving Dishonored
Checks

3.17.10.2.18
(12-03-2019)
Processing Dishonored
Checks for Section 965
Payments

(4)

(1)

)

@)

(4)

(5)

(1)

)

(1)

(1)

If the electronic payment unposts and needs to be transferred to Kansas City
Non-Master File, the penalty will also need to be computed and transferred.
Compute the penalty per instructions in 3.17.10.2.20.2, Assessing a Dishon-
ored Check Penalty and then input the amount on Form 3465, Adjustment
Request. Forward Form 3465 with the completed Form 2158, Credit Transfer
Voucher, and backup to Kansas City.

Take all the ISRP checks and researched worksheets to IDRS and verify entity
and payment to ensure that the credit is still on the account which you are
about to debit. An unpostable condition is created if a dishonored check debit
(TCs 611, 621, 641, 661, 671, 681 or 691) try to post in the absence of a
matching credit. Such unpostables will be returned to the DC function to be
added back to the DCF and for reprocessing. Care should be taken when
applying money orders to ensure that the same remittance is not debited twice.

Input CC BDAPLR to request CC BDAPL. Transfer information from the
worksheet to the IDRS screen. See Exhibit 3.17.10-4

If you find when closing a case, the taxpayer used an incorrect TIN and you
find the correct TIN, use the correct TIN for application. You may wish to enter
in the Remarks area, “X-ref t/p used incorrect TIN”. Ensure corrective action
has been taken on the incorrect posting.

If research show NMF account, void debit w CC BDOUT “V” and transfer debit
to Kansas City via Form 2158.

At the end of the fiscal year, if October 1 falls on a Monday thru Friday, do not
input applies with a current Julian date until after the following Sunday. Applies
with current Julian dates that are input before the first Sunday in October will
be considered ’prior year and will not appear on DCF0540 until the second
working day following the first Sunday in October.

Change entity information, the Employee Number or Trace ID Number of a
record on the Dishonored Check File with CC BDENT. See Exhibit 3.17.10-5

For Deceased taxpayers, see instructions in IRM 3.13.5.30, /ndividual Master
File Account Numbers.

Unpostables resulting from incorrect or unavailable money amounts will be
returned to the Dishonored Check function for resolution.

Research for payments received for IRC 965 repatriation tax under Section
141083 of P.L. 115-97, Tax Cuts and Jobs Act of 2017, enacted on December
22, 2017. Valid IMF MFTs are 30, 31 and 82, BMF MFTs are 02, 05, 06, 34,
and 83. All section 965 tax payments will be posted to the tax module where
the assessment posted. For example, if the section 965 tax assessment is
posted on the 201712 tax module, all section 965 tax payments will be posted
to the 201712 tax module, regardless of the year in which the payment is
made based on the installment percentages in the subsequent years. Section
965 returns have a posted TC 766, credit reference number (CRN) 263. IMF
returns are identified with return processing code (RPC) F, BMF with computer
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3.17.10.2.19
(01-01-2013)
Researching the DCF

3.17.10.2.20
(12-04-2023)

Initial Processing of
Form 2287/Form 2287
(SP)

condition code (CCC) J. Taxpayers were instructed to send two checks, one
for their non-965 tax liability and one for their section 965 tax liability. Apply the
debit transaction to the module with DPC 64.

The CC BDINQ format displays a specific record on the DCF. At times you
may need to see how a check was added to the DCF or if a record has been
closed. On splits, you may wish to make certain that you closed the case
correctly. Personnel outside the unit may use CC BDINQ to ensure that a
payment to be refunded has not been dishonored.

Using CC BDINQ, the DCF can be researched by name control, DCN, or
money amount. However, search of the file is narrowed by using as many of
the three elements as possible. See Exhibit 3.17.10-6.

Associating the DC Checks to the Form 2287/Form 2287 (SP) and the DC
Worksheet—After checks have been debited on IDRS with CC BDAPL, an
IDRS notice will generate. The notice is printed on Form 2287/Form 2287
(SP). This Form 2287/Form 2287 (SP) will be delivered to the DCU the next
working day after the input is made. The date printed on the generated Form
2287/Form 2287 (SP) is that of the third business day after the CC BDAPL
input; therefore, all pre-mail activity, including quality review, must be
completed by COB that third business day.

Note: Form 2287 (SP), Spanish version, is available as of August 3, 2020.

@)

Match the check to the Form 2287/Form 2287 (SP) and the worksheet; pull the
worksheet, the notice and check. Also review for received date, tax period,
penalties, etc.

Return check and separate Form 2287/Form 2287 (SP) to the taxpayer. If the
payment was for multiple modules, staple all of the parts 2 together and attach
a Form 8269 show the total amount due and request that all of the parts 2 be
returned with the replacement remittance. Staple the check to the parts 1. See
Figure 3.17.10-19, Form 2287/Form 2287 (SP) Notice of Check Not
Accepted by Bank. At local option, a cover Form 2287/Form 2287 (SP) may
be prepared to show to the taxpayer the total amount due.
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Form 2287 Notice of Check Not Accepted by Bank

smwgmm Not Accepted by Bank | Teipayer immﬁ%}aﬁm mm&&s‘ Tout prsiont g 1%%@ of éﬁé&fbaynm\t
ko Busarns Batace. | 000-00-6009 | 20XX12 $2,500.00.
Basbe o : Foms : WET m‘m@yammm :
JOHN & JANE WlLLOW o ©1040 30 Lo 875,00
0 eontrdl number . T ST HDMe RS raseed Oinerchurges:
N LU eheckipayrnen E .
00-095-01220-001-X ‘ ‘ S 04/15/20XX
mmemmxmmmgf i BN Ciate ol fatioe 0 Thackipsyment g@gﬁﬁg@ﬁ&e Tolalamoustdug i
00220-095-11111-X 4 04i30/20XX 04/22/20XX. - $2,575.00
e ianlk kot secept he enclosed sheckipayment hecaiise: " John & Jane Wikll ow s
‘nsuff'¢'ent Funds 5333 Gecko Circle

Memphis, TN 38101

Fivgse robirm e bt wtm o this T wilhoy ceﬁsﬁm s:mck Seshiset aiath or mbney sntar plyibis o tie L\mxesd Slales Tregsney Tor s datal:
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Figure 3.17.10-19 Form 2287/Form 2287 (SP) Notice of Check Not Accepted by Bank

(4) Abating Penalties-If you find a penalty has been assessed when one is not
required, abate the penalty by using CC REQ54 which generates the ADJ54
format. The incorrect penalty must be posted before it can be abated.

(5) Assessing Penalties-If no penalty was assessed and a penalty is justified,
apply a penalty and retype Form 2287/Form 2287 (SP).
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(6)

Erasing the IRS Endorsement-Before mailing checks and Form 2287/Form
2287 (SP), erase the IRS endorsement and stamp the date of the debit
voucher inside the erased endorsement stamp. Never erase endorsements on
checks that can be redeposited.

Resolving an Erroneous Application-If the debit was applied to the wrong
taxpayer, send the case to Accounts Management or other designated areas
for correction.

If research or the check reveals a different taxpayer address than that shown
on CC INOLE or ENMOD, include Form 8822, Change of Address (For Indi-
vidual, Gift, Estate, or Generation-Skipping Transfer Tax Returns), or Form
8822B, Change of Address or Responsible Party-Business, with the dishon-
ored check and Form 2287/Form 2287 (SP) to be sent to the taxpayer.

Note: If the address on Master File is incomplete and it is an obvious error, or if

(10)

the address on the check is a prior address, do not send Form 8822/ Form
8822B to the taxpayer.

Take the check, notice, other inserts to be sent to the taxpayer, and worksheet
to quality assurance for review.

Filing the Dishonored Check Worksheets-File the DC worksheets in alphabeti-
cal order. At the discretion of the Director, the worksheets may be filed by TIN
within the Julian Date week indicated by the DLN. Dispose of the file items
following Document 12990, Records and Information Management Records
Control Schedules.

Mailing the Form 2287/Form 2287 (SP) and the Dishonored Checks-Send the
Form 2287/Form 2287 (SP) and the dishonored checks and any inserts to Fa-
cilities for mailing. The Form 2287/Form 2287 (SP) and the dishonored check
must be mailed to the taxpayer within 3 working days from the date of the
debit.

Mailing Checks and Notices for Form 941-M and Form 720-M- When a check
has a note attached indicating a Form 941-M or a Form 720-M, pull the check
and the Form 2287/Form 2287 (SP). Using Form 3210, mail the check and
Form 2287/Form 2287 (SP) to the area office Collection function for timely col-
lection of the account.

Typing Form 2287/Form 2287 (SP) for misplaced notices-As the checks and
the Form 2287/Form 2287 (SP) notices are being associated and there is a
worksheet indicating the case is closed but no Form 2287/Form 2287 (SP)
notice, go to IDRS using CC BDINQ to see if this case has been closed. If the
case has been closed, type a Form 2287/Form 2287 (SP) notice and mail the
check and the Form 2287/Form 2287 (SP) to the taxpayer. This should be
checked each day to avoid missing the 3-day limit on mailing the DC and the
Form 2287/Form 2287 (SP) notice to the taxpayer. If the case has not been
closed, give the worksheet to the work leader to be completed.

There may be some taxpayer correspondence received after issuance of Form
2287/Form 2287 (SP). Procedures should be developed to ensure that proper
adjustments are made to the taxpayer’s account. DC worksheets or drop
listings may be useful in the research process.
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(15)

(16)

(17)

(18)

3.17.10.2.20.1 (1)
(01-01-2023)
Processing Undelivered
Notices (Form
2287/Form 2287 (SP) or
14219)

)

@)

3.17.10.2.20.2 (1)
(12-04-2023)

Assessing a Dishonored
Check Penalty

When correspondence concerning balance due accounts is received from a
taxpayer stating that he/she refuses to pay, will pay the bill in the future, is
unable to pay, or wishes to pay in installments, route the case to the Compli-
ance Services Collection Operations.

Taxpayer correspondence may likely contain requests for reasonable cause
abatement of the dishonored check penalty. In addition to causes which are
reasonable as described in IRM 20.1, Penalty Handbook, the following should
be accepted as reasonable cause for dishonored checks:

a. The taxpayer furnished evidence that their bank account contained suffi-
cient funds at the time the check was submitted.

b. the taxpayer had more than one bank account, and the check was inad-
vertently drawn on the wrong account.

c. Stop payment of a check was the recommendation of an IRS employee,
or the taxpayer informed IRS of a stop payment order and the reason for
the order was approved.

If the request for penalty abatement is accepted, use CC REQ54 to input TC
281 as directed in IRM 2.4., IDRS Terminal Input. Be sure to properly notify the
taxpayer of our response to his request.

If the request for penalty abatement is denied, send Letter 854C to the
taxpayer giving an explanation for not abating the penalty and input TC 290
with .00 as directed in IRM 20.1.1, Penalty Relief.

Within 30 days of receiving undelivered notices, these items must be re-
searched again to see if a repayment has been made. Research IDRS for
more current name and address. If a check address is different from old
ENMOD address, use the check address to return check and Form 2287/Form
2287 (SP) notice to new address.

If repayment has been made, send check and Form 14219, Return of Docu-
mentation to the Taxpayer, to the new address. If penalty is due, send Form
2287/Form 2287 (SP) for penalty amount only.

If no new address can be found, file undelivered checks and notices in the un-
delivered file. Periodically dispose of the file items following Document 12990,
Records and Information Management Records Control Schedules.

Per IRC 6657, a penalty shall be imposed if any tax is paid with a bad check.
The penalty varies according to the amount of the bad check:

FROM TO PENALTY

$5.00 $24.99 Penalty equal to amount of remit-
tance

$25.00 $1,249.99 Penalty charge is $25.00

$1,250.00 And over Penalty charge is 2 percent of the
amount of the remittance

3.17.10.2.20.1
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Note: Rate for checks received after May 25, 2007.

(2) In addition to the causes which are reasonable as described in IRM 20.1,
Penalty Handbook, the following should be accepted as reasonable cause
when determining whether a dishonored check penalty should be assessed.

a. The check was not honored because of the death of the taxpayer after

the date the check was issued.

The check showed an incorrect date or payee.

The amount shown in figures and in words on the check differ.

The check had no signature.

The check did not reflect the name and address of the bank on which it

was drawn.

The check was prepared with multiple signature lines and at least one,

but not all, signatures appear. (Return the check to the taxpayer for more

signature(s).)

g. There was a failure to sign voucher receipts or noncompliance with other
requirements of the bank on which the check is drawn. Taxpayers who
frequently submit incomplete or improperly drawn checks should be

®aoco

—h

penalized.

h.  The check is a third party check involved in cash register seizure by Col-
lection.

i.  The financial institution which issued the check or money order is now
defunct.

j- There is a Combat Zone indicator of “1” (active).
k. The check is from a federal agency (US Treasury check) or has an em-
ployment code of “F”".

(8) No penalty should be assessed when a taxpayer’s funds are tied up in a
financial institution which is not fully operational. The following instructions
should be followed:

a. Dishonored checks will be held in the Dishonored Check Unit until they
can be redeposited or returned to the taxpayer for substitute payment.
Credit will not be reversed, and the bad check penalty will not be
charged at this time.

b. Disposition of the check will be made upon official notification that the
affected financial institution is either fully operational or defunct.

c. If the financial institution reopens, a check stamped “Unable to present/
process at this time” should be redeposited. A check stamped “Return to
Maker” must be returned to the taxpayer and a substitute remittance
requested.

d. If the financial institution does not reopen, use the following procedures
to debit the taxpayer’s account, return the check to the taxpayer, and
ensure that no penalty is assessed.

If no penalty should be assessed, enter $.00 in the penalty box of Form
8252.
Debit the taxpayer’s account, being certain to input .00 on line 5 of CC
BDAPL to ensure that no penalty is automatically computed.
When the Form 2287/Form 2287 (SP) is generated, prepare Form 8290,
Returned Check Repayment Notice, taking care to enter the same date
as that on the Form 2287/Form 2287 (SP). See Figure 3.17.10-20, Form
8290, Returned Check Repayment Notice.

Cat. No. 33875B (12-09-2024) Internal Revenue Manual 3.17.10.2.20.2
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Form 8290, Returned Check Repayment Notice

Form 8290

{November 2015)

Department of the Treasury - Internal Revenue Service Date

Returned Check Repayment Notice 6-23-20XX

Your check was returned unpaid for the reason shown below. Because this was not
within your control, you were not charged a penality for the returned check. if you pay this
amount in full within 10 days from the date of this notice, your repayment will be
processed with the same date as your original payment.

To ensure proper credit o your account, please return this notice in the envelope
provided with Part 2 of the enclosed Form 2287{C), Check Not Accepted by Bank.

Reason for Returned Check

& Bank closure

[] Uncollected funds [ ] Mutilated check

Catalog Number 62116H

WWW .irs.gov Form 8290 (Rev. 11-2015)

Figure 3.17.10-20 Form 8290, Returned Check Repayment Notice

e.

f.

Send check, Form 2287/Form 2287 (SP) and Form 8290 to the taxpayer.
Record action taken in “Remarks” section of the Form 8252.

(4) Temporary Relief Period from assessing bad check penalties for Dishonored
Checks

a.

The Office of Servicewide Penalties has recommended the implementa-
tion of a temporary blanket relief policy period because of delays in IRS
incoming mail receipt and check processing. SP HQ Accounting is
approving a temporary blanket relief policy from assessing the bad check
penalty during the processing of dishonored checks.

No bad check penalty should be assessed for any paper check that IRS
tried to deposit more than 30 days after the IRS received it when the
received date falls in the range of March 1, 2020 to July 15, 2020.

Any bad check penalties that have been assessed under these circum-
stances should be abated. Abate the penalty with a TC 281, RC 062, and
Penalty Reason Code (PRC) 30. Input the hold code “0” to generate the
ADJ notice.

(5) Applying Penalties for Dishonored Checks

a.

On split remittances of $1,249.99 and under, apply the penalty to the
largest money amount. Apply $.00 on the smaller amounts of money. Let
the computer generate a $25.00 penalty on the largest money amount.
On split remittances of $1,250.00 and over, you will figure the penalty
and apply the penalty to the largest money amount. For example, if the
check is for $1,600.00 and has 3 parts—on the 2 smaller amounts put
$.00. On the largest money amount, apply $32.00. If you do not apply the
correct penalty, the computer will generate only the penalty for the
amount of the one document. The penalty must cover the entire total of
the check.

On split remittance cases, send the check, Form 2287/Form 2287 (SP)
and Form 8269 Notice of Dishonored Check for More than One Tax

3.17.10.2.20.2
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Form, to the taxpayer. See Figure 3.17.10-21, Form 8269, Notice of Dis-
honored Check for More than One Tax Form.

Note: PDF fillable Form 8269 will calculate Amount of check plus penalty equals
Total due with Form 2287/Form 2287 (SP). When you enter amount of check
and penalty in the correct blocks the Total due block will calculate automati-

cally.

Form 8269, Notice of Dishonored Check
for More than One Tax Form

Department of the Treasury - Internal Revenue Service
Form 8269 Notice of Dishonored Check for
{Rev. October 1988) More than One Tax Form
Amount of your returned check Penalty Total due with Forms 2287(C)
s 1,600.00 s 32.00 s1,632.00

Enclosed is your check which was not accepted by your
bank. Also enclosed are separate Forms 2287(C), Notice of Check
Not Accepted By Bank, for each tax or taxable period covered
by the check. The Form 2287(C) for the largest amount also
includes the penalty that applies to the check.

Please return part 2 of each Form 2287(C) with your repayment
so we may promptly credit your account for each tax or taxable
period.

www.irs.gov Cat. No. 620738 Form 8269 {Rev. 10-88)

Figure 3.17.10-21 Form 8269, Notice of Dishonored Check for More than One Tax Form

3.17.10.2.21 (1) DCFO01-Dishonored Check File Analysis
(12-04-2023) . . _ .
Dishonored Check a. Daily inventory lists prior balance, new accounts added, adjustments,

accounts closed and new balance by both count and dollar amount for

Computer-Generated
each area processed by the campus.

Reports ) .
b. Report also includes summary for the campus. See Figure 3.17.10-22,
DCFO01- DCF Analysis.
Cat. No. 33875B (12-09-2024) Internal Revenue Manual 3.17.10.2.21
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DCF 01
DISHONORED CHECK FILE ANALYSIS
SERVICE CENTER TOTAL PAGE NO 17
DATE ENDING 05-31-20XX
COUNT AMOUNT
PRIOR BALANCE 000438 $ 2,594,503.82
NEW ACCOUNTS ADDED 011020 $ 147,087,294.98
INCREASED AMOUNTS $ 891,610.35
ACCOUNTS CLOSED 008799 $ 92,348,107.22
PARTIAL APPLICATIONS $ 2,979,679.50
UNPROC WRITE-OFF TO THE 1510 ACCOUNT 000000 $ .00
VOIDED ACCOUNTS 000106 $ 760,420.29
PARTIAL VOIDED ACCOUNTS $ .00
DECREASED AMOUNTS $ 21,164.07
UNIDENTIFIED CHECKS 000065 $ 231,264.83
NEW DCF BALANCE 002488 $54,232,773.24 DC/RR  $54,232,773.24
DC/PFYRR

)

Figure 3.17.10-22 DCFO01- DCF Analysis

DCFO03-Transaction Register

a.

Non-Master File Applications from the DCF lists DC control number, tax-
payer’s name and address, TIN, tax period, 23C date, form number,
employee number and other information, including “Remarks”. The report
ends with a campus summary showing counts and amounts for each
transaction code for each area reporting activity. See Figure 3.17.10-23,
DCFO03- Transaction Register.

3.17.10.2.21
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DCFO03

TRANSACTION REGISTER
NON MASTER FILE APPLICATIONS FROM THE DCF DATE 06-21-20XX PAGE NO 1
DC CONTROL NUMBER DC NAME AND ADDRESS SSN/EIN MFT TXPD PLAN LOC/23C FORM EMPLOYEE
00-134-33847-000-X MARTEN, DIANE 000-00-9546N 17 20XX 010920XX 941 0001138909
2922 MADISON RD 18T TC 1ST AMOUNT 2ND TC 2ND AMOUNT 3RD TC 3RD AMOUNT
ST. LOUIS, MO 63155 671 $3,154.00 280 $63.08 $0.00
NMF ULC ID-00623-128-19803-X APPLY DLN-00624-187-10001-X
REMARKS: 1400 ACCOUNT 00654-159-19702-X

18T TC 2ND TC 3RD TC

DO/SC CODE TOTALS COUNT AMOUNT AMOUNT AMOUNT
00 1 $3,154.00 $63.08 $0.00

S.C. TOTAL 1 $3,154.00 $63.08 $0.00

/\/\/\/\
Figure 3.17.10-23 DCFO03- Transaction Register

b. The 1710 Account Transaction Register is a daily report that shows the
dishonored check control number and amount for each item added to the
DCF by area. A later page summarizes each area’s totals by count and
dollar amount. See Figure 3.17.10-24, DCF03- 1710 Account Transac-
tion Register.
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DCFO03

1710 ACCOUNT TRANSACTION REGISTER

DISHONORED CHECKS ADDED TO DCF DATE 06-21-20XX PAGE 1

DISHONCRED CHECK FILE

DC CONTROL NUMBER AMOUNT DC CONTROL NUMBER AMOUNT

00-163-05661-000-X $25.00 00-163-05661-001-X $33.69
00-163-05661-002-X $51,641.08 00-163-05661-003-X $5,867.94
00-163-05661-004-X $1,842.00 00-163-05661-005-X $5,000.00
00-163-05661-006-X $10,000.00 00-163-05661-007-X $20,000.00
00-163-05661-008-X $1,000.00 00-163-05661-009-X $925.00

______——--"~—___________——"—-‘-——___________———‘—‘-—____________———‘-‘~——_____

DATE 06-21-20XX PAGE 8

COUNT AMOUNT

DO/SC 00 TOTALS 172 $274,853.26
COUNT AMOUNT

SERVICE CENTER TOTALS 172 $274,853.26

____———"_‘-—__________——-""-—-__________——-'—"~——_________——-‘—“~——____
Figure 3.17.10-24 DCFO03- 1710 Account Transaction Register

c. The 1710 Account Transaction Register is a daily report that lists re-
stricted applications (CC BDOUT) from the DCF by type (for example, D,
I) showing the DC control number, amount and employee number. A later
page of this report summarizes activity for the various types of applica-
tions for each area processed by the campus. See Figure 3.17.10-25,
DCF03- 1710 Account Transaction Register (Restricted Application-
CC BDOUT).
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1710 ACCOUNT TRANSACTION REGISTER
RESTRICTED APPLICATIONS FROM THE DCF DATE 06-21-20XX PAGE
NO.1
TYPE EMPLOYEE
APPLY DC CONTROL NUMBER AMOUNT NUMBER
D 00-103-01341-000-X $54.00 0020532257
D 00-103-01341-009-X $100.00 0020537177

D 00-103-01341-153-X $200.00 0020531673

W

1710 ACCOUNT TRANSACTION REGISTER

RESTRICTED APPLICATIONS FROM THE DCF DATE 06-21-20XX PAGE NO.2
TOTAL D TYPE APPLIES DO OR sC AMOUNT
00 $354.00
SERVICE CENTER TOTAL $354.00

NM

Figure 3.17.10-25 DCF03- 1710 Account Transaction Register (Restricted Application- CC BDOUT)
(3) DCFO05-DCF Applications for IMF/BMF/IRAF-Controls

a. Dalily report lists completed BDAPL “Ms” in DCN order, and by money
amount.

b.  Summary breaks down total records input by IMF, BMF and IRAF
showing the numbers of the records input and applications updated with
money amounts applied. See Figure 3.17.10-26, DCF09- Dishonored
Checks Aged 15 Days List.
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DCF05

COMPLETED BDAPL

CONTROL NUMBER

DCF APPLICATIONS FOR IMF/BMF/IRAF — CONTROLS

M'S

00-002-10213-224-X
00-002-10213-226-X
00-002-10213-228-X

________———--—__________________————-—-__________________———--—-_________________———-‘-—________

APPLIED AMOUNT

20.00 00-002-10213-225-X
45.22 00-002-10213-227-X
500.00 00-133-12345-122-X

DATE 08-04-20XX

CONTROL NUMBER

APPLIED AMOUNT

50.00
23.30
500.00

RECORDS
UPDATED
IMF 189
BMF 282
IRAF 0
TOTALS 471

DCF APPLICATIONS FOR IMF/BMF/IRAF — CONTROLS

APPLICATIONS 18T TC 2ND TC
UPDATED AMOUNT APPLIED PENALTY AMOUNT

205 $73,965.64 $1,408.81

279 $198,010.59 $2,574.10

0 $.00 $.00

484 $271,976.23 $3,982.91

DATE 08-04-20XX

/\/\/\/\

3RD TC
AMOUNT APPLIED
$.00
$.00
$.00
$.00

Figure 3.17.10-26 DCFO05- DCF Applications for IMF/BMF/IRAF

(4) DCF09-Dishonored Checks Aged 15 Days List

a.

Report shows DC control number, name control, original amount, balance
amount, entry date, received date, age of item in number of days and

employee assignment number.

The first report is in check age order. The second section is in employee

number order.

Summary on later page lists count and balance amount of cases by area
with the campus total of each. See Figure 3.17.10-27, DCF09- Dishon-

ored Checks Aged 15 Days List.

3.17.10.2.21

33875273

Internal Revenue Manual

Cat. No. 33875B (12-09-2024)
Any line marked with a #
is for Official Use Only



Dishonored Check File (DCF) and Unidentified Remittance

File (URF) 3.17.10 page 91
DISHONORED CHECKS AGED 15 DAYS LIST DATE 12-28-20XX PAGE NO. 1

D.C. CONTROL NUMBER NAME CONTROL ORIGINAL AMT BALANCE AMT ENTRY DATE RECEIVED DATE DAYS EMPLOYEE NUM
AGE BREAKDOWN 15-21 DAYS

00-343-10905-016-X GIBB $150.00 $150.00 12-15-20XX 12-09-20XX 019 0011201971
AGE BREAKDOWN 22-65 DAYS

00-339-09730-006-X FINC $2,313.89 $2,313.89 12-12-20XX 12-05-20XX 023 0011225565

00-336-09729-002-X SEAL $661.00 $661.00 12-09-20XX 12-02-20XX 026 0011200446

00-336-10911-002-X FINC $61,800.00 $61,800.00 12-15-20XX 12-02-20XX 026 0011205486

00-335-09726-021-X MART $4,062.00 $4,062.00 12-07-20XX 12-01-20XX 027 0011253717

AGE BREAKDOWN 66 DAYS AND OLDER

00-137-10834-000-X UNKN $1,446.00 $1,446.00 09-09-20xXX 05-17-20XX 225 0011206612

DO OR SC TOTALS
D.0./S.C. 00
SERVICE CENTER TOTAL

COUNT
0006
0006

BALANCE AMOUNT
$70,432.89
$70,432.89

_____———-’-__------__________-——--__---"---___________--'-------___________-——-’-__------____
----________________——-’-----________________——------.________________——-’-----_______________———-’_

DISHONORED CHECKS AGED 15 DAYS LIST

DATE 12-28-20XX

PAGE NO. 2

0011200446

0011201971

0011205486

0011206612

0011225565

0011253717

AGED 15 DAYS CASE ASSIGNMENT
EMPLOYEE NUM D.C. CONTROL NUMBER

00-336-09729-002-X
AGED 15 DAYS CASE ASSIGNMENT
EMPLOYEE NUM D.C. CONTROL NUMBER

00-343-10905-016-X

NAME CONTROL

SEAL

NAME CONTROL

GIBB

AGED 15 DAYS CASE ASSIGNMENT LI

EMPLOYEE NUM D.C. CONTROL NUMBER

00-336-10911-002-X
AGED 15 DAYS CASE ASSIGNMENT
EMPLOYEE NUM D.C. CONTROL NUMBER

00-137-10834-000-X

NAME CONTROL

FINC

NAME CONTROL

UNKN

AGED 15 DAYS CASE ASSIGNMENT LI

EMPLOYEE NUM D.C. CONTROL NUMBER

00-339-09730-006-X
AGED 15 DAYS CASE ASSIGNMENT
EMPLOYEE NUM D.C. CONTROL NUMBER

00-335-09726-021-X

NAME CONTROL

FINC

NAME CONTROL

MART

DATE 12-28-20XX
T ENTRY DATE
AGE BREAKDOWN

.00 12-09-20XX
DATE 12-28-20XX
ENTRY DATE
AGE BREAKDOWN

.00 12-15-20XX
DATE 12-28-20XX
T ENTRY DATE
AGE BREAKDOWN

.00 12-15-20XX
DATE 12-28-20XX
T ENTRY DATE
AGE BREAKDOWN

.00 09-09-20XX
DATE 12-28-20XX
T ENTRY DATE
AGE BREAKDOWN

.89 12-12-20XX
DATE 12-28-20XX
T ENTRY DATE

AGE BREAKDOWN

.00 12-07-20XX

PAGE NO. 1
RECEIVED DATE
22-65 DAYS
12-02-20XX
PAGE NO. 2
RECEIVED DATE
15-21 DAYS
12-09-20XX
PAGE NO. 3
RECEIVED DATE
22-65 DAYS
12-02-20XX
PAGE NO. 4
RECEIVED DATE
66 DAYS AND OLDER
05-17-20XX
PAGE NO. 5
RECEIVED DATE
22-65 DAYS
12-05-20XX
PAGE NO. 6
RECEIVED DATE
22-65 DAYS
12-01-20XX

Figure 3.17.10-27 DCF09- Dishonored Checks Aged 15 Days List

(5)

(6)

d.

fiscal month in the same format shown in (1) above.

a.

DCF54-Dishonored Check Records Dropped from the File

DAYS

026

DAYS

019

DAYS

026

DAYS

225

DAYS

023

DAYS

027

At campus option, DCFQ09 sorted by assignment code may be generated
to aid in controlling workload.

DCF50-Monthly Dishonored Check File Analysis summarizes activity for the

Part 1 allows research of cases dropped from the DCF alphabetically by

taxpayer’'s name. See Figure 3.17.10-28, DCF54- Dishonored Checks
Dropped from the File - Part | (by Taxpayer Name). Dropped Lists are
viewable on Control D.

Refer to Document 12990, Records and Information Management

Records Control Schedules.
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DISHONORED CHECK RECORDS DROPPED FROM THE FILE - PART 1 DATE 07-31-20XX PAGE NO 264
BALSAM INC 00-017-09023-002-X CLOS 01 ORIG: $1,000.00 REGU
2544 TAFT CIRCLE RECV: 04-19-20XX ENTRY : 04-23-20XX 00-2234123 BAL $.00 0020409999
ST LOUIS, MO 63155 TRACE ID: 00-20-0000000-000-000000
C 04-26-20XX 0020409999 BALS
M 0020409999 04-26-20XX 00-0004123 TULA 01 20XX06 00187-421-01304-X 18T TC 671 $1,000.00 I
ORIG TRANS DATE 040420XX DLN 00117-005-22566-X 2ND TC 280 $20.00
44023 011720XX 3RD TC 000 $.00
HACK 00-106-09436-019-X REDP 08 ORIG: $86.66 REGU
RECV: 04-29-20XX ENTRY : 06-30-20XX BAL $.00 0020409999

TRACE ID: 00-20-0000000-000-000000
R 07-09-20XX 0020409999 $86.66
BEECH, DOUGLAS 00-002-09927-022-X CLOS 01 ORIG: $557.40 REGU
1121 N ADAMS RECV: 04-02-20XX ENTRY : 04-06-20XX 00-0007654 BAL $.00 0020409999
MINNEAPOLIS, MN 55401

C 04-25-20XX 0020409999 BEEC

M 0020409999 04-26-20XX 00-0007654 FINC 01 20XX12 00187-421-00911-X 1ST TC 671 $557.40 I
ORIG TRANS DATE 031820XX DLN 00117-353-21038-X 2ND TC 280 $15.00
30927 040220XX 3RD TC 000 $.00

_________-———---_______---_________——-—--—--_______-__-___________———---_______--___________———---______--
Figure 3.17.10-28 DCF54- Dishonored Checks Dropped from the File - Part | (by Taxpayer Name)

b. Dropped List 2 allows research of dropped cases by DCN. See Figure
3.17.10-29, DCF54- Dishonored Checks Dropped from the File - Part
2 (by DCN). Dropped Lists are viewable on Control D.

Refer to Document 12990, Records and Information Management
Records Control Schedules.

DCF54 - Part 2

DATE 07-15-20XX PAGE NO. 001
DISHONORED CHECK RECORDS DROPPED FROM THE FILE -PART II
00-109-01313-000-X EDMU $2,730.00 02-02-20XX 02-07-20XX
00-210-01919-000-X BALD $40.00 02-02-20XX 02-09-20XX
00-221-01318-000-X ALPI $3,795.00 02-03-20XX 02-04-20XX
00-221-01319-000-X FRAN $2,750.00 02-03-20XX 02-04-20XX
00-221-01328-000-X WEBE $950.00 02-03-20XX 02-04-20XX

Figure 3.17.10-29 DCF54- Dishonored Checks Dropped from the File - Part 2 (by DCN)

(7) Upon receipt, reports should be balanced to employees’ work records. Discrep-
ancies should be resolved and reported to the manager and/or the RRACS
Data Base Administrator.

(8) DCF60- Monthly Dishonored Check File Analysis. See Figure 3.17.10-30,
DCF60- DCF Monthly Dishonored Check File Analysis.

a. Monthly inventory summarizes activity for the fiscal month in the same
format used for the DCF50.
b. A separate report is generated for each campus and includes a National
roll up.
3.17.10.2.21 Internal Revenue Manual Cat. No. 33875B (12-09-2024)
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c. The report is available at the Control D web site. See Figure 3.17.10-30,
DCF60- DCF Monthly Dishonored Check File Analysis.

DCF Monthly Dishonored Check File Analysis

DCF MONTHLY DISHONORED CHECK FILE ANALYSIS PAGE NO. 11
NATIONAL OFFICE TOTAL DATE ENDING 03-30-20XX
COUNT AMOUNT
PRIOR BALANCE 007921 $ 51,430,585.99
NEW ACCOUNTS ADDED 019418 $  99,018,599.46
INCREASED AMOUNTS $ 191,008.95
ACCOUNTS CLOSED 018915 $ 119,300,947.91
PARTIAL APPLICATIONS S 585,908.78
UNPROC WRITE-OFF TO THE 1510 ACCOUNT 000000 S .00
VOIDED ACCOUNTS 001393 S 5,345,635.73
PARTIAL VOIDED ACCOUNTS S .00
DECEASED AMOUNTS S 367,306.54
UNIDENTIFIED CHECKS 000112 S 296,197.73
NEW DCF BALANCE 006919 S 24,744,197.71 DC/RR $ 24,744,197.71
DC/PFYRR

Figure 3.17.10-30 DCF60- DCF Monthly Dishonored Check File Analysis

3.17.10.2.22 (1) Production data for the weekly WPC Managers Report should match the staff
(12-04-2023) hour reporting period ending Friday or Saturday as directed in IRM 3.30.50,
Reporting of Inventories Performance Evaluation Reporting System.

(2) Monthly computer-generated reports showing campus totals for dishonored
checks (DCF50) are to be used as the source data for input to the MISTLE
report. Daily computer generated reports (DCF) should be used as the source
data for reporting to the weekly MISTLE report.

(3) A report must be submitted showing the number of aged dishonored check
cases. The report must be submitted monthly, January through December. In
addition to the monthly reporting, weekly reports must be submitted beginning
the first week in March through the end of May. The report should include the
following:

a. The total number of ALL dishonored checks in the DCF inventory as of
the end of the reporting period. This should include bank problems and
manually deposited checks.

b. A count of ALL cases more than 21 days old by age: cases 22—65 days
old, and 66 or more days old. This should include bank problems and

Cat. No. 33875B (12-09-2024) Internal Revenue Manual 3.17.10.2.22
Any line marked with a # 33875140
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3.17.10.3

(12-04-2023)
Unidentified Remittance
File (URF)

3.17.10.3.1
(06-03-2016)
Overview

(4)

(1)

)

manually deposited checks. As of January 1 ,2002, these items are no
longer to be excluded but may be explained in comments.

c. Comments to explain why aged cases cannot be closed; an explanation
of why inventory levels remain consistently high, if applicable; and the
corrective actions being taken to resolve aged cases.

d. Monthly reports should reflect the inventory as of the last day of the
month. Weekly reports should reflect the inventory as of close of
business Thursday. As of January 1, 2002, the above aged information is
reported to the MISTLE eliminating the need for a paper report.

An weekly Inventory report, which is located on the Dishonored Check Share-
Point must be submitted by the close of business every Monday to the
Dishonored Check Headquarters analyst. The Dishonored Check SharePoint
link is; Dishonored Check Share Point - Home.

The Unidentified Remittance File (URF) is a separate file within IDRS contain-
ing all remittances received that cannot be immediately identified, applied or
associated to a specific taxpayer and/or tax period.

Form 2424 Account Adjustment Voucher is received in the Unidentified function
and reviewed for accuracy. If after review, it is determined to be a valid uniden-
tified receipt, F2424 is sent to RRACS for input. Cases received from RRACS
function, must be added to the URF within five workdays of receipt in the Un-
identified function. This procedure includes any action necessary to remove the
credit from its previous location. See IRM 3.17.10.3.3, Entering Unidentified
Remittance (UR) Cases on IDRS.

Note: Form 2424 debit processing may include three to six weeks for removal of

@)

(4)

(1)

)

the credit from Masterfile. Accounting requests that originators NOT
RESUBMIT Form 2424 to URF until 30 days from original submission to
allow the debit to post.

All CC URADD cases must be thoroughly researched to the standard outlined
in IRM 3.17.10, Initial Processing by UR Technicians. Substantial efforts to
attain this research standard must be initiated within two workdays of their
addition to the URF. IRM 3.17.10.3.2, Receiving Unidentified Remittance
Cases for exceptions.

Valid CC URAPL cases must be applied from the URF within one workday of
receipt of Form 8765, IDRS Control File Credit Application.

Each record within the URF contains the Unidentified Remittance (UR) control
number and amount of remittance. Other record elements may include type of
remittance, received date, check or money order number, telephone number,
bank name, taxpayer’'s name and address, taxpayer’s identifying number (if
known), and available payment and follow-up information.

URF provides a rapid research tool for payment tracing, which is available to
all areas serviced by the campus. It provides registers and listings for control-
ling and balancing. Since the remittance is under the control of IDRS while it is
unidentified, the unidentified portion of the Service Center Control File (SCCF)
is no longer required. However, once the payment is applied, the account falls
under regular SCCF control.

3.17.10.3
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(3)

Revenue Receipts information will be provided on a monthly basis from the
monthly URF Analysis. See IRM 3.17.10.3.17, Unidentified Remittance
Computer-Generated Reports for description of available URF computer
reports. The balancing operations will be performed by the Accounting
Balancing function or by designated personnel within the Unidentified Remit-
tance function. See IRM 3.17.10.3.18, Balancing Computer-Generated
Reports for balancing within the function.

UR records are established only by the Campus Cashier and Unidentified Re-
mittance functions. There are a number of different types of Unidentified
Cases: cases from Cashier function, UNKNOWN, Non-Master File, Rejects,
Statutes and Unpostables.

Using CC URAPL, application of UR credits may be made only by UR function
personnel and only to the module or for the purpose indicated by the taxpayer.
Personnel outside the UR function may complete Form 8765, IDRS Control
File Application, to request application from the URF.

Due to restrictions within the command codes, correction of erroneous records
using CC UROUT and URENT are restricted to the terminals located in the UR
functions located within Accounting. Instructions on the operation of IDRS and

use of the CCs are in IRM 2.4, IDRS Terminal Input.

The following steps must be taken in Receipt and Control Operations before a
remittance is added to the URF:

a. Perform IDRS research to identify the correct taxpayer account.

b. If IDRS is unavailable, keep work until research can be accomplished.
Photocopy front and back of original for later research, depositing the
original remittance.

c.  Entity Control tax examiner will assign Employer Identification Numbers
to BMF cases needing them.

d. If remittance cannot be identified through IDRS research and/or
telephone call per IRM 3.8.45.10.1, Manual Deposit Process, request
master file transcript for use by the UR function.

The IDRS URF contains four separate files on disk. They are the UR Name
File, UR Amount File, UR TIN File and UR Control Number File. (NOTE: The
UR TIN File stores data but cannot be used to retrieve information.) The paper
file will contain history sheet, the document, correspondence, photocopy of re-
mittance, etc. Subsequent IDRS activity with the URF is automatically recorded
by the computer, and, if appropriate, balance amounts are also adjusted, thus
becoming the official URF. A record will be removed from the open file at the
time the case is closed on IDRS.

Route closed cases to Files in folders other than IDRS source document
folders. Frequency and manner of transfer may be arranged locally between
the UR function and Files to ensure that records are retained as described in
Document 12990, Records and Information Management Records Control
Schedules.
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3.17.10.3.1.1
(12-09-2024)
Unidentified Remittance
Case File

3.17.10.3.1.2
(12-09-2024)

Trace ID Number for
Tracking Credits

(1)

(1)

The case file documents the attempts to resolve the identity of the credit to be
applied to the taxpayer’s account. The case file may include:

Copy of Form 2424

Copy of Form 3244

Copy of Form 2158

Copy of Form 8765

Copy of taxpayer’s check (front/back) or RTR print

Transcript of the taxpayer’s account

Electronic Federal Tax Payment System Transcript of the taxpayer’s
account

° Historical record of attempts to resolve identity

As of January 1, 2008, all credits/payments were assigned a Trace ID Number
for tracking purposes. The Custodial Detail Data Base (CDDB) was established
with the EFTPS payments January 1, 2006. CDDB will track all individual
payments that comprise a Deposit Ticket, balancing the individual transactions
against the Deposit Ticket totals, which have been entered in the RRACS
General Ledger. The Trace ID Number allows all credits/payments to be identi-
fied and added to the CDDB.

a. For systems that create a Deposit Ticket, a 14 character Trace ID
Number will be generated and printed on the Deposit Ticket.
b. Deposit Tickets manually created will receive a Trace ID Number through

BBTS.
(2) The format for a Trace ID Number that is to be included in all Deposit Tickets
(14 digits) and stamped on all Payment Transaction records (20 digits) is:
Parts Characters Definition
Site ID NN SP Campus FLC or another Site ID
System ID NN The values are identified as follows:

01 - EFTPS

02 - ISRP Payment Transactions

05 - Lockbox Bank Transactions

10 - SITLP Levy Payments

15 - Receipt Control Manual Deposits

20 - RRACS DCF Debit Voucher (DV)

25 - Accounting Deposit Ticket and DV

30 - FTD Deposit Ticket/Debit Voucher

35 - IDRS IA User Fee Sweep

40 - Automated Insolvency Manual DT

45 - Automated Offer in Compromise Manual DT
50 - ITIN

55 - Field Assistance (Share) Function, Taxpayer Assistance
Center

Deposit Date

YYYYDDD Julian Date

Seq Number NNN For each Deposit Date, begin with 001 and increment each
Deposit by 1.
3.17.10.3.1.1 Internal Revenue Manual Cat. No. 33875B (12-09-2024)
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Parts Characters Definition
Transaction Seq NNNNNN Or For each payment summarized in a Deposit Ticket, beginning
Number zero with 000001, sequentially increment the Transaction Seq
Number.
Note: Last field for detail payment transaction record (6
characters).

Note: IRM 3.17.10.2.4.2, Trace ID Number for more information on the Trace ID

3)

3.17.10.3.2 (1)
(06-12-2024)

Receiving Unidentified
Remittance Cases

format.

Each payment added to the URF with CC URADD, will need the Trace ID as-
sociated with the payment on Master File. The Trace ID Number for a payment
can be identified on IDRS using CC TXMOD. If the payment is from ISRP,
RPS or Lockbox, use RTR to find the Trace ID. Once the Trace ID Number is
identified it must be transcribed onto the payment document. The Trace ID
Number should also be annotated on Form 2424 transferred to URF.

Receive Unidentified Remittance (UR) Cases and URADD Transaction
Register (URF 03) from Perfection function. The UR cases will include letters,
envelopes, and all case material received from the taxpayer (except the remit-
tance), as well as copies of items such as money orders, cashier checks,
government checks or illegible remittances. Other information hand copied
from the remittance will be either the complete name and address or the check
number in those cases in which the photocopy of the remittance is not
included in the file.

Note: Beginning January 9, 2012, Lockbox incomplete remittance documents (also

known as unprocessables) will no longer be routed to Receipt and Control
Payment Perfection for resolution. These cases will be routed to Error Reso-
lution (ERS) for research. If ERS is unable to resolve the payment, they will
be routed through Rejects to URF. These receipts should include the same
backup documentation information as above including letters, envelopes, and
all case material received from the taxpayer if available.

a. On August 3, 2020, the new letter 6268 (formerly Form 3731C) and
Spanish versions of forms and letters are available to print. The genera-
tion of the Spanish versions of letters is accomplished by the input of the
new notice indicator “E”.

b.  When the Perfection function in Receipt and Control Operations adds the
unidentified remittance to the URF, a three part letter (Letter 6268/Letter
6268 (SP)) can be generated through IDRS. Parts 1 and 2 are mailed to
the taxpayer; in every case, complete IDRS research must be performed
in the Unidentified Remittance function before the Letter 6268/Letter
6268 (SP) (Parts 1 and 2) is sent to the taxpayer. Part 3 is used as a
history sheet. See Figure 3.17.10-31, Unidentified Remittance History
Sheet.
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Unidentified Remittance History Sheet

Unidentified Remittance
History Sheet

Mary Cypress Date of this Letter
201 Hayes Ln

Kansas City, KS 66110

08-27-20XX

Document Locator Number
If you inquire about your > 00009-230-10021-X
account, please refer to this
number or attach this letter.

Date Remarks
8-23 |Recd
CC NAMEL, NAMEB, RTR, unable to locate
8-24 | White Pages
8-25 | CALLED (913) 555-0010, NO ANSWER, 8:30AM - 2:30 PM
3731 SENT
Enclosures:
Copy of this letter
Envelope Date Payment Received............ccccocoivnenne. 08-11-20XX
Kind of Payment ... Money Order
Amount of Payment ... $1,500.00
Social Security or Employer Identification
Number Shown on Payment .......................... NNN-NN-6234
Reply to:

INTERNAL REVENUE SUBMISSION PROCESSING CAMPUS
ATTN: UNIDENTIFIED REMITTANCE

FUNCTION

KANSAS CITY, MO 64999

Form 3731 (C) (Rev. 8-88)

Figure 3.17.10-31 Unidentified Remittance History Sheet

c. UR cases received from Receipt and Control have been numbered with
unique document locator numbers (DLNs) showing Tax Class “0” and
Document Code “09”. UR block numbers assigned in Receipt and Control
are limited to 000 through 499. Figure 3.17.10-32, Unidentified Remit-
tance DLN. The campus number or a “dump” file location code should
not be used to form the UR DLN.

3.17.10.3.2

Internal Revenue Manual Cat. No. 33875B (12-09-2024)
33875061 Any line marked with a #
is for Official Use Only



Dishonored Check File (DCF) and Unidentified Remittance
File (URF) 3.17.10 page 99

d. Cases received with out of campus DLNs should not be transferred to
the campus that received the payment. Add the credit to the URF using
the “dump” file location code.

Unidentified Remittance DLN

DLN 0{ (f 0{ 2?6 0?0 0{ )I(
File Tax Document Julian Block Serial Year
Location Class Code Date Number Number Digit

Figure 3.17.10-32 Unidentified Remittance DLN

e. Upon receipt of Unidentified Remittances annotated as “ACS” or “levy,”
research to identify and apply the credits to their correct accounts.
Should research be unsuccessful or procedural questions arise on these
or other cases resulting from Collection action, contact Compliance
Services Collection Operations for assistance.

f.  If the Perfection function is unable to locate a valid SSN to apply
payments received with obsolete Form 942, Employer’s Quarterly Federal
Tax Return for Household Employees, the credits will be transferred to the
URF. The UR function should not perform research on these cases and
Letter 6268/Form 6268 (SP) should not be issued to the taxpayer. The
Error Resolution function will correspond with the taxpayer to determine
the disposition of the payment. Existing UR refund and application proce-
dures should be followed.

Receive “UNKNOWN” Cases from Cashier function. These cases are deter-
mined to be unknown (UNKN) when there is no taxpayer information, or the
handwriting is illegible. All UNKNOWN cases should have copies of all docu-
mentation received. These cases have been numbered with a UR DLN of the
type shown above. A history sheet will be attached to each of these cases
before assignment to the UR technicians; a blank Part 3 of Form 3731/Form
3731 (SP) may be used for this purpose.

Receive and process credits transferred from Nullified Unpostables and/or
Reject functions to the URF. You will receive original documents together with
the adding machine tape totaling dollar amount of each document attached. A
Nullified Distribution Listing will be received in the unit for Unpostable Resolu-
tion Code 8, Nullify Area Code 40 cases; the listing includes the following
information for each item shown: master file, DLN, TIN, name control, MFT, tax
period, amount. See IRM 3.12.32, General Unpostables, for further description
of GUF 55-47 listing. The unit is responsible for securing cases shown on the
listing for input to URF.

Receive and process transfers from IMF, BMF and NMF accounts to the URF
using Form 2424, Account Adjustment Voucher. See Figure 3.17.10-33, Form
2424, Account Adjustment Voucher.
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Form 2424, Account Adjustment Voucher

Account Adjustment Voucher

Name and address

O wALL

Debit

Name and address

Spouse ind.

X-ref, TIN 0 X-ref, MFT ] Document Locator Number
000-00-1257

Plan Report Number 0 30 00224'195'40110'X 0

i © [HEHNOFEO " 55150

MFT code }Form 813 amount

o 00217-180-20005-X

Q 00-02-2007102-001-000001

% Plan Report Number
@ 0 4620 Account Tax period | Transaction date |Desg. Pymt J1st T.C. Credit amount o
5 code 55.75
2nd T.C. Amount 3rd T.C. Credit amount
i Dat d
xpanztion () Payment does not belong to taxpayer Bypass | Deleprepare

6-22-20XX 0

Indicator

D Prepared by

C.B 0

Form 2424 (Rev. 2-2007)
Catalog Number 21670G

Department of the Treasury
Internal Revenue Service

Part 1-Credit Copy
PINK

Note: Form 2424 is a duplicate form with the Debit Copy being a carbon copy of the credit copy.
Figure 3.17.10-33 Form 2424, Account Adjustment Voucher

Item # Description
a DLN for Form 2424 to post the debit to the master file.

Note: Accounting use only, originator will leave blank.

b-h Taxpayer and remittance data used to define the payment.

b. Name Control.

c. TIN.

d. DLN.

e. Cross Reference Tax Period.

f. Transaction Date.

g. Primary Transaction Code.

h. Debit Amount.

Note: The correct Name Control, TIN, MFT, Tax Period,
Transaction Date, and corresponding debit transac-
tion code are required for proper posting to the
master file.

[ Enter 4620 Account (Unidentified Remittance)
] Amount of credit to be added to the URF. This must equal

the amount in h.

k Reason the credit is being transferred to the URF.
I DLN of the payment.
3.17.10.3.2 Internal Revenue Manual Cat. No. 33875B (12-09-2024)
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Item # Description

m-n Preparer information.
m. Date prepared.
n. Preparer's name.

o) Trace ID Number

(5) Cases will be received with complete documentation and back-up as follows: If
incomplete documentation is received, return the case to the submitting unit.

a. A hard copy of the IMFOL or BMFOL screen showing the credit being
transferred must be attached to Form 2424. The IMFOL or BMFOL data
can be dated no more than seven days prior to the receipt date in the
URF/XSF Unit.

b. Taxpayer's reply copy of the document ordered from Files and other
pertinent information about the case.

c. Research history sheet indicating the research performed and the results,
taxpayer contact and responses along with dates actions are taken.
Statute credits are exempt from this requirement.

d. If available, attach a copy of the check.

e. The remarks section must show why the credit is being directed to URF.
An IRM reference only, is not acceptable.

f.  The payment DLN and the Trace ID must also be indicated in the remarks
section.

(6) Undeliverable refund checks will be transferred to the Unidentified Remittance
account when the undeliverable refund check cannot be released through
research or correspondence with the taxpayer.

a. URF will search for a better address using various research tools. If a
new address is located, update URF with the new address using CC
URENT. Contact the taxpayer by letter.

b. If a reply is received, resolve the case according to the taxpayer’s
request.

c. If the credit cannot be applied through research or correspondence, or if
no reply, it will remain in the URF.

Note: If the taxpayer requests that the payment is refunded or applied to a tax
module, make sure that the case is documented.

(7) Unapplied payments can be received from Entity Control function, either
directly or through Rejects, which represent payments received from filers who

are not liable.
Example:
If ... And ...
Form 940 the entity is not liable for FUTA tax.
Cat. No. 33875B (12-09-2024) Internal Revenue Manual 3.17.10.3.2
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If ... And ...

Form 1120/Form 1065 Form 8832 has not been filed or has been
filed but not accepted. (Taxpayers with Form
1065 filing requirements who want to be re-
classified as a Form 1120 filer.)

Note: The Entity Control function is responsible for informing the taxpayer that they

are not liable and will be receiving a refund if they owe no other tax liabili-
ties.

a. The UR function will receive for each case: a copy of the return, if
available; a copy of the FTD coupon (if applicable); and Form 3244
annotated that the taxpayer is not liable, and the credit is to be refunded.

Note: The RTR print may be used in lieu of preparing Form 3244.

b. These cases must be added to the URF via CC URADD and manually
refunded via CC URREF, see IRM 3.17.10.3.11, Manually Refunding
from URF or applied via CC FMAPL/URAPL IRM 3.17.10.3.10, Applying
Credit to a Taxpayer’s Account to any outstanding balances (OBL),
found on IMFOL/BMFOL within seven workdays of their receipt. When
applying to an OBL, use CC URAPL to generate Letter 2349/Letter 2349
(SP) to explain the disposition of the taxpayer’s credit.

Note: For BMF not liable cases only, if the account has an outstanding balance

(OBL) and -E Freeze, refund the payment and do not apply or offset unless
the TC 150 amount is the exact amount of the credit in URF. See IRM
3.14.2.7.5.6, Rollback Freeze (-E), for more information.

(8) The State Income Tax Levy Program (SITLP) is a Collection program which

uses state income tax refunds as levy sources on delinquent taxpayers. If a
state sends money to the IRS that was in error due to a tape problem that was
not corrected upon receipt, the funds will be transferred to the Unidentified Re-
mittance File for refunding to the state. Extensive documentation and
supporting correspondence from the state should accompany the refund
request (Form 8765) received from Collection. Any questions or problems con-
cerning the refunding of SITLP monies should be directed to the initiator of the
Form 8765.

Note: SITLP payments should not be added to the URF if the money has already

been refunded to the taxpayer. SITLP payments cannot be refunded if the
payment created an overpayment and was subsequently refunded to the
taxpayer.

Note: Only the portion of the offset used against the open liability should be

refunded. If too much time has passed, the unused portion of the original
offset may have already been refunded to the taxpayer. If so, the state will
recover directly from the taxpayer. See IRM 5.19.9.2.6.5, Refunding
Erroneous SITLP Payments, for more information.

(9) Occasional cases, particularly those received from Unpostables, may be too

old to add to the URF. (See criteria in IRM 3.17.10, Receiving Statute
Credits). Exhibit 3.17.10-7 These cases must be added to Account 6800,
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Excess Collections, for accounting purposes. Return these documents to the
originator with an explanation that they are to be added to the XSF using Form
8758, Excess Collections File Addition.

(10) Do not accept documents numbered with doc codes 48, 58 or 65, even with
current year DLN. These credits belong in XSF. Return these documents to the
originator with an explanation that they are to be added to XSF using Form
8758, Excess Collections File Addition.

(11) Do not accept pre-posted documents representing nullified unpostable or
rejected, redeposited, undelivered refund checks or deposited cancelled refund
checks (doc code 45, transaction codes 740 or 841). These credits belong in
Account 4970, Unapplied Refund Reversal. Return these documents to the
originator with an explanation that they are to be added to Account 4970 using
Form 3809, Miscellaneous Adjustment Voucher.

(12) Cases will be received from Rejects which represent erroneously filed remit-
tances on Form 8752, Required Payment or Refund under Section 7519.
Unpostables will have determined that these taxpayers are not liable and will
have notified them of that fact. These cases may represent erroneously filed
remittances from personal service corporations; Form 1120 filers where a TC
090 is on the account, no TC 055 is present, and the taxpayer has not replied
when asked for a copy of an approved Form 8716; or other like situations.
These cases must be added to URF via CC URADD and manually refunded

(13) As of April 2000, cases are no longer received from Account Maintenance (AM)
and Collection when taxpayers do not respond to requests for returns when
only a payment/credit is present on the taxpayer’s account unless the statute
has expired for either assessment or credit/refund. This includes AM-12 and
AM-18 transcripts only. Exception to AM-18: Accounts with a TC 594, TC 599
or credits with DPCs of 04, 05, 16, 18, 20, or 21. Collection should try to
contact the taxpayer prior to any money being moved to URF.

(14) Cases will be received which represent remittances received with Form 1065B.
These credits should be added to the URF without further research and no
attempt should be made to contact the taxpayer.

(15) Cases should no longer be received which represent remittances received with
Form 5329 (MFT 29) unless there is insufficient information to locate the tax-
payer’s account. Per IRM 3.8.45.6.6, Manual Deposit Process, these MFT 29
credits should be processed through RRPS/ISRP. If the taxpayer’s account
cannot be located, a Form 3244, Payment Posting Voucher, will be prepared
with a copy of the Form 5329 to move the credit to URF.

(16) Cases will be received which represent erroneous refunds caused by
misrouted direct deposits.

1. If the person who received the direct deposited refund provides the name
of the person who should have received the refund, research for the TIN.

2. Ifthe TIN is found, apply the payment to the correct taxpayer’'s account
with TC 720 via Form 3245, Posting Voucher-Refund Cancellation or
Repayment, to hold the credit.
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(17)

(18)

(19)

Note: TC 720 should create a P- freeze on the taxpayer’s account. It will
also generate a transcript to Refund Inquiry. The Refund Inquiry
function will determine the cause of the Erroneous Direct Deposit
Refund and issue the refund.

3. If the name is not provided or the TIN is not found, contact the taxpayer
who sent the refund back for more information. The name and TIN of the
person who should have received the refund may have been listed on
the bank statement of the person who received the refund. If the
taxpayer responds with the name, follow 1. and 2. above.

4. If the credit cannot be applied through research or correspondence, or if
no reply, it will remain in the URF.

Cases will be received which represent returned refunds from the bank for
Refund Anticipation Loans (RAL) or Refund Anticipation Checks (RAC).

1. If the bank sends a check to IRS to repay refunds sent to them for RAL
or RAC, check the stub for the taxpayer’s information.

2. If attached and the taxpayer’s information is available, apply the payment
to the correct taxpayer’s account with TC 720 via Form 3245 to hold the
credit.

Note: TC 720 should create a P- freeze on the taxpayer’s account. It will
also generate a transcript to Refund Inquiry. The Refund Inquiry
Unit will review the case and issue the refund.

3.  When the bank returns a refund and a TC 841 has already posted to the
SSN, check for an assigned Temp or IRSN number for the application.

4. If the taxpayer’s identity is not known, contact the bank for taxpayer infor-
mation. See Exhibit 21.4.1-3, Most Common Refund Anticipation Loan
Banks in IRM 21.4.1, Refund Research. If the bank provides the name
and TIN, follow 2 above.

5. If the credit cannot be applied through research or correspondence, or if
no reply, it will remain in the URF.

Credits will be added to IDEN status when:

a. Credit is identified but cannot be applied (i.e., Legal or procedural instruc-
tions); or,

b.  No further action can be taken by URF (i.e., Research has been
completed or exhausted and there is insufficient taxpayer information).

Fresno and Cincinnati URF received deposits dated December 1, 2011,
through April 30, 2012, which represented returned refunds from various banks
included in the IVO (Integrity Income Verification Operation, formerly AMTAP)
External Bank Leads program. IVO employees performed research and bank
contact to resolve the refunds. IVO used Form 3245 for application of the
returned refunds.

a. If IVO was unable to identify and apply the credit from the original
deposit, the case was routed to URF as External Leads Processing
(ELP) on a Form 3244.

b. If conditions on the account prevented the posting of the credit from
Form 3245, it should have been received in URF from Unpostables.

c. Contact IVO to resolve the Unpostable credit. If, after research, IVO says
they are unable to identify and apply the credit through research with the
bank, add the credit to the URF as IDEN.
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d.  The credit will remain in URF unless IVO reverses their entry.

e. If the deposit is dated after May 1, 2012, transfer the credit to the 4430/
4971 account. The remarks should include “ELP deposited after May 1,
2012,

f.  If the deposit is dated after December 1, 2012, transfer the credit to the
4971 account. The remarks should include “ELP deposited in error after
December 1, 2012”".

(20) Offshore Voluntary Disclosure Payments are consolidated to AUSC, but occa-
sionally payments will be received at other SPC’s. When a payment has been
identified as OVDP, forward the payment to Austin Accounting, using Form
2158, Credit Transfer Voucher.

(21) Form 2424 will be received for Bankruptcy payments that the service is entitled
to per IRM 5.9.15.2.2, Payments In Bankruptcy. Add the credit to URF with
status “IDEN”. Remarks on Form 2424 will be annotated, "This credit is a
bankruptcy payment and should not be refunded or applied.” Also, the
form must say, “No follow-up action with taxpayer is required”, and a TC
520 must be posted to the account so the service will not try to contact the
debtor. If the remarks do not state this, work case as an unidentified remit-
tance. A hard copy of the TXMODA or IMFOLT/BMFOLT screen print showing
the credit being transferred must be attached to the Form 2424. The TXMODA
or IMFOLT/BMFOLT can be dated no more than seven days prior to the receipt
date in the URF unit.

(22) No reply to Letter 18C cases will be received when a freeze is set for missing
information on a refund claim on a decedent return. For information on
Decedent returns, see IRM 21.6.6.4.22.2, Processing Decedent Account

Refund.
3.17.10.3.2.1 (1) Identity theft can affect tax administration in two primary ways:
(01-01-2023) , . : .
Identity (ID)Theft- a. Employment Related-This occurs when the identity thief uses the

victim’s Social Security Number (SSN) to obtain employment, resulting in
what may appear as unreported income under the victim’s account.

b. Refund Related-This occurs when the identity thief uses the victim’s
SSN to file a false federal income tax return to obtain funds. See IRM
25.23.1 Identity Protection and Victim Assistance, and IRM 25.23.2,
Identity Protection and Victim Assistance-General Case Processing.

c. Business Related-BMF identity theft is defined as creating, using or
trying to use a business’s identifying information, without authority to
obtain tax benefits. See IRM 25.23.9, Business Master File (BMF)
Identity Theft Processing.

General Instructions

(2) The originator of the case will have established that identity theft has occurred
prior to the request for the credit/payment to be added to URF. Examples of
cases may include:

a. Payments from a taxpayer using another SSN for employment purposes
and the true owner of the payments cannot be identified.
Cat. No. 33875B (12-09-2024) Internal Revenue Manual 3.17.10.3.2.1

Any line marked with a #
is for Official Use Only




page 106

3.17 Accounting and Data Control

3.17.10.3.2.2
(01-01-2013)
Processing Instaliment
Agreement User Fees
(IAUF)

b.  Credits from a refund return where the taxpayer is using another SSN for
employment purposes and the true SSN cannot be established.

c. Credits from a returned or cancelled refund where the true SSN owner
cannot be identified.

Note: Wrongful Levy cases will be added to XSF after they are one year old. See
IRM 3.17.220.2.13(7), Excess Collections File.

(3) Review incoming Forms 2424 labeled as ID Theft for:

a. Complete research and documentation attached including any x-ref SSN
information.
b.  Explanation of why credit/payment cannot be applied.

If Then
There is no resolution for the Add credit as status code IDEN
payment/credit:
° and the source of the credit
cannot be legally applied
o because the true SSN
owner cannot be identified
° because the true owner of
a payment cannot be
located
Further action by URF personnel | Add credit as status code OPEN
may resolve the credit/payment

(4) If there is evidence or documentation that the return may be potentially fraudu-
lent and there is no evidence on the account that the return has ever been
reviewed or referred to IVO/CI/Exam or Frivolous, add to URF and contact HQ
Accounting to refer the return to the RICS organization.

(5) Occasionally after research or taxpayer contact, a payment may be identified
as belonging to the “true” victim of identity theft. Check IDRS for ID theft
control categories or ID theft IDRS controls indicating a case is being worked.
See IRM 25.23.2-16 IDTVA IDRS Category Controls by Function.

a. If the account has an active control, contact the IDRS control owner and
let them know of the payment in the URF.

b. If the control has been closed and the account is in balance due for the
amount of the payment, apply out of URF.

c. If further help is needed to resolve your case for open or closed ID Theft
cases, send F4442 using the point of contact listing found on SERP at
IDTVA Contacts.

Note: Do not apply any payments to MFT 32 as it is a new master file set up by
RICS to house ID Theft returns.

(1) Beginning January 1, 2010, Installment Agreement User Fees are processed
systemically by a weekly IDRS Correction Run known as the User Fee Sweep.
IDRS research for Installment Agreement User Fees is no longer necessary.
Apply the full amount of the payment to the taxpayer’s account using the
correct payment transaction code.

3.17.10.3.2.2
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3.17.10.3.2.2.1 (1)
(01-01-2013)

Receiving Statute

Credits

3.17.10.3.2.2.2 (1)
(01-01-2013)

Processing Payment
Expired CSED
(PMTEXPCSED) Credits

Do not accept documented “true” statute cases meeting the following criteria:

a. Payment received with Form 1040X or other amended return filed after
expiration of the statute of limitations for assessment on the original
return.

b. Payment received with timely filed Form 1040X or other amended return
but, due to IRS error, the assessment of more liability was not made
before expiration of the statute of limitations for assessment.

c. Payment received for more liability timely determined by Examination but,
due to IRS error, the assessment of more liability was not made before
expiration of the statute of limitations for assessment.

Documented credits meeting the above criteria that are less than one year old
from the IRS-received dates, are to be returned to the originator with an expla-
nation that these credits are to be added to the XSF using Form 8758. “True”
statute credits do not require further research by URF function.

If there is insufficient documentation to determine if the credits meet the above
criteria, add to URF with the source code “ST” and the status code “IDEN” until
documentation is submitted.

a. If sufficient documentation is received and the credits meet the above
criteria, transfer to XSF using CC URAPL “T” and on Line 9, annotate
TRANSFER TO 6800 A/C STATUTE CREDIT.

b. Receive the generated Form 4830 for the transaction the following day.
Send the yellow copy of the Form 4830 to the RRACS function as
back-up for the debit to Account 4620, Unidentified Remittances.
Renumber the white copy of the Form 4830 with “568” doc code and a
blocking series in excess of “799”. Associate the renumbered Form 4830
with the correct URF case file and hand carry to the XSF manager.

Take care to recognize situations in which a “new” credit has been erroneously
associated with an “old” tax module which has created the “statute” situation,
i.e., credit comparatively too large or small for usual liability. When in doubt
whether a credit belongs to a particular entity, CC ESTAB for the payment
document and secure complete MFTRA. An erroneously associated credit is
not a “true” statute and should be worked as any other UR case.

A Payment Expired CSED (PMTEXPCSED) transcript will generate when a
payment is applied to a module after the Collection Statute Expiration Date
(CSED) has expired.

a. When the CSED expires on a balance due account, any balance due
remaining on the module is systemically “written off” with TC 608.

b. A payment collected after the expiration of CSED is an overpayment for
which the taxpayer is entitled to have credited or refunded. The IRS must
receive authorization from the taxpayer for disposition of the payment.

When a payment is received on a CSED account a TC 609 will post to reverse
the TC 608. The new TC 608 balance will be recomputed after subtracting the
payment.
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3.17.10.3.3
(01-01-2013)

Entering Unidentified
Remittance (UR) Cases
on IDRS

@)

(4)

(5)

(1)

)

@)

Compliance Services Collection Operation (CSCO) will perform all necessary
research and correspondence according to IRM 5.19.10.5.2, Collection
Operation Programs/PMTEXPCSED Transcripts. The payments will be applied
or refunded per reply to Letter 672C.

If there is no reply to Letter 672C, the payment will be sent to be added to the
URF via Form 2424 if the payment date is less than one year old. CSCO will
attach the transcript and IDRS prints to the Form 2424.

a. If there is an unreversed TC 608 in the module, add the payment to the
URF.

Note: The account will be in debit status but the unpostable condition will
be bypassed as long as there is an unreversed TC 608 in the
module.

Note: If the payment date is more than a year old, return the case to the
originator. Form 8758 (with documentation) must be prepared for
addition to the Excess Collection File (XSF).

b. If there is not an unreversed TC 608, return the case to the originator so
that the payment can be transferred to a full paid account.

Add the case to the URF using Source Code P2 and Status Code IDEN. If a
late response is received by CSCO they will prepare Form 8765 to show the
application of the credit.

a. If the taxpayer responds to apply the payment to the CSED module,
apply the credit and use DPC 14 (Authorization given by taxpayer to
apply payment to expired CSED account).

b. If the taxpayer responds to apply the payment to another module, do so.

Note: Do not apply the credit to another module unless requested by the
taxpayer.

c. If the taxpayer requests a refund of the payment, refund the payment.
d. If the taxpayer requests that the payment be other than refunded, or
applied to the CSED module, make sure that the case is documented.

Cases added to the URF may have an IRS-received date no earlier than one
calendar year before the current date. For example, on February 11, 2007, a
credit other than doc codes 48, 58 or 65 and true statute cases, received by
February 11, 2006, or later may be added to URF. The IRS-received date
should be the Return Due Date (including any extensions of time to file) for
Transaction Code 806 (withholding and excess FICA payments). Use the
actual IRS received date, i.e., the earliest date recorded by any IRS office, for
all other credits.

CC URADD will show a generated running subtotal of items and total money
being entered. After all cases have been added, compare the totals by
verifying item count and amounts on the IDRS screen with those on the adding
machine tape.

If the amounts do not agree, locate the erroneous record using CC URINQ and
correct it by using CC UROUT “Z”. For an example of how to void a UR record
see Exhibit 3.17.10-10.

3.17.10.3.3
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(4)

(5)

3.17.10.3.4 (1)
(01-01-2013)

Working Procedures for @)
Preliminary Processing 3)
Clerks

3.17.10.3.4.1 (1)
(12-09-2024)

Perform Initial IDRS
Terminal Operations

A history sheet will be attached to each case before assignment to the UR
Technicians.

Add cases to the URF by entering CC FMADD and transmitting. Input “C” in
position 7 only to request a new CC URADD format when the running item
count and dollar amount must be retained. The valid response is the CC
URADD format. See Exhibit 3.17.10-7

Verify the case count on URFO3 listing.
Large dollar cases will be worked first.

Credits under $1.00 can be transferred to Account 6540, Small Debits and
Credits Cleared. Use CC URAPL “T” to transfer credits under $1.00. See
Exhibit 3.17.10-12 for an example of CC URAPL “T".

Research IDRS using all available Command Codes (CCs). IRM 3.17.10,
Command Codes to Research lists CCs that might be helpful. See IRM 2.4,
IDRS Terminal Inquiries. Documentation of actions taken, pending actions,
telephone calls, copies of letters, IDRS employee number, case assignment/
reassignment, etc. must be annotated on the History Sheet and be retained in
the case file. All actions must be dated and recorded in detail on the History
Sheet and must be legible

When research reveals that a UR record has an erroneous name, use CC
URENT to correct the name on the UR record. See Exhibit 3.17.10-9

When taxpayer correspondence positively indicates an address change, use
CC INOLE or ENMOD to research current entity information. If the address
needs to be changed, use CC ENREQ with CC INCHG (IMF) or CC BNCHG
(BMF) to record the updated information on master file. Update address on
URF record using CC URENT.

Close case by applying credit, if possible, and record this action on the history
sheet. Determine the correct application to be made and input information on
IDRS with CC FMAPL/URAPL. This information will become a part of the UR
record. The record status will automatically be changed to CLOS when the
entire credit has been applied. IRM 3.17.10.3.10, Applying Credit to a Tax-
payer’s Account for complete instructions. See Exhibit 3.17.10-12 for CCs
FMAPL and URAPL.

a. Use CC FMAPL to generate CC URAPL format.

b. Use CC URAPL “M” to apply credit to Master File accounts. Online credit
posting will be computer-generated to the correct tax module.

c. Use CC URAPL “N” to apply credit to an NMF account.

d. Use CC URAPL “T” to make a transfer of fund application.

Use the CC FRM77 format to input specified transactions to any file in IDRS.
This may be used to input TC 570 to freeze credit which would be necessary if
secondary transaction code TC 570 had been omitted when the credit was
applied initially. TC 570 may also be used to correct an erroneous transaction.
For example: If a TC 670 was used instead of a TC 640 on an Examination
Case, you will need to input a TC 570 to freeze the credit so it will not refund.
If TC 570 was input in error, a TC 571 should be input to release the freeze.
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3.17.10.3.4.1 1
(12-09-2024)
Routing Attachments

(1)

a. The input of CC REQ77 generates the CC FRM77 format. CC TXMOD
for specific period needing TC 570 or TC 571 must precede CC REQ77.
To request a CC FRM77 format, follow these steps:

Input CC TXMOD with definer, TIN, MFT, Tax Period and transmit.

The response is Page 1 of the TXMOD.

Input CC REQ77.

If CC TXMODA brings up the Information, then lines 2 and 3 are not
necessary, only REQ77.

The valid response to CCs TXMOD and REQ77 is a display of the CC

FRM77 format. The required data will be entered after the prompts in the

CC FRM77 format.

g. Correspondence must be answered within 30 calendar days of the
earliest “IRS-received” date, however, every effort should be made to
provide quality responses in less time. If it is not possible to respond
within this time period, send an interim response which includes the
reason for the delay, when a final response may be expected, and an
employee contact. See IRM 3.30.123, Processing Timeliness: Cycles,
Criteria, Critical Dates. Record this action on the history sheet.

PoovT

—n

Mail Letter 6268/Letter 6268 (SP) on all cases with complete address informa-
tion that cannot be closed by IDRS research or telephone contact. The IDRS
system generates Letter 6268/Letter 6268 (SP) at the time the unidentified re-
mittance is added to the URF by Receipt and Control. See Figure 3.17.10-34,
Completed Form 3731 (C). Destroy the generated Letter 6268/Letter 6268
(SP) when such correspondence is not necessary, i.e., if information is
obtained from the taxpayer by telephone or if the case is closed by IDRS
research.

3.17.10.3.4.1.1
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Letter 6268 and Form 3731

Dapartment of the Treasury
internal Revenue Service

IRS

Terty & Alice Morgan
5152 AppaloosaLn
Dallag, TX 75260

Drowr Tanpaver

‘!)aw payment recelverd:
Payoent type:
3‘(&} fvent arnoung:
- Social %mmy ar {:mgﬁ{wer idmmf" cation sumbier shows on payment:

i bﬂuw within 1 d:wx from the dalie of this letter, 5o we-dan pmpvz«:ri

Wyou have questions, vou mn call BG&J—S’*M}?

: for individual acvounts
- Be sure 1o state the g & .

5 b HE o s

W received youl payment, Mﬁmﬂwﬁ below, but we nesd mone mfmmmmn o credit it property

I’ loase f1out the parts on the back of ihiis better that describe this pas
dit the payment,

i

Dt
07/29/20XX

Dotirment iocskol numbr
00001-105-00001-X

T8 you Dnguine il yous actount, plesse
velir t il oinnberor atiach s leliée

OJ/OQ/’ZOXX
- check
$1,800.00]
000-00-2211.

e et it {o us at e mdmw

o1 BO0-B26-4833 for business adcoutits,

- shown at the botk

it et

Keepra copy of this

Fam 3731
wamusw ‘?vm;

Umdenﬁﬁed Rem;ttanne Nntme

Thank you for your
. Tk R g

Terry & Alice Morgan

U Dament Lonsy Nmnw 0L N‘)

00001-105-00001-X

Parcl:
- S ponetarlenl thes papinei i . e
s * Unidentifiad Rarmittance History Shest ; i
: . Parkit Togysr iame - Hipeirient Lagatar Swnbet DLN) -
Enclosires: - o WE—— Terry & Allce Morgan - 00001-105-00001-X
C{) of thig Tetier | e e Tanpapsr adiess . Lo :
““T”i 3 L - 5152 Appaloosa Ln Dallas, TX 75260 o
Envelupe ml it gyt revshe Payrad bpe Fuyimant dvint
i g : iy ! . § i
Reply 1o it i Bl i i . 04-08-20XX . Check $1,800.00
g - S8 TR ‘*-»mmiﬁmxmmammm Hlebifioatan wmmz b S et BN
L] Part i
10 i - 000-00-2211 ;
s aenieg . : Remars:

Figure 3.17.10-34 Completed Form 3731(C)

@)

On closed cases, ro

inability to pay or req
Services Collection O

a. If no action is

ute any documents and correspondence pertaining to
uests for payment agreements to the Compliance
perations.

required on the account by the UR Function, route all

related correspondence to Collection.
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3.17 Accounting and Data Control

3.17.10.3.5
(12-09-2024)
Initial Processing by UR

@)

(4)

(5)
(6)

(1)

b. If action is required on the part of the UR Function, route a copy of the
correspondence to Collection. Ensure the IRS received date is legible.

c.  When correspondence is routed to Collection, follow local procedures for
sending an interim letter to the taxpayer.

Route any loose pages of Forms 1040, U.S. Individual Income Tax Return, or
related schedules to the Document Services (Adjustments First Read) function.

Route all correspondence that cannot be appropriately answered by the Ac-
counting function to the correct area per campus mail guide.

Route all applications for extensions to Code and Edit function.
The remaining open cases may be assigned to designated UR Technicians for

more detailed research.

Receive, count and record all new cases on desk inventory if cases have been
reassigned for more detailed work.

Technicians (2) Review cases before they are filed in the open file.
Note: The filing order may vary between individual Unidentified Remittance
Functions.

a. Review for cases needing an interim reply to the taxpayer. Correspon-
dence must be answered within 30 calendar days of the earliest “IRS-
received” date, however, every effort should be made to provide
quality responses in less time. If it is not possible to respond within
this time limitation, you should send Letter 96C containing correct infor-
mation as described in IRM 3.17.10, Processing Taxpayer
Correspondence and Other Responses. Also see IRM 3.30.123, Pro-
cessing Timeliness: Cycles, Criteria, Critical Dates.

b. Review for cases that can be closed without more research. The Cashier
function or the Preliminary Processing Clerks may have missed
something that would allow immediate application.

c. Check for cases that can be identified as a payment for another govern-
ment agency or other payee. See IRM 3.17.10.3.11, Manually
Refunding from URF for further instructions.

d. Check for cases that can be identified as an Automated Underreporter
payment, indicated by transaction code 922 for IMF and transaction code
925 for BMF.

(8) Review all other cases and determine, if possible, how to research each case.

Example: Cases may be IMF, BMF, Reject, etc.

(4) An in-depth review and analysis will be necessary before the payment can be
applied accurately. Research all cases on IDRS using all available pertinent
CCs. The correct TIN may be located, or a pattern of payments may be estab-
lished using the various command codes for payment application. Research all
cases on IDRS using all available pertinent CCs. IDRS is the place to begin
your research. Command Codes which may be helpful are:

a. TXMOD to research specific tax modules which contain pending and
posted transactions; and to determine the status of an account.
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Any line marked with a #
is for Official Use Only



Dishonored Check File (DCF) and Unidentified Remittance

File (URF) 3.17.10

page 113

©>= 37

LT

t.
u.
V.

SUMRY to review pending transactions and currently active tax modules
under a specific TIN.
NAMES to research a nationwide database (Name Search Facility (NSF)
at ECC-MTB) of taxpayers’ SSNs or NAMEE to research a nationwide
database of EINs. NAMEI (IMF) and NAMEB access the NSF of names
and addresses to locate an SSN or an EIN. NAMES and NAMEI search
for both the primary and secondary filer names. The hardcopy options
are NAMEIX and NAMEBX.
FINDE to research the NSF for the business’ name and address informa-
tion, using the EIN and FINDS to research for the taxpayer's name and
address information, using the SSN.
AMDIS to list all records that are on AIMS under the TIN.
INTST to compute the correct outstanding balance, including interest and
failure to pay accruals, to the date specified in the command code.
COMPA to compute interest or estimated tax penalty for a specific
amount for a specific period of time.
COMPAF to compute failure to pay penalty.
COMPAD displays the detail used to compute the interest.
TDINQ requests display of entity and module data, if present, on the TIF
account which is pertinent to delinquent return investigations.
STAUP is used to update the status of a module and may be used to ac-
celerate, delay or skip routine notice issuance.
ACTON to establish case control and history of cases.
LEVYS to research levy source information on the TIF.
IADIS to display active or defaulted installment agreements.
SCFTR to research Campus Control File and overnight research of
records that have been moved to the historical SCCF.
CFINK to research the Centralized Authorization File.
INOLE for researching the National Account Profile (NAP). This CC is par-
ticularly helpful in locating taxpayers outside of the campus’ jurisdiction.
IRPTR (with definer L) to provide two payee addresses, if present; filing
status; one payer name and address; cross reference information; and a
summary of up to 36 IRP money amounts by income type.
IMFOL/BMFOL and RTVUE/BRTVU to do on-line research of master file
account and return data.
PMFOL to research Forms 1096 filed.
HCFOL (Help) and ICFOL (Information) to help use the CFOL CCs.
TPIIP searches for the primary or secondary SSN.

Research the Automated Non-Master File using the data base procedures and
the query symbols for research shown in IRM 3.17.46, Automated Non-Master
File. Non-Master File research can also be requested on Form 4338, Informa-
tion or Certified Transcript Request. See Figure 3.17.10-35, Information or
Certified Transcript Request. Be certain to secure the DLN before making
this request by calling the NMF Function in KCSPC.
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Information or Certified Transcript Request

Information or Certified Transcript Request

(Do not use this form for IMF. See reverse for instructions.)

Transcript DLN

Taxpayer's
EIN

Description

S&N
ololol-Tolo[-l]tl4]5] NI

D Regular

1:‘ Supplement |:| Under Seal

(For Form 4638, enter "0" after SSN}

D Certified (fo be used only to satisfy legai
requiréments)

Taxpayer's Full Name and Address {Underline Name Contro

RODNEY WOODCOCK
4726 2ND STREET

Number of copies

Date required

ASAP

Reason for request

KANSAS CITY, KS 66110 UNIDENTIFIED PAYMENT

ADP (Master File - Computer Transcript)

X Type of Transcript Requested Code | MFT Period Ending

Specific Module (A specific return for a specific period) 990

{See reverse for list of MFT

Open Module {All return periods which have debit or credit balance) 991 codes)

Compiete (Al return periods for a taxpayer regardless of balance} 992
Place “X" in appropriate box

Class of Tax (All return periods for 2 taxpayer within the Specified MFT) 992 ] BMF O ePMF

OemF [ IRA

Entity (All names fines and transactions posted fo the entity section 993
v 0 o Y ) Form number.

Non-ADP (Manually Processed)

"X" | Information Requested Form Number Taxable Period(s) DLN and Account Numbers

x Transcript

1040 20XX12 00655-126-00000-X

Photo Copy of Unit
Ledger Card

All Outstanding
Balances

District or Service Center where Return{s) are Filed Return or Document in Possession of Requester
Yes No

(See item 8 on Reverse)

Give any business names, aliases, names used previously, other addresses, or other information that may assist in locating the
account if a taxpayer's EIN/SSN or complete name are not known.

Requester

Name, address and requester number

HOLLY WALNUT

Title

TAX EXAMINER

Phone number

STOP 1610 pate
08-08-20XX | 555-123-1234

Department of the Treasury - internal Revenue Service

Form 4338 (Rev. 11-1985) Dispose of alf prior issues. Cat. No. 22820M

Figure 3.17.10-35 Information or Certified Transcript Request

(6) Research microfilm as needed.

a. Microfilm Replacement System (MRS) is an automated research system
which eliminates most microfilm research done in IRS campuses and
area offices. Account research requests are entered through IDRS
terminals. Once a day, the requests are transmitted to ECC-MTB where

3.17.10.3.5
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the needed data is extracted from the master files and transmitted back
to the requesting campus. The information is usually printed and distrib-
uted within the campus within 24 hours of the request.

b.  All retention registers and archival microfilm

c. Partnership Name Directory

d.  FTD microfilm

e. CAWR Module Register

f.  SSA-produced W-2/W-3 CAWR microfilm

Note: The Wage information Retrieval System has been deactivated as a result of
the expanded range of wage data now available through IDRS. The Latham,
NY WIRS function will no longer be accepting requests for Form W-2 or
Form W-3 microfilm research. Any research request for information on Form
W-2, Form W-3 and Form 1099 for the most current nine years can be input
to CC IRPTR, IRPTRI, or IRPOL through IDRS.

(7) Transcripts and IDRS now show whether a payment were part of a multiple/
split remittance. See IRM 3.17.10.2.12.1.1.2, Research Other Areas for
information about the multiple/split remittance indicator.

(8) Use CC RTVUE/BRTVU or ESTAB whenever an original document is needed
in your research.

(9) Obtain copies of source documents on nullified unpostable cases if unable to
apply payment.

(10) Request original documents on all rejects if unable to research on IDRS. When
you receive an original return, you must determine if it has posted to the tax-
payer’s account. It will be necessary to request a transcript from master file if
this information is not on IDRS. Research the SCCF using CC SCFTR to
determine the status of the document. If the return is open on SCCF as non-
remit, the return may be reinput. If the return is not open on SCCF, do the
following:

a. Make a copy of the return for your case.

b. Prepare a Form 3893, Re-Entry Document Control, and attach it to the
original return to be input for processing, checking the “Reprocessable”
box on Line 11 and “Corrected to original return” on line 19. See Figure
3.17.10-36, Re-Entry Document Control.

Cat. No. 33875B (12-09-2024) Internal Revenue Manual 3.17.10.3.5
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Re-Entry Document Control

Re»Entry File Type 1. Alpha/Numeric | 2. Document locator number
Document Xf MF block control no.
Control 0 ote: 00221-087-300
3. Batch number 4. Document count | 5. Credit amount 6. Debit amount
1
7. Treyction code 8. Transaction date | 9. Header MFT code 10. Secondary amount

11,“e-entry source code (check one) 12. DLN year | 13. RPS return; payment
X R~ Reprocessable: Has posted to MF incorrectly; not open on S8CCF. Check applicable box digit has posted to same
in Block 18, account with match-
] N~ Reinput of Unpostable Document: Has not posted to MF; open on SCCF Check applic- ing DLN
ableé box i Block 18.Check applicable box in Block 19. X m
] 4 ~8C reinput: Has not posted to MF; open on SCCF. Check applicable box in Block 18. | e
14. Remarks 15. Process as: 16. Serial number
[T Remitlange ¢Enter the
PLEASE PROCESS ATTACHED amount in ltem 5 or 6) 12

DOCUMENT AS ORIGINAL RETURN

X! Non-Remittance (ems 5, 6.
and 10 are mormally Mank)

17. Prepared by Telephone ext. | Date 18. Reinput 19. Reprogessable document (must be
HOLLY WALNUT X1234 | 07-17-20xx | _ 2ovment nonyemitiance)
{1 SC reject [ einglr 88N comected
X Accounting [] Data Control 7] Unpostables {71 Tape deletion I pefiod Coffected
7] Adjustments ] Examination 71 otmer: 7] SCCF review X Corrected to original return
] colection ] Rejects 1 other [ other

Form 3893 (Rev. 1-89) Catalog Number 22525M

Department of the Treasury—Internal Revenue Service

Figure 3.17.10-36 Re-Entry Document Control

(11) Use CC EFTPS to research electronic payments made via EFTPS. The
following types of payment methods are available: ACH Debit, ACH Credit, FR-
ETA, Levy, EFTPS-Online, Credit Card, RRB Link, Government, E-File Debit
(EFW) and Direct Pay. An EFT number is assigned to each payment. The
second digit of the EFT number identifies the payment method used. Refer to
IRM 3.17.277.4.3, Electronic Payments, for the configuration of the EFT
Number and the payment method identification codes.

Note: EFTPS and RS-PCC are now processing unidentified remittances received
in contract mailrooms. They are sent through with the TIN 000000001. If
EFTPS cannot locate the correct taxpayer through research, the payment will
be processed from EFTPS with the TIN 000000002. This will cause the
payment to go unpostable. The Unpostables function will send it to Rejects
where it will be forwarded to URF.

(12) Pull closed files on all cases rejected back to URF. Make a copy of this and
refile original in closed file. The material on the closed case will provide infor-
mation to begin your research.

(13)

Research the Remittance Transaction Research (RTR) System. RTR is a

database which stores information from the Remittance Register Report (F813)
and the Endpoint Master Listing Report. This system replaces the printing
process of these reports produced by ISRP and allows for research to be done

on-line.

3.17.10.3.5
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(14)

(15)

(17)

(18)

Research IDRS for evidence of Underreporter indicators: For IMF, CP2000
Indicator TC 922, “F” Freeze code, and/or campus URP control number. For
BMF, CP2030 Indicator, TC 925, F Freeze code, and/or campus BMF
Automated Underreporter control number. If present on CC TXMODA or
IMFOLT/BMFOLT, apply payment with TC 640. Also check for substitute return
(SFR) indicators which vary at each SPC.

ACCURINT is a research tool for front line employees that may be helpful in
processing URF cases. Managerial approval is required, and it is the campus
option to approve users to access ACCURINT. Information concerning
ACCURINT can be found at Accurint website.

Research and copy manually deposited payments with US Bank via US Bank-
SinglePoint System. Contact the HQ analyst for information on US Bank
SinglePoint user access. The SinglePoint website address is US Bank
SinglePoint. The Commercial Customer Service telephone number is 866-483-
3335, and their hours of operation are 6:00 a.m. EST to 7:00 p.m. EST.

Research for payments for the Affordable Care Act (ACA) Individual Shared
Responsibility Payment (SRP). Apply to MFT 35 with a TC 640. Use the DPC
received with the payment, if no DPC is indicated use DPC 36.

Research for payments for the ACA Employer Shared Responsibility Payment
(ESRP). Apply to MFT 43 with DPC 43 with a TC 640.

Note: Any ACA ESRP payments received in 2015 should be for tax year 201512

(19)

and multiple TC 640’s can be posted if the taxpayer makes a subsequent
payment after the first payment. If tax year 2014 is indicated, refund the
payment.

Research for payments received for IRC 965 repatriation tax under Section
14103 of P.L. 115-97, Tax Cuts and Jobs Act of 2017, enacted on December
22, 2017. Valid IMF MFTs are 30, 31 and 82, BMF MFTs are 02, 05, 06, 34
and 83. All section 965 tax payments will be posted to the tax module where
the assessment was posted. For example, if the section 965 tax assessment is
posted on the 201712 tax module, all section 965 tax payments will be posted
to the 201712 tax module, regardless of the year in which the payment is
made based on the installment percentages in the subsequent years. Section
965 returns have a posted TC 766, credit reference number (CRN) 263. IMF
returns are identified with return processing code (RPC) F, BMF with computer
condition code (CCC) J. Taxpayers were instructed to send two checks, one for
their non-965 tax liability and one for their section 965 tax liability. If taxpayer
contact or research shows the payment was for section 965, apply as a TC
670, secondary TC 570 with DPC 64.

Research no reply to 18C letters for estate refund information casefiles as
below:

a. Check AMS for the missing information. If missing information is located,
make a copy for the casefile.

b. If missing information is not located in AMS, send another Letter 18C to
the taxpayer’s estate. Request a response within 30 days.

c. Arefund will be made based on the receipt of the complete response.
See IRM 3.11.3.10.3 Documentary Evidence.

Cat. No. 33875B (12-09-2024)
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3.17 Accounting and Data Control

3.17.10.3.6
(01-01-2021)
Processing URs for
Payments Other Than
Open Tax Liabilities

(1)

)

@)

(4)

(6)

d. If the refund should include interest or need penalties abated, apply to
the taxpayer’s account rather than manually refunding from the URF. See
IRM 20.2.4.8.4, Unidentified Remittances, and IRM 21.4 Refund Inquiries
Make a copy of the documentary evidence for the casefile and apply the
funds to the taxpayer’s account with TC 570 and send the original docu-
mentary evidence along with Form 4442 to AM with an explanation the
account is that of a decedent and a manual refund may be needed.

e. Issue a manual refund to the person claiming the refund as the payee
using CC URREF if the refund should not include interest. See IRM
3.17.10.3.11, Manually Refunding from the URF.

f.  Make a photocopy of the documentary evidence for the casefile and send
the original information to files to associate with the return.

Apply the payment as below when research or taxpayer correspondence show
the payment was for other than an open liability.

Conscience money: This is a remittance received to ease the taxpayer’s con-
science. Usually there will be a note attached indicating it is for the
“conscience fund”. For example: A taxpayer might write a note stating, “l will be
able to sleep better now”. Use CC URAPL “T” to transfer conscience funds to
Account 2360, General Fund Receipts. (The Contra Account is 6400, Miscella-
neous Fees). See Exhibit 3.17.10-12 for an example of CC URAPL “T".

Photocopy Fee: The entire processing of requests for photocopies of tax
returns or tax return information is handled by IRS. A taxpayer remittance
could be placed in the URF. If a remittance was intended for a photocopy or
return information, transfer the credit to Account 2340 (Photocopy Fee) using
CC URAPL “T”, and show in the remarks photocopy fee. Forward a copy of
Form 4830 to the RACS Unit.

Bulk Forms Fee: Remittance received from tax practitioners and other
persons for shipment of bulk orders of tax forms should be refunded using CC
FMREF/URREF; under no circumstances may these amounts be applied to
outstanding tax liabilities. The remitter should be sent a note explaining that
the Superintendent of Documents (part of the Government Printing Office) is
the only government agency authorized to sell printed materials such as
federal tax forms. Refer them to the practitioner gate at the toll-free number
800-829-3676 or send them a copy of Publication 1045, Information for Tax
Practitioners.

Voluntary Contributions to reduce the Public Debt: If taxpayer contact
reveals that the remittance was intended as a contribution to reduce the public
debt, transfer the credit to Account 2350 (Public Debt) on IDRS using CC
URAPL “T”, and show in the remarks as public debt. Forward a copy of Form
4830 to the RACS Unit. See Figure 3.17.10-37, Form 4830, IDRS Posting
Document.

3.17.10.3.6
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Form 4830, IDRS Posting Document
UR TRANSFER APPLY POSTING DOCUMENT
NAME AND ADDRESS $.S./E.l. NO. MFT CODE
BIRCH, WILLIAM J. DLN  00009-123-00000-X
TAX PERIOD | TRANSACTION DATE 1STT.C. | DEBIT AMOUNT
90 SOUTH 7TH ST 01-22-20XX $60.82
KANSAS CITY, KS 66110 ZNDTC. | AMOUNT SRDT.C. | DEBIT AMOUNT
NAME AND ADDRESS S.S/ELNO. MFT CODE
TRANSFER THIS REMITTANCE AS
EXPLAINED BELOW: TAXPERIOD | TRANSACTION DATE 1STT.C. | CREDIT AMOUNT
$60.82
2NDT.C. | AMOUNT SRD T.C.| CREDIT AMOUNT

DEPAHRTMENT OF THE TREASURY - Internal Revenue Service

2350 ACCOUNT PUBLIC DEBT

IDRS POSTING DOCUMENT

DATE PREPARED
07-17-20XX

PREPARED BY
0021305407

ForM 4830 (Rev. 11-86)

Figure 3.17.10-37 Form 4830, IDRS Posting Document

(6)

Payment other than the partial payments required under TIPRA received
with Offer in Compromise: This is a remittance received with Form 656, Offer
in Compromise other than the partial payments required under TIPRA and
explained in IRM 5.8.1.9, Offer in Compromise. The payment may be received
from a third party on behalf of the taxpayer making the offer. Compliance Op-
erations can verify the payment. An OIC payment may be identified by:

° “Y” freeze;
° TCs 480 or 780 on tax module; or,
° Status code 71.

Note: Use CC URAPL “T” to transfer the credit to Account 4710, Offers-in-

(7)

Compromise. Forward a copy of Form 4830 to the RACS Unit.

User fees for letter rulings and for determination and opinion letters:
Contact the Tax Exempt and Government Entity (TE/GE) Unit in the Cincinnati
Campus to have them determine which RRACS account these monies should

be journaled to.

Annotate “User Fees” on Form 4830.
If the EIN, MFT, tax period and/or form type does not print on Form
4830, write the details in the remarks area.
° Forward 2 copies of Form 4830 along with a screenshot from the Letter
Information Network User Fee System (LINUS) to RACS for journaliza-

tion.

Note: Use CC URAPL‘T”

Cat. No. 33875B (12-09-2024)
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3.17 Accounting and Data Control

(8)

to transfer the credit to the determined account.

Wrongful Levy Situations: These are credits received from attaching property
belonging to a third party in which the taxpayer has no rights (for example,
from a bank account other than the taxpayer’s or from the sale of what
appeared to be the taxpayer’s property, or from attaching property over which
the third party has a superior claim which would be destroyed by the levy).
See IRC 6343(b) and Treas. Reg. 301.6343-2. When a payment is identified
as a wrongful levy situation, immediately hand carry supporting documentation
and a print of the CC URINQ module to the Chief, Compliance Services Col-
lection Operations. Collection personnel will follow their procedures for issuing
an expedited manual refund. Upon assurance that the expedited manual
refund procedures have been followed, annotate the worksheet showing action
taken and remove credit from the URF using CC UROUT “V”.

Note: Do not use CC URREF in wrongful levy situations.

Note: The return of property to a third party due to a wrongful levy does not

)

(10)

(1)

involve a determination of economic hardship. Economic hardship is one
criterion for releasing a levy. See IRC 6343(a) at (1) (D). The return of
property to a taxpayer is addressed in IRC 6343(d).

Unclaimed Funds: These are credits returned to the IRS by a state and
represent bank drafts and cashier's checks purchased by taxpayers which
have never been cashed, but were made payable to “Internal Revenue
Service”. Research thoroughly to identify the taxpayer entitled to such a credit.
A call to the state agency issuing the credit will identify the bank which
forfeited the credit if the documentation attached to the incoming credit does
not. Contacting the bank which forfeited the credit to the state often yields
more information since the forfeiture took place recently. However, if the
taxpayer who bought the cashier’'s check or bank draft cannot be identified, the
credit will remain in the URF.

Preparer Taxpayer ldentification Number (PTIN) Payments: PTIN remit-
tances intended for processing by an outside vendor may be deposited in error
by IRS. If the PTIN payment has not posted to a taxpayer’s account, it may be
refunded back to the taxpayer from the URF using CC FMREF/URREF.
Prepare Letter 3064C with a statement requesting the taxpayer to send the
payment to:

IRS Tax Pro PTIN Processing Center

1605 George Dieter PMB 678

El Paso TX 79936

USDA Discrimination Settlement Payments - KCSPC only: The United
States Department of Agriculture (USDA) paid cash settlement and granted
loan cancellation to a limited number of farmers. The settlement resulted from
a discrimination suit brought against the USDA by the farmers. Awards from
the settlement are treated as taxable gross income. Poorman-Douglas Bank-
ruptcy Services forwards to the Internal Revenue Service a list of recipients
who received USDA settlement payments. Each claimant who received a
$50,000 settlement from Poorman-Douglas is also entitled to receive $12,500
from the IRS to pay their taxes on this settlement. Exception: Cancellation of
Debt may be a larger settlement amount in which case IRS pays taxes equal
to 25percent of the settlement amount.

3.17.10.3.6
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o The $12,500 tax payment is received in Accounting via IPAC. When
IPAC transmission is received, RRACS prepares Form 3244 for current
year transactions and routes the Form 3244 with taxpayer data to the
Unidentified Remittance Function.

o The Unidentified Remittance Function will add the total of the IPAC
payment to the URF. The credits are then applied to the individual tax-
payer’s account with a TC 660 and a TC 570 to hold (freeze) the credit.

o Use program code 85390 when working these USDA cases.

Note: For more information, see IRM 21.6.4.4.9.3, USDA Discrimination Settlement

(12)

3.17.10.3.7 (1)
(01-01-2013)
Researching the URF

3.17.10.3.8 (1)
(08-04-2020)

Changing Information on
the URF

Payments.

If unable to determine the application for Form 5330, Return of Excise Taxes
Related to Employee Benefit Plans, contact Employee Plans (EP) for a resolu-
tion.

Health Care Tax Credit (HCTC) Program: this program is for individuals who
have lost their jobs due to trade agreements. Payments are made directly to
health insurance companies and COBRA administrators and then forwarded to
a Lockbox bank. At times the payment is returned by the vendor to HCTC
because the individual’s insurance expires. The vendor may mistakenly send
the payments to BFS or to an IRS office. Forms or correspondence that may
be received include:

Form 13560, Health Plan Administrator (HPA) Return of Funds Form
Form 13642, Department of the Treasury-Internal Revenue Service
Health Coverage Tax Credit Invoice

Form 8885, Health Coverage Tax Credit

Payments that reference HPA or COBRA

If these payments are processed by IRS, they should be returned to HCTC via
IPAC. HCTC will provide a memo/letter with a short history of the payment.
The Unidentified Remittance function will create a Form 2424 to move the
payment from the taxpayer's IDRS module and IPAC the payment to IRS/
Beckley Office for HCTC.

CC URINQ researches the Unidentified Remittance File (URF) in three ways:
by amount of remittance, by name control or by DLN. If the DLN isn’t known,
adding the area office number to one of the other data elements narrows the
search. See Exhibit 3.17.10-8

The URF Drop List may be used to research by Alpha (Part 1), DLN (Part II)
and Money Amount (Part Ill) all URF applications closed 4 months, or voids
closed one month, prior to the list date. This list provides complete application
information and can be used to determine payment application. (See Figures
3.17.10-54 through 57.)

Use CC URENT to update the following elements of the URF record:

First name line
Second name line
Street address

City, state or ZIP Code

Cat. No. 33875B (12-09-2024)
Any line marked with a #
is for Official Use Only

Internal Revenue Manual 3.17.10.3.8
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o Status code
° Narrative
o IRS-received date
° Taxpayer Identification Number
° Employee assignment number
° Trace ID Number
(2) CC URINQ history will contain a record of the data change.
(8) Use CC URENT to send Letter 6268/Letter 6268 (SP) to the taxpayer after the
record has been added to the URF.
(4) See Exhibit 3.17.10-9 for CC URENT format and an example of a completed
CC URENT sending a Form 3731/Form 3731 (SP) and changing the taxpay-
er's address.
3.17.10.3.8.1 (1) With the exception of unpostables resulting from incorrect or unavailable

(04-23-2015)
Processing of
Unpostables Involving
Unidentified
Remittances

3.17.10.3.9
(04-05-2016)
Changing Other
Information on URF

)

@)

(1)

)

(4)

(5)

money amounts, the Unpostable function will perform research to determine if
they can correct the unpostable condition.

Correct the erroneous data on the URF database using CC URENT. Do not
void and re-add the credit to the URF.

Unpostables resulting from incorrect or unavailable money amounts will be
returned to the UR function for resolution.

To correct or drop UR records before application has been made, use CC
URAPL format and overlay with CC UROUT. See Exhibit 3.17.10-12 for CC
URAPL formats. CC UROUT formats can be used only in the Accounting UR
functions. This procedure is used to record a dishonored check, correct an
erroneous UR amount or to void a record. The UR name control cannot be
“UNKN”.

CC UROUT “Z” is used to correct an erroneous money amount. See Exhibit
3.17.10-10

CC UROUT *V” is used to completely void the UR record from the Unidentified
Remittance File.

UROUT “D” records a dishonored check in whole or in part on the file. The in-
formation and a copy of the dishonored check are received from the
Dishonored Check function. The dishonored check application updates the
status from “OPEN” to “BDCK” and reduces the balance in the UR record.
When the dishonored check has been recorded on the URF, make a copy of
the URINQ response showing the completed action and forward to the Dishon-
ored Check function.

Should a DLN change, or correction be necessary, void the record from the
system using CC UROUT “V,” and re-add the record to the URF with the
correct DLN using CC URADD.

3.17.10.3.8.1
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3.17.10.3.10
(12-04-2023)
Applying Credit to a
Taxpayer’s Account

(1)

After researching for proper application utilizing the various command codes
and taxpayer inquiries, determine the correct application to be made and input
information on IDRS with CC FMAPL/URAPL. URF credits are to be applied
only to the module which the taxpayer originally intended or subsequently
directed. If the taxpayer has not clearly designated the application of the
payment through inquiries and research did not show a pattern of payments,
research for balance due modules and apply the payment to the earliest
unexpired Collection Statute Expiration Date (CSED). If multiple periods have
the same CSED, apply to the earliest tax period. See IRM 5.1.19.4, CSED
Payment Application.

Note: The earliest CSED is the one that is set to expire first.

This information will become a part of the UR record. The record status will
automatically be changed to “CLOS” when the entire credit has been applied.
Partial application will reflect the new balance amount. Applications may be
made daily.

Research for taxpayer directions and source documents. In general, the
Service will apply voluntary partial payments as a taxpayer has designated in
writing. See Rev. Proc. 2002-26, section 3.01. Certain payments may be
limited to certain periods. For example, a levy is made for a certain period or
periods’ liability; the period or periods covered by an installment agreement are
listed on the Form 433-D; and an offer-in-compromise may provide for an allo-
cation of payments on Form 656.

Undesignated voluntary partial payments and involuntary partial payments are
applied to periods in the order of priority that the Service determines will serve
its best interest. Rev. Proc. 2002-26, section 3.02. Usually, the best interest of
the Service is to satisfy the account with the earliest unexpired Collection
Statute Expiration Date (CSED). If multiple periods have the same CSED,
apply to the earliest tax period. See IRM 5.1.19.4, CSED Payment Application.

Note: The earliest CSED is the one that is set to expire first.

(4)

If research does not produce written taxpayer directions or a source document
for payments, but research show a payment is one of a pattern of payments
(as required by an installment agreement or an offer, for example), it may be
the interests of the Service to adhere to that pattern.

Application of credits from the URF, using CCs FMAPL and URAPL, cannot be
made by persons outside the UR Unit. Upon finding the credit using CC
URINQ, personnel outside the UR Unit will submit Form 8765, IDRS Control
File Credit Application, with attached documentation identifying the credit and
indicating its proper application. See Figure 3.17.10-38, Form 8765, IDRS
Control File Credit Application.
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Form 8765, IDRS Control File Credit Application

IDRS Control File Credit Application

Unidentified Remittance Function

Note: To apply a credit from the XSF, please see IRM 3.17.220 for instructions on how to prepare this form. Upon
completion, send to Excess Collections Function (CC XSAPL).
To apply a credit from the URF, see IRM 3.17.10 for instructions on how to prepare this form. Upon completion, send to

(CC URAPL).

1. Source of Credit

o [] Excess Collections (XSF)
x Unidentified Remittance (URF)

2. Application type 3. File control number 4. Notice indicator
7K 2, 00009-010-00000-x © | X= O

5. Date return filed (mmddyy) 6. File name control 7. Application name control
04-27-20xx © src O src @

8. Transaction code (1) |9. Transaction code (1) amount | 10. Transaction code (2) 11. Transaction code (2) amount

670 ©

O 18750 [10] (11]

®

12. Transaction code (3) | 13. Transaction code (3) amount | 14. Taxpayer identification number 15. Tax period (yymm) |16. MFT

® 000-00-2549 ® | 20xx12® 300

17. Remarks m

PER TAXPAYER CORRESPONDENCE - SEE ATTACHED

18. Preparer name 19. Employee number 20. Stop number | 21. Phone number
HoLLy WALNUT ® 0012320961 D | 13 555-7727
22. Manager's signature 23. Date

Eleanor Whirte 22 07-21-20XX
Complete items 24 through 27 for NMF applications only.

24. Plan number 25. Location code or 23C date (mmddyy) 26. Tax form 27. General ledger account

Form 8765 (Rev. 1-2016

) Catalog Number 10035N publish.no.irs.gov Department of the Treasury - Internal Revenue Service

Figure 3.17.10-38 Form 8765, IDRS Control File Credit Application

—_

Source of Credit-select IDRS control file where credit is located (URF).

2. Application Type-use M when the credit is to be applied to a Master File
account; N when the credit is to be applied to Non-Master File (including
EPMF applications); or T when the credit is to be applied to a general
account rather than to a taxpayer’s account (including NMF and EPMF
accounts held in other campuses.)

3.  File Control Number-must match number shown on URF record.

4. Notice Indicator-check only if Letter 2349/Letter 2349 (SP) is to be sent
to the taxpayer. See Figure 3.17.10-39, Letter 2349/Letter 2349 (SP).

5. Date Return Filed-enter date return was filed if revealed by research.

6. File Name Control-enter 4-position name control as shown on URF.

Circle with red pencil if name control on URF is UNKN which must be

changed to the correct entry prior to application of the credit from the

URF.

3.17.10.3.10
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11.

12.

13.

14.
15.
16.
17.
18.
19.

20.
21.

22.

23.
24,

25.
26.
27.

Application Name Control-enter 4-position name control of module to
which credit is to be applied (if M application).

Transaction Code (1)- See Exhibit 3.17.10-11 for list of valid primary
TCs to be used on M applications.

Transaction Code (1) Amount-amount of credit to be applied with 8.
Transaction Code (2)- See Exhibit 3.17.10-11 for list of valid secondary
TCs to be used on M applications.

Transaction Code (2) Amount-amount of credit to be applied with 10.
Field will be blank if 10) is 570.

Transaction Code (3)- See Exhibit 3.17.10-11 for list of valid tertiary TCs
to be used on M applications.

Transaction Code (3) Amount-amount of credit to be applied with 12.
Taxpayer Identification Number - entry limited to nine numeric; M and
N applies only.

Tax Period-enter tax period of account to which M or N application is to
be made in YYMM format.

MFT-enter 2-digit Master File Tax Account code if application is M or N.
Remarks-required entry on all applies.

Preparer Name-required entry to include name of preparer of Form
8765.

Employee Number-required entry to include employee number of
preparer of Form 8765.

Stop Number-required entry of the stop number of Form 8765 preparer.
Phone Number-required entry of the phone number of Form 8765
preparer.

Manager’s sighature-required for Excess Collections refund requests.
See IRM 3.17.220.

Date-Date signed by manager for Excess Collections refund requests.
Plan/Report Number-enter 3-digit plan/report number if MFT is 46, 74 or
76. If MFT is 46, valid Report Number range is 000, 100—199, 300-399,
500-599 and 700-799. If MFT is 74, valid PLAN-NUM range is 001-999.
If MFT is 76, valid PLAN-NUM range is 000—499, 501-999.

Location Code or 23C Date-required only for N applies.

Tax Form-required only for N applies.

General Ledger Account Number-required for N applies.

(6) Form 8765 mirrors the CC URAPL (and CC XSAPL) format as closely as
possible. All Forms 8765 submitted to the UR Unit should have documentation
attached identifying the credit on the URF as well as justifying its requested
application through correspondence, research performed, etc. Should Form
8765 be received without this documentation or without proper completion of
all required entries, return to the requestor immediately. Use CC FMAPL to
request the generated CC URAPL format on IDRS. CC URAPL cannot be
input to the URF if the name control on the UR record is UNKN; the name
must be changed with CC URENT. See Exhibit 3.17.10-12 for examples of
CCs FMAPL and URAPL.

a.

Use CC URAPL “M” to apply credit to Master File accounts. On-line
credit posting will be computer-generated to the correct tax module.

Note: Estimated tax payments are to be input with TC 660 (current year) or TC 670
(prior year). For processing estimated payments, “current year” is the named
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calendar year and the next immediate calendar year through August 31. For
example, a current year 2006 is calendar year 2006 through August 31,
2007.

Note: If the payment being applied was made via EFTPS, a “Y” must be entered in
the electronic payment indicator field. Note: The system will automatically
default to “N”.

b. Use CC URAPL “N” to make application to NMF accounts.
c. Use CC URAPL “T” to make a transfer to Deposit or General Fund appli-
cation.

(7) If the name control does not match that on the UR record, use CC URENT
before using any CC URAPL format. CC URAPL cannot be input to the URF if
the name control of the UR record is UNKN; use CC URENT to correct this
before using CC URAPL. See Exhibit 3.17.10-9.

(8) Form 4830, IDRS Posting Document, will be generated for each “N” or “T” ap-
plication.

(9) Should an “M” or “N” application not be based upon information received from
the taxpayer, send Letter 2349/Letter 2349 (SP) to the taxpayer. See Figure
3.17.10-39
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Letter 2349

it of the T ] ‘y
Imemai Revenue Smme :

Barbara MépIe -
7685 E. Doloinite
St. Louis, MO 63155

Diegr Toepavers

-

W reveived the
Thodiment locstor i 00001-011-11
Erate pairmanit teosived: - 04-15-20XX

- Whist vou nesd to do

oo i separste sheet of paper: Semd o
* Showled the balance of vour avcoint he |
i by that van be \ummcmd Frow an

Adifitional Information -

+ Ave made pavable to the Usited States |

+ T this Iy incomes, you m;m i Yo 8y

" Tt fadire, %0 that we eredit your soooiat |

Tuters .
06/30/20XX

Cherbimed Sediphyonn nuhares ‘ .
it Bocounts SO0 &:eg»ma :
- Business stooutds BO0-EI84933

it ta payment fom you sed ard wiling 1 mam sabe wiy applied it mrzmﬂy

-x

“hmiing of pviment 0 $2,500.00
We credi ey b your aveout s fullows:
Social Saeurity or Emplover
icbemiiiiiation ey 000-00-1234
Taw period: 20XX12 %
Form tmmbers 001040

~« If this Ts Gorvsct, vou don't ieed by fake amy aumn

honk vou s veir eodpetiog,

« Shie thie taxpaver ientifvation
 Show the parpose of your paymeid (ues
« Include & duviime welefhone pumber

of the paysent

Hiyou prafer, vols may weibs to us belngthe
anid thie best e o call pou, wod send suy v

Ty Nt auestons, vou st call m T

feop the letier pra B vaur Fechrs, .

Sinarely,

Annetie Trotter
Atinette Trotter. .
Chit, s";w«mﬁmg iperations

s 6-30-20XX

URF00001-011:11111-X

R e 20XX12

Fhaytiie telephine b

Eniployee] ibmmimi 0092034623

T DY b 000-00-1234. -

Barbara Maple
7685 E Dolomite

St Louis, MO 63155,

Pest i sl

Figure 3.17.10-39 Letter 2349/Letter 2349 (SP)

(10) Should the outstanding balance of the taxpayer’s account be less than the
amount of the payment being applied and where no Letter 2349/Letter 2349
(SP) has been sent, send the taxpayer Letter 3064C with an explanation.
Should a credit be applied to a full-paid account pending more liability, input
TC 570 as a secondary transaction to hold the credit on the account and avoid
more work for Unpostables. Record the pending liability and amount as part of
the history. All TCs 570 input must be monitored to determine the release for

refund (TC 571) when more liability is no longer pending.
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3.17.10.3.11
(12-04-2023)
Manually Refunding
from URF

(1)

)

Use CC FMREF/URREF to issue a manual refund from the Unidentified Remit-
tance File. This type of application is restricted to the UR function and should
be used sparingly. The UR record status must be OPEN or IDEN.

A refund will be Issued based on the taxpayer’s response. Some examples of
refunds are: payment sent in error, payment intended for another agency or
another payee, taxpayer paying interest on Form 1099, IRS test money,
taxpayer having paid the same bill twice and having no outstanding balances,
etc.

Note: If a request for an IPAC to another federal agency or the IRS/Beckley Office

is received or discovered through taxpayer contact, do not issue a manual
refund. Input URAPL “T” and show IPAC details in the remarks. Forward a
copy of all the documentation to RACS to return the funds via the IPAC
process.

Note: For responses on credit card payments and credit card chargebacks, see

@)

(4)

(5)

(6)

IRM 3.17.10.3.13, Processing Taxpayer Correspondence and Other
Responses.

If the taxpayer is to receive interest or needs penalties abated, apply to the
taxpayer’s account rather than manually refunding from the URF. See IRM
20.1, Penalty Handbook, and IRM 21.4, Refund Inquires, for more instructions.

Always check SUMRY or IMFOL/BMFOL to be certain there are no outstand-
ing balances before manually refunding.

Manually refund payments received from Entity for Forms 8752, Required
Payments or Refund Under Section 7519, where the taxpayer did not file a
Section 444. Do not offset to an outstanding balance due. See IRM
21.7.4.4.7.6, Form 8752 Overpayments.

No remittance which the taxpayer intended for a non-IRS payee (i.e., utility
company, state department of taxation) should be applied to an outstanding
balance.

Note: Payments intended for a non-IRS payee are not subject to TOP offset.

@)

(8)

9)

On parent-subsidiary cases—

a. Research for open liabilities on the parent EIN only. On cases containing
the Large Complex Corporation indicator (identified on IDRS and CC
TXMOD as Large CORP CD followed by the campus code), contact the
Technical Unit or the locally-designated function working these cases
prior to any refund or offset action.

b. Large Corporation Indicator instructions for “L—coded” returns appear in
IRM 21.2.2, Research.

c. Referto IRM 3.17.79, Accounting Refund Transactions, and IRM 21.4.4,
Manual Refunds, for further instructions in processing manual refunds in
parent-subsidiary cases.

All refunds from the URF will be reviewed by the manager or designate before
application.

Refund a UR credit by following these steps:

3.17.10.3.11
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(10)

a. Use CC FMREF to request the generated CC URREF format. Input the
refund data. See Exhibit 3.17.10-13

b.  The valid response is a display of the generated URREF format.

c. Input the refund data.

After applying the refund from URF, use CC URENT to add audit trail informa-
tion to the permanent file, including the reason for the manual refund, ATAO
case number or other identifying data.

When refunding a payment for another agency or payee, send an explanatory
letter to the taxpayer containing an proper apology for processing the remit-
tance in error. Special IDRS Letter 3064C may be used.

All manual refund requests require the use of Form 14031, Manual Refund
Signature Form. See IRM 3.17.79.3.5.4, Form 14031 Processing Requirements
for Unidentified/Excess Collections/Photocopy Fee Manual Refunds (Submis-
sion Processing ONLY). If your function uses the URF0340 report on Control D
that lists the generated URF refunds, scan or save the first page listing the
URF refund(s) as a pdf file. The Manual Refund approver will electronically
sign the copy of the report being sent to be certified.

Note: The signature in Box K, Section Il, of Form 14031 must match the signature

(13)

3.17.10.3.12 (1)
(11-30-2016)

Working IRA

Withholding Cases

on the first page of the report.

Manual refunds may be subject to the Treasury Offset Program (TOP) per IRC
6402. See IRM 21.4.6., Refund Inquiries. If a taxpayer mistakenly, but inten-
tionally makes a payment to the IRS, any excess payment would be an
overpayment. An over-stamped check by the IRS is an example of a payment
which is not subject to TOP offset.

If after contact with the taxpayer, a claim is made that the payment was for
other than an IRS tax debt such as a state tax debt, it is not subject to TOP
offset regardless of whether the payment was made electronically or by paper
check.

A TOP offset bypass indicator (BPI) is assigned to all manual and systemic
refunds issued to BFS by the IRS. For URF manual refunds, the BPI is limited
to Yes (allow TOP offset) or No (do not allow the TOP offset).

Do not allow a TOP offset where Combat Zone -C freeze is set.

On the URF 03083 report, notate to the right of each record whether or not a
TOP offset is bypassed. Notate “Y” to allow for TOP offset, “N” for bypass of
the TOP offset.

Check IDRS for Debit indicator F, TOP offset. If present, inform the taxpayer
they are still subject to TOP offsets by BFS.

The Tax Equity and Fiscal Responsibility Act of 1982 (TEFRA) provides for
withholding of income tax on Individual Retirement Accounts (IRAs) and
deferred compensation plans (pensions) unless the payee elects not to have
withholding apply. The withheld income tax from these plans can be deposited
and reported as follows:
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a. The bank may report the withholding on their existing Form 941, Employ-
er's Quarterly Federal Tax Return, along with income tax withheld from
their employees.

b. A separate EIN could be obtained to report this type of withholding and a
Form 945, Annual Return of Withheld Federal Income Tax, would subse-
quently be filed.

c. The bank or plan administrator could report the income tax withheld using
the EIN of each specific plan. A Form 941 would then be filed.

d. In working these types of remittance, close contact should be maintained
with the bank, financial institution or plan administrator to insure proper
application of the remittance and the correct filing of tax returns. If an EIN
assignment is required, contact Entity Control. After the EIN is assigned,
Entity Control will notify the Unidentified Function so the remittance can
be applied to the proper module.

3.17.10.3.13 (1) Review all correspondence to determine if you have sufficient information to
(12-04-2023) close your case. It is recommended that correspondence be worked as you
Processing Taxpayer receive it.

Correspondence and

Other Responses (2) In cases in which the taxpayer show the remittance is for FTD penalty or Letter

1206C, use CC FMAPL/URAPL with TC 690 to make the proper application to
close the case.

(38) For replies indicating the payment is for a Form 1096, failure to file a correct
information return penalty:

a. Post the payment(s) to the TIN and tax period identified on the Form
1096 as a TC 670 with a secondary TC 570 to the civil penalty (MFT 13
BMF or MFT 55 IMF) module.

Note: Research may be needed to see where the payer information is
posted if there is both an SSN and EIN on Form 1096.

b. Fax the request for an assessment, including all documentation, to the

#

Note: See IRM 20.1.7.1.5.2, Penalty Computation, for the penalty amount, which
adjusted for inflation, and which may be reduced if a corrective filing is
received by certain dates.

(4) Verify information received from the taxpayer on all cases that have already
been closed.

a. Check the closure information on the URF to see if the case was closed
as the taxpayer requested.

b. If the case has been closed incorrectly, pull the closed file since the
credit will need to be transferred. See IRM 21.5.8, Credit Transfers, for
instructions.

(5) Open File.

a. File incoming cases if not immediately identified.

b.  Additional contacts with the taxpayer may be required if incomplete or no
response to the initial Form 3731/Form 3731 (SP), correspondex letter or
telephone contact is received. All appropriate steps should be taken to
resolve unidentified remittance issues since if left unresolved, normal
internal processing may cause the taxpayer to possibly receive an
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incorrect balance due notice or eventually create more work and/or in-
volvement from other IRS functions, including TAS. By taking the proper
actions this will help to encourage voluntary compliance and ensure that
IRS accounts receivable activity is not artificially inflated.

Note: Internet research should be used in an attempt to locate
taxpayers. Several sites (Google, SEC, ZABA Search, EDGAR,
VIVISIMO and SWITCHBOARD) can be used to locate a phone
number or address if one cannot be obtained through IDRS or
Directory Assistance. Internet access may be provided to all
employees or to specific delegated employees. Follow local proce-
dures.

If a telephone number is available, telephone contact with the taxpayer
must be made. The Internal Revenue Service Restructuring and Reform
Act of 1998 (IRS RRA 98), Section 3705(2), provides identification re-
quirements for all IRS employees working tax related matters. Information
provided to communicate with a taxpayer is outlined in IRM 21.1.1.4,
Communication Skills. Be very careful not to make an unauthorized dis-
closure. Refer to IRM 11.3.1, Introduction to Disclosure and IRM 11.3.3,
Disclosure to Designees and Practitioners, for more information.

Note: Do not use IRS jargon when communicating with the taxpayer. Do not leave

d.

confidential tax information on a voice mail message or an answering
machine message.

If no telephone number is available, prepare Letter 6268/Letter 6268
(SP), or other applicable correspondex letter to secure complete informa-
tion. Include your name, employee ID number and telephone number.
When the taxpayer says he/she has applied for an EIN but has not
received it, contact the taxpayer. Secure all information concerning the
new business. Usually, the new EIN is under a slightly different name or
address. Check IDRS for a new EIN using this information. If unable to
locate the new EIN, send a request to Entity Control function to expedite
assignment of an EIN or call the Tele—TIN function to have one assigned.
Monitor for the established entity to post and apply payment to account
per taxpayer request.

When the taxpayer submits a cash payment at a TAC office and says he/
she has received/applied for a new EIN, Form 2424 will be received
indicating the new EIN information. Check IDRS for the EIN using this
information. If unable to locate the EIN, send a request to Entity Control
function to expedite assignment of the new or “applied for” EIN or call the
Tele-Tin function to have one assigned. Monitor for the established entity
to post and apply the payment to the account.

When the taxpayer says the payment should be applied to a valid SSN
and CC INOLEX reflects “No Account on Master File”, send request to
Entity Control function to expedite “TC 000” to establish taxpayer
account. Monitor for established entity to post and apply payment to
account per taxpayer request.

When the taxpayer notates “Amish”, “Exempt-Form 4029” or “4029” in
the SSN area of the Form 1040, search for an assigned IRSN and if not
located, contact Entity, per IRM 3.13.5.76, Special Requests for IRSNS,
to assign an IRSN. Monitor for the established entity to post and apply
the payment.
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i. Use CC URENT to send a second Letter 6268/Letter 6268 (SP) or send
applicable correspondex letter to the taxpayer if no response has been
received to the first notice within 45 days.

j- It may be necessary to research Non-Master File. If so, request the infor-
mation on Form 4338, Information or Certified Transcript Request, or
research the Automated NMF data base using procedures outlined in IRM
3.17.46, Automated Non-Master File. See Figure 3.17.10-35, Information
or Certified Transcript Request for an example of Form 4338.

k. If no response received to the last correspondence, review the case within
an additional 120 days for new information that would lead to proper appli-
cation such as a new address for correspondence, additional filings, x-ref
details, new wage document information, other payment information.

(6) Applications received from Payment Tracers or other functions for action.

a. If Payment Tracer personnel locate a payment in the URF which has an
UNKN name control, they will route the case to the UR function for
action. A Form 8765, IDRS Control File Credit Application, will show the
account to which the money is to be applied and have attached back-up
documentation. See Figure 3.17.10-40, Form 8765, IDRS Control File
Credit Application.
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Form 8765, IDRS Control File Credit Application

IDRS Control File Credit Application

Note: To apply a credit from the XSF, please see IRM 3.17.220 for instructions on how to prepare this form. Upon
completion, send to Excess Collections Function (CC XSAPL).
To apply a credit from the URF, see IRM 3.17.10 for instructions on how to prepare this form. Upon completion, send to
Unidentified Remittance Function (CC URAPL).

1. Source of Credit
[] Excess Collections (XSF)
JX Unidentified Remittance (URF)

2. Application type

\ 3. File control number

4. Notice indicator

M \ 00217-104-00011-X X Yes
5. Date return filed (mmddyy) 6¥Ie name control 7. Application name control
04-15-20xXX UNKN DOVE

670

8. Transaction code (1) |9. Transaction code (1) amount | 10. Transaction code (2)

465.00

11. Transaction code (2) amount

12. Transaction code (3) | 13. Transaction code (3) amount | 14. Taxpayer identification number

000-00-1083

15. Tax period (yymm) |16. MFT

20xx12 30

17. Remarks

APPLY PER PAYMENT TRACER - ATTACHED DOCUMENTS

18. Preparer name

19. Employee number

20. Stop number | 21. Phone number

HOLLY WALNUT 0012320961 (913) 555-7727
22. Manager's signature 23. Date

Eleanor White 07-21-20xX
Complete items 24 through 27 for NMF applications only.

24. Plan number 25. Location code or 23C date (mmddyy) 26. Tax form 27. General ledger account

Form 8765 (Rev. 1-2016)

Catalog Number 10035N publish.no.irs.gov

Department of the Treasury - Internal Revenue Service

Figure 3.17.10-40 Form 8765, IDRS Control File Credit Application

b.  Thoroughly research to ensure that the identified account is correct.
c. If not correct, return package to the Payment Tracer Function with anno-

tation.

d. If correct, apply payment using the CC URAPL format.

Should taxpayer response indicate a claim of identity theft and there is no indi-
cation that the taxpayer has been provided with the ID Theft information, refer
them to UAC Identity Protection for more information. See IRM 25.23.1, Iden-
tity Theft Protection and Victim Assistance - Policy Guidance, and IRM 25.23.2,
Identity Protection and Victim Assistance - General Case Processing.

IRC 6311 says in the case of payment made by credit card or debit card trans-
action of an amount owed to a person as the result of the correction of an
error under section 1666 or section 908 of the Electronic Fund Transfer Act (15

Cat. No. 33875B (12-09-2024)
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USC 1693f), the Secretary is authorized to provide such amount to such
person as a credit to that person’s credit card or debit card account through
the applicable credit card or debit card system. See IRM 21.4.4.7.2, Refund
Inquiries for information on the procedures for working Credit Card Charge-
backs. IRM 21.4.4.7.2.1(12), Refund Inquiries, says the credit card company
must submit the claim within 150 days from the date of the payment. If the
taxpayer response show the credit/debit card payment was in error, and the
Electronic Funds Transfer (EFT) number show the payment was from a credit

card payment:

a. Search for the correct TIN in case of an error in submission.

b.  Check for an open IDRS control base on Command Code TXMODA indi-
cating the refund or chargeback claim has already been received. All
claims for credit card refunds or chargebacks are worked in Ogden
Accounts Management Campus, Taxpayer Relations Department.

If

Then

There is an open IDRS control
base on Command Code
TXMODA which show a refund or
chargeback claim has been
received:

a. Provide the information to
the assigned control
employee in the Ogden AM
Campus, Taxpayer Relations
Department.

b.  Apply the payment to the
controlled tax account with
TC 570 if the name and
SSN match.

There is no open IDRS control
base on Command Code
TXMODA and the payment date
is over 150 days:

a. Input a manual refund using
CC URREF.

There is no open IDRS control
base on Command Code
TXMODA and the payment date
is 150 days or less:

a. Send the taxpayer Letter
3064C using the open
paragraph directing the
taxpayer to initiate a credit
card refund or chargeback
to have the funds credited
back to their credit or debit
card

b. Leave the funds in URF and
wait for a response.

The taxpayer replies that the
banking institution or credit card
processor was unable to initiate
the refund or chargeback due to
issues such as the card no longer
being active

Input a manual refund using CC

URREF

The refund or chargeback claim
is subsequently received from the
processor:

Apply the funds as directed by
the Ogden AM campus.

3.17.10.3.13
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3.17.10.3.14 (1)
(03-02-2023)

Working Form 8288, U.S.
Withholding Tax Return

for Dispositions by

Foreign Persons of U.S.
Real Property Interests

and Form 8288-A,

If Then

No chargeback or refund reversal | Input a manual refund using CC
is received from the banking insti- | URREF

tution or processor by 180 days
from the payment date

Send detailed information to the HQ CORs located in the EFPPS group if the
taxpayer is experiencing issues obtaining the funds back from the processor
under normal guidance.

If the taxpayer responds they did not make the payment or there is an SSN,
name mismatch:

a. Notify Ogden AM of the credit card payment.

b. Use CC URAPL ”“T” to transfer to Account 6910, Correction of Miscella-
neous Revenue when notified that Ogden AM has received the credit
card charge back.

c. Forward a copy of Form 4830 along with the documentation to the RACS
function.

d. Fax a copy of Form 4830 to Ogden AM.

Form 8288 is processed to the Business Master File. The first valid tax period
is 200512. The tax period is based on the “Date of Transfer’ (DOT) of when
the U.S. real property interest (USRPI) or a partnership interest under IRC
1446(f)(1) was sold. Payments for foreign withholding under Section 1445,
Foreign Investment Real Property Tax Act (FIRPTA) or under IRC 1446(f)(1),
remitted without Form 8288 should be processed to tax accounts in the same
manner as if the form were submitted.

Statement of Note: When a Form 8288-C is attached to Form 8288 and Part IV of Form 8288 is

Withholding on
Dispositions by Foreign
Persons of U.S. Real
Property Interests
(Processed at OSPC

filled out, process payments under the Partner’s (Transferee’s) entity infor-
mation. The Partner’s (Transferee’s) entity information is located on the left
side of Form 8288-C. These payments must post in the Partner’s Transfer-
ee’s BMF account.

only) Note: Form 8288-A (Copy A and B) is to remain attached to Form 8288.

Note: Form 8288 is also used for payments of withholding under section 1446(f),

3)

which was added to the Internal Revenue Code by the Tax Cuts and Jobs
Act, Public Law 115-97 (2017). Section 1446(f) generally provides rules for
withholding on the transfer of certain partnership interests occurring on or
after December 31, 2017. See Publication 515 for more information on with-
holding under section 1446(f).

A FIRPTA database is maintained to store information for Form 8288, Form
8288-A, Form 8288-B, and Form 8288-C. Access can be gained by inputting a
BEARS request.

If Form 8288 is received, apply the payment to the month and year of the Date
of Transfer on Line 3. For example, the taxpayer can file a Form 8288 every

Cat. No. 33875B (12-09-2024)
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3.17.10.3.15
(12-04-2023)

Form W-7, Application
for an Individual
Taxpayer Identification
Number, Procedures for
Processing

other month for the U.S. Real Property Interest from a foreign person or entity
(202301, 202303, 202305, 202307, 202309, etc.).

Note: If the Date of Transfer is missing and you are unable to determine the

(4)

(5)
(6)

(7)

(1)

@)

(4)

correct tax period in which to post the payment, then use the default DOT.
The default DOT is the month prior to the IRS received date per IRM
3.22.261.20.2(5),Foreign Investment in Real Property Tax Act (FIRPTA).

If Form 8288 is received and the taxpayer does not have a TIN, forward the
return to the Entity Function who will establish the SSN/ITIN/IRSN on the BMF
MFT 17 with a TC 000. Include the following information:

a. Taxpayer name
b.  Name control

c.  Current home address

d. Filing status code (notate filing status code 1 if unknown)

Monitor for the establishment of the TIN and apply the payment.

If the response does not include Form 8288, request Form 8288 from the
taxpayer using Letter 3064C or Letter 1687C.

If there is no response, the funds will remain in the URF.

Form W-7 is an application for an Individual Taxpayer Identification Number
(ITIN). This form is also used to renew an existing ITIN. An ITIN is a 9-digit
number issued by the IRS to individuals who are required for U.S. federal tax
purposes to have a U.S. taxpayer identification number but who do not have
and are not eligible to get a social security number (SSN). ITINs may not be
issued without a return or some proof of a need for an ITIN. That means ITINs
will not be issued for two to three weeks from receipt of the request. Remit-
tances received with Form W-7 will be added to the Unidentified Remittance
File (URF) at the receiving campus. Form W-7 with all documentation and a
photocopy of the check should be routed to the Austin campus per IRM
3.8.45.4.16, Manual Deposit Process.

All Form W-7 packages should have been forwarded from Receipt Control via
Form 3210 to the ITIN Unit at the Austin Campus. If Form W-7 is received with
a remittance, add the credit to the URF. Route Form W-7, attachments, and a
photocopy of the check received with Form W-7 to the Austin address below.
See IRM 3.8.45.4.16 Manual Deposit Process.

IRS-Austin Submission Processing Center (AUSPC)
3651 South Interregional Hwy 35

Austin, Texas 78741

Attn: ITIN Extraction Stop 6052

Remittances received with original Form W-7 packages should remain in the
receiving campus’s URF inventory.

AUSC ITIN Unit at the Austin Campus will research the package for assign-
ment of an ITIN. Depending on the assignment, ITIN unit will edit the
assignment information on the check copy and return to AUSC URF function.
Follow the below instructions for processing per the edited check copy. If the
payment is located in another campus URF, AUSC URF function will forward
the edited copy to the receiving URF campus.

3.17.10.3.15
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If Then

An assigned ITIN, Name Control | Apply the payment to the ITIN.
is present Exception: If Form 8288 was
received with the application,
monitor for posting of Form 8288
and then apply the payment.

“ITIN Reject” and the ITIN DLN a. Entity will assign an IRSN to
the check copy and provide
the number to Accounting
URF function.

b. Apply payment to assigned
IRSN for the tax period on
the copy of the tax return, or
current tax period if no copy
of the tax return was
received.

(5) For payments over six months old from received date of the payment where no
information has been received from the ITIN or Entity units, research IDRS and
the ITIN system for any newly posted information.

Note: Research of the ITIN system may be used to possibly identify the ITIN for
payment application See IRM 3.21.263.9.4.1, IRS Individual Taxpayer Iden-
tification Number (ITIN) Real-Time System (RTS). Online BEARS must be
input to gain access to the ITIN system for research capabilities. The appli-
cation ITIN Other RTS Users (ITIN Real-Time System) must be used
during input of the BEARS. Employees must have access to the Employee
User Portal (EUP) before completing the BEARS for the ITIN system.
Employees can register for access to EUP at Employee User Portal.:

If Then

Assigned TIN and tax period is Apply the payment to the TIN and
located tax period.

Assigned TIN is located but no Apply the payment to the current
tax period is present, and no tax period.

return information was received
when the payment was added to

URF.
No TIN is located a. Request an IRSN be
assigned by Entity.
b.  When the IRSN is received,
apply the payment to the
current tax period.
Cat. No. 33875B (12-09-2024) Internal Revenue Manual 3.17.10.3.15
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3.17.10.3.16
(01-01-2021)
Closing and
Post-Closing Procedures

(1)

@)

(4)

(%)

(6)

When closing a case which needed research because the taxpayer failed to
provide sufficient identifying information or the information provided was
illegible, send Letter 2349/Letter 2349 (SP), as appropriate, to the taxpayer.

Check all closed cases applied to IMF or BMF accounts against the URF Ap-
plications for IMF/BMF/IRAF Controls (URF 05), produced daily.

Check all closed cases applied to NMF or cases that were refunded against
the UR NMF Apply Register (URFO03).

All cases that have been on the URF for 10 months (aged cases) will appear
on UR Aged 10 Month List (URF50).

a. Review these aged cases to determine if all possible research or
taxpayer contact has been accomplished. Special effort should be made
to identify these cases because they will automatically go to Excess Col-
lections File (XSF) in two months.

b. Perform any further research.

Cases that are still unidentified after 365 days, based on the IRS payment
received date, will automatically be dropped from the URF. A status code of
XCES will be generated to the URF. A posting document and Transaction
Register—Excess Collections (URF50) will be generated.

a. At the end of the month, Form 4830, IDRS Posting Document, will be
received to identify cases that have dropped to Excess.

b.  Pull cases from open file, stamp “Excess Collections”, and date. Move
the case file to Excess Collections.

c. Cases that have dropped to Excess will be reviewed by your work leader
to verify that all possible research has been accomplished. Do not
transfer URF cases to Excess Collections before they are a year old
unless research shows they belonged there originally, i.e., doc codes 48,
58 and 65 or “true” statute cases. Cases with received dates less than
twelve months old should not generally be transferred to Account 6800,
Excess Collections.

If sufficient information is received to close a case after it has dropped to
Excess, prepare a Form 8765, IDRS Control File Application, as directed in
IRM 3.17.220, Excess Collections File. See Figure 3.17.10-41
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Form 8765, IDRS Control File Credit Application

IDRS Control File Credit Application

Note: To apply a credit from the XSF, please see IRM 3.17.220 for instructions on how to prepare this form. Upon
completion, send to Excess Collections Function (CC XSAPL).

To apply a credit from the URF, see IRM 3.17.10 for instructions on how to prepare this form. Upon completion, send to
Unidentified Remittance Function (CC URAPL).

1. Source of Credit
X Excess Collections (XSF)
[] Unidentified Remittance (URF)

2. Application type 3. File control number 4. Notice indicator
M 00217-092-21811-X [ ves

5. Date return filed (mmddyy) 6. File name control 7. Application name control
04-15-20xXX REDW REDW

8. Transaction code (1) |9. Transaction code (1) amount | 10. Transaction code (2) 11. Transaction code (2) amount
670 35.00

12. Transaction code (3) | 13. Transaction code (3) amount | 14. Taxpayer identification number 15. Tax period (yymm) |16. MFT

000-00-5050 20xx12 30
17. Remarks

PER TAXPAYER CORRESPONDECE - COPY OF CHECK ATTACHED

18. Preparer name 19. Employee number 20. Stop number | 21. Phone number
HOLLY WALNUT 0012320961 (%13) 555-7727
22. Manager's signature 23. Date

Eleanor White 07-21-20XX

Complete items 24 through 27 for NMF applications only.

24. Plan number 25. Location code or 23C date (mmddyy) 26. Tax form 27. General ledger account

Form 8765 (Rev. 1-2016) Catalog Number 10035N publish.no.irs.gov Department of the Treasury - Internal Revenue Service

Figure 3.17.10-41 Form 8765, IDRS Control file Credit Application

3.17.10.3.17 (1) URFO01—Unidentified Remittance File Analysis

(12-04-2023)

Unidentified Remittance a. Daily inventory lists prior balance, new accounts added, adjustments,
Computer-Generated accounts closed and new balance by both count and dollar amount for
Reports each area processed by the campus.

b. Report also includes summary for the campus. See Figure 3.17.10-42,
Unidentified Remittance File Analysis.

Cat. No. 33875B (12-09-2024) Internal Revenue Manual 3.17.10.3.17
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URF01 (URF) UNIDENTIFIED REMITTANCE FILE ANALYSIS REPORT PAGE NO. 12
SERVICE CENTER TOTALS: DATE ENDING 08-08-20XX

COUNT AMOUNT

PRIOR BALANCE 1384 $ 942,685.68
NEW ACCOUNTS ADDED 243 $59,407.85
INCREASED AMOUNTS $.00
ACCOUNTS CLOSED 202 $138,071.96
PARTIAL APPLICATION $.00
CLOSED EXCESS COLLECTION 0 $.00
DISHONORED CHECKS 7 $10,114.43
VOIDED ACCOUNTS 2 $3,193.00
DECREASED AMOUNTS $0.00
NEW URF BALANCE 1416 $850,714.14 CURRENT FY RR $750,899.25
SOURCE CODE EF 7 $4,300.00 CURRENT FY RR $2,000.00
SOURCE CODE P1 10 $7,500.00 CURRENT FY RR $6,200.00
SOURCE CODE P2 12 $8,600.00 CURRENT FY RR $7,100.00
SOURCE CODE TOTAL 29 $20,400.00 CURRENT FY RR $15,300.00
ALERT: URF BALANCE EXCEEDS $1,000,000.00

Figure 3.17.10-42 URF01 — Unidentified Remittance File Analysis

c. Several specialized source codes are summarized toward the end of the
URFO1. EF records electronic fund transfers between the times they are
received and applied. P1 and P2 may be used, at campus option, to
keep track of sub-inventories within the URF such as deposit discrepan-
cies.

d. As of January 2001, an alert line is displayed at the end of the URFO1
when the new unidentified balance exceeds a specified amount. When
the balance reaches $1,000,000 (one million dollars) an explanation of
this balance should be included in the comments section of the MIR
report as described in IRM 3.17.10, Reporting of Inventories.

(2) URFO01-Monthly Unidentified Remittance File Analysis summarizes activity for
the fiscal month in the same format described in (1) above.

(8) URFO03-Transaction Register

a. URADD Register shows unidentified remittance control number and
amount for each item added to the URF by area. The second page of
this register summarizes the area totals of these items by tax class,
count and amount in such categories as nullifies and rejects. See Figure
3.17.10-43, URF03 - URADD Register.

URFO03 - URADD Register

3.17.10.3.17
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URF03 — URADD Register

URF 03 TRANSACTION REGISTER DATE 08-08-20XX PAGE 1

UR ADD REGISTER

UNIDENTIFIED REMITTANCE FILE

U. R. CONTROL NUMBER AMOUNT U. R. CONTROL NUMBER AMOUNT
RJ 00017-220-22203-X $ 5.00 AD 00117-220-22204-X $ 70.00
AD 00117-220-22205-X $ 270.00 AD 00117-220-22206-X $ 10.00
AD 00117-220-22207-X $ 22.00 AD 00117-220-22208-X $ 123.00

________————"-._____-_-________———-—-._______-_________———"-—-.________________———-—-.____._-

DO/CD 00 TOTALS DATE 08-08-20XX PAGE 2

TAX CLASS COUNT AMOUNT

NULLIFIES 0 0 .00

1 0 .00

2 0 .00

9 0 .00

REJECTS 0 1 5.00

1 0 .00

2 0 .00

3 0 .00

4 0 .00

OTHERS: 27 9,222.03

UR: 13 2,678.90
DOC CODE 17 0 .00
DOC CODE 24 0 .00
DOC CODE 45 0 .00

DO/SC TOTALS 41 11,905.93

/\/\/\/\
Figure 3.17.10-43 URF03 — URADD Register

b. URFO03 NMF Apply Register lists UR control number, taxpayer's name
and address, TIN, tax period, 23C date, form number, employee number
and other information, including “Remarks”. See Figure 3.17.10-44,
URFO03 - UR NMF Apply Register.

URFO03 - UR NMF Apply Register

Cat. No. 33875B (12-09-2024) Internal Revenue Manual 3.17.10.3.17
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URFO03 — UR NMF Apply Register

URF 03 TRANSACTION REGISTER
UR NMF APPLY REGISTER DATE 08-08-20XX PAGE 1
U.R. U.R. NAME
CONTROL NUMBER & ADDRESS SSN/EIN TXPD 23C-LoC FORM # EMPLOYEE NUMBER
00623-141-00001-X LAKE AZURE 00-0008110N 20XX12 080820XX 8697 0005447812
LOCAL NMF ID/GEN LEDGER 60623205000022 AMOUNT $1,787.00

REMARKS: 1300-23C-NON IDRS

00627-118-30010-X YAK, WILLIAM 000-00-7899N 20XX12 052320XX 8404 0005436506
LOCAL NMF ID/GEN LEDGER 60669128602002 AMOUNT $12,420.00

REMARKS: 1300-23C-NON IDRS
_./\/\N\
Figure 3.17.10-44 URF03 — UR NMF Apply Register

c. URFO03 Transfer Apply Register lists UR control number, taxpayer’'s name
and address, employee number and other information. See Figure
3.17.10-45, URF03 - UR Transfer Apply Register.

URF03 — UR Transfer Apply Register

URF 03 TRANSACTION REGISTER
UR TRANSFER APPLY REGISTER DATE 08-11-20XX PAGE 4
U.R. CONTROL NUMBER U.R. NAME & ADDRESS AMOUNT EMPLOYEE NO.
00117-220-20902-X ANONYMOUS $50.00 0021178801
LOCAL REMARKS: CREDIT 2300 A/C-CONSCIENCE FUND
00254-220-60025-X PERIWINKLE INC $700.45 0021178801
MARYWOOD SQUARE REMARKS: TSFR TO PSPC 78-0002421 1120F 20XX12
CHICAGO, IL 60607

Figure 3.17.10-45 URF03 — UR Transfer Apply Register

URF03 — UR Transfer Apply Register

d. UR Restricted Apply Register shows type of application, UR control
number, amount and employee number. A later page of this register sum-
marizes the area totals. See Figure 3.17.10-46, Restricted Apply
Register.

URF03 — Restricted Apply Register
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URFO03 - Restricted Apply Register

URF03 TRANSACTION REGISTER

UR RESTRICTED APPLY REGISTER DATE 11/17/20XX PAGE 3
TYPE OF APPLY U.R. CONTROL NUMBER AMOUNT EMPLOYEE NO.
D 00009-201-60101-X $720.20 0001334601

TOTAL D TYPE APPLIES DO/SC AMOUNT
00 $720.20
SERVICE CENTER TOTALS $720.20

Figure 3.17.10-46 URF03 — Restricted Apply Register

e. The URF Refund Voucher List reflects manual refunds and includes tax-
payer's name and address, TIN (if available), amount of refund, control
number, and employee number. A later page of this register summarizes
the area totals.

f.  URFOS3 is a daily report but will not be printed if no transactions occurred
on the report date.

(4) URFO05-URF Applications of IMF/BMF/IRAF-Controls

a. Daily report lists completed URAPL “M”s in DLN order.

b. Summary breaks down total records input by IMF, BMF and IRAF
showing numbers of records input and applications updated with money
amounts applied. See Figure 3.17.10-47,URFO05 - URF Applications of
IMF/BMF/IRAF- Controls.
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URFO05

URFO05 DATE 06/30/20XX PAGE NO. 1
URF APPLICATIONS FOR IMF/BMF/IRAF-CONTROLS
COMPLETED-URAPL-M'S

CONTROL NUMBER APPLIED AMOUNT CONTROL NUMBER AMOUNT
00217-191-00919-X 4,900.00 00217-318-05152-X 275.61
00220-219-06023-X 2,870.13 00220-220-02724-X 37.50
00009-344-50003-X 200.00 00217-119-00021-X 14,219.36

URF APPLICATIONS FOR IMF/BMF/IRAF-CONTROLS
RECORDS INPUT APPLICATIONS UPDATED APPLIED
IMF 34 34 $27,803.05
BMF 19 19 $10,157.94
IRAF 0 0 $.00
TOTALS 53 53 $37,960.99

Figure 3.17.10-47 URF05 — URF Applications of IMF/BMF/IRAF-Controls

(5) URFO07-Unidentified Remittance File Performance Indicator Analysis

a. Weekly inventory lists both dollar amount and count for prior balance,
receipts, closures and new balance of each source code within the URF.

b. Totals of prior balance, receipts, closures and new balance agree with
URFO1 inventory report of the same date.

(6) URF45-Accounts Receivable URF Report

a. URF45 is a monthly report in two parts to aid in case management and
to provide input to Headquarters.

b.  The first section of URF45 lists large-dollar cases in descending order by
money amount and shows their DLN, name control, IRS-received date,
entry date to the URF, current amount of the credit and cumulative
amount of the credit plus that of all others listed above it. See Figure
3.17.10-48, URF45 - Accounts Receivable URF Report.

URF45 — Accounts Receivable URF Report

URF45 — Accounts Receivable URF Report

URF45 ACCOUNTS RECEIVABLE URF/4620 REPORT FOR THE MONTH ENDING 05/27/20XX [KCSC] PAGE 1
REC-NUM DLN NAME-CTRL RECVD-DATE ENTRY-DATE BALANCE-AMOUNT CUM-AMOUNT STATUS
1 00221-077-45105-X CASH 03-18-20XX 03-31-20XX $60,452.55 $60,452.55 OPEN
2 00601-110-41210-X BLUE 04-20-20XX 05-05-20XX $56,412.22 $116,864.77 OPEN
3 00501-154-02150-X UNKN 06-03-20XX 07-21-20XX $46,452.00 $163,316.77 OPEN
4 00401-076-01250-X WINE 03-17-20XX 04-07-20XX $45,642.00 $208,958.77 OPEN

Figure 3.17.10-48 URF45 — Accounts Receivable URF Report
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c. The second section of URF45 is an inventory printed in duplicate
showing the volume and amount of the beginning total inventory,
beginning inventory of $25,000+ credits, total receipts during the period,
receipts of $25,000+ credits during the period, total closures during the
period, closures of $25,000+ credits during the period, total ending
inventory, and ending inventory of $25,000+. See Figure 3.17.10-49,
URF45 - Summary Report.

URF45 — Summary Report

URF45 — Summary Report

UNIDENTIFIED REMITTANCE FILE TOTAL TOTAL

FY-20XX - 4620 RECORDS RECORD VOLUME DOLLAR AMOUNT
EE S S SRS EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEE
COMBINED BEGINNING INV. 969 $517,602.26
BEG INV. ($25,000+) 1 $44,000.00
COMBINED RECEIPTS 285 $267,414 .86
RECEIPTS ($25,000+) 1 $70,000.00
COMBINED CLOSURES 302 $349,293.29
CLOSED ($25,000+) 2 $114,000.00
COMBINED ENDING INV. 952 $435,723.83
ENDING INV. ($25,000+) 0 $.00

/\/\/\/\

Figure 3.17.10-49 URF45 - Summary Report

d.  One copy of the second part of the URF45 is to be retained in unit
records and the other, accompanied by any required narrative, should be
sent to Planning and Analysis Staff.

(7) URF50-Transaction Register

a. Excess Collection lists UR cases which have dropped to excess collec-
tions in UR control number order and includes the amount of each item.
See Figure 3.17.10-50, URF05 - Excess Collection.

URF50 — Excess Collection, Transaction Register

Cat. No. 33875B (12-09-2024) Internal Revenue Manual 3.17.10.3.17
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URF50 — Excess Collection

URF 50
EXCESS COLLECTION
U.R. CONTROL NUMBER

00009-092-43014-X
00009-104-43070-X
00117-096-50136-X
00217-100-68747-X

TRANSACTION REGISTER

DATE 04-30-20XX PAGE 1

UNIDENTIFIED REMITTANCE FILE

AMOUNT U.R. CONTROL NUMBER AMOUNT
$ 879.90 00009-093-39810-X S 602
S 98.04 00009-106-50127-X $ 630
$ 627.55 00117-119-60748-X $1,196
$3,000.00 00217-110-68749-X $ 410

Figure 3.17.10-50 URFO05 - Excess Collection

URF50 - Dropped List 1

.03
.22
.52
.08

/\/\/\/\

Dropped List 1 allows research of dropped cases alphabetically by tax-
payer's name and is viewable on Control D. See Figure 3.17.10-51,
URF50 - Dropped List 1.
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URF50 — Dropped List 1
URF50 (URF) UNIDENTIFIED REMITTANCE DROPPED LIST 1 DATE 05-24-20XX PAGE 33
01-20-20XX 0020303103 UNK
Q 01-20-20XX 0020303103 000000000
M 01-20-20XX 0020303103 000-00-9500 GREE 30 20XX12 00217-416-00401-X 20XX12 1ST TC 670 $2.00
NSD-CORRECT TP IDENTIFIED
01-20-20XX 0020303103 NOTICE
01-20-20XX 11:08 NSD-CORRECT TP IDENTIFIED
ASH INC 00009-037-20000-X CLOS UR ORIG AMT $14.00 BC ALL AMERICAN BANK OF
C/0 JAKE ASH
120 POLK DR RECEIVED DATE 02-09-20XX ENTRY DATE 04-22-20XX 00-3002519 BAL AMT $.00 0020303103
TRACE ID: 00-00-0000000-000-000000
CHICAGO, IL 60607 Y
E 04-23-20XX 0030124021
C 01-20-20XX 0020303103 ASH
K 01-20-20XX 0020303103
S 01-20-20XX 0020303103 2977 N EISENHOWER
U 01-20-20XX 0020303103 CHICAGO, IL 60607
Q 01-20-20XX 0020303103 000000000
M 01-20-20XX 00-300251% JAKE 10 20XX12 00817-647-07400-X 20XX12 18T TC 670 $14.00
NSD-CORRECT TP ID'D
L 01-20-20XX 0020303103 NOTICE
b4 01-20-20XX 09:08 NSD-CORRECT TP ID'D
ASH, GEORGE 00009-008-10102-X CLOS TUR ORIG AMT $309.85 UK LOCK BOX
347 E HAYES ST RECEIVED DATE 01-06-20XX ENTRY DATE 01-26-20XX 000-00-3717 BAL AMT $.00 0020325712
TRACE ID: 00-00-0000000-000-000000
CHICAGO, IL 60607 N
C 01-26-20XX 0020325712 UNKN
S 01-26-20XX 0020325712
U 01-26-20XX 0020325712
Q 01-26-20XX 0020325712 000000000
M 01-26-20XX 0020325712 000-00-3717 JASP 30 20XX12 00217-423-00200-X 20XX12 1ST TC 660 $309.85
NSD PER ADVICE OF CREDIT FRM LCKBX
Y 01-26-20XX 12:40 NSD PER ADVICE OF CREDIT FRM LCKBX

Figure 3.17.10-51 URF50 - Dropped List 1

c. Dropped List 2 allows research of dropped cases by DLN. Dropped Lists
are viewable on Control D. See Figure 3.17.10-52, URF50 - Unidentified

Remittance Dropped List 2 (by DLN).
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URF50 — Dropped List 2

URF50 <URF> UNIDENTIFIED REMITTANCE DROPPED LIST 2 DATE 11-30-20XX PAGE 18
00009-308-00001-X SEAL $ 150.00 11-03-20XX 11-04-20XX
00009-308-00012-X JACA $ 432.96 11-02-20XX 11-04-20XX
000092-317-00002-X DEER $ 500.00 11-10-20XX 11-15-20XX
00009-320-00000-X HARE $ 275.20 11-12-20XX 11-16-20XX
000092-324-00001-X DUMA $ 625.00 11-22-20XX 11-26-20XX
00009-328-00005-X OTTE $ 75.00 11-24-20XX 11-29-20XX
_____—————"~—___________———‘—‘-——____________———-"~—___________———-—‘~——_____

Figure 3.17.10-52 URF50 - Unidentified Remittance Dropped List 2 (by DLN)

d. Dropped List 3 allows research of dropped cases by money amount.
Dropped Lists are viewable on Control D. See Figure 3.17.10-53,URF50 -
Unidentified Remittance Dropped List 3 (by Money Amount).

URF50 — Dropped List 3

URF50 <URF> UNIDENTIFIED REMITTANCE DROPPED LIST 3 DATE 11-30-20XX PAGE 1
$.01 00009-320-40700-X HEML 11-10-20XX 11-16-20XX
$.48 00224-306-40701-X LARC 11-03-20XX 11-04-20XX

$11.59 00270-303-40702-X PINK 10-29-20XX 11-02-20XX

$13.62 00009-322-51036-X RUST 11-16-20XX 11-19-20XX
$14 .47 00224-331-20111-X GRAY 11-26-20XX 11-29-20XX
e —————— . r,—— . T— e ]

Figure 3.17.10-53 URF50 — Unidentified Remittance Dropped List 3 (by Money Amount)

e. URb0-Aged-10-Month—List shows all cases on the URF that are more
than 10 months old. Elements of each case shown include UR control
number, name control, original amount, balance amount, entry date and
received date. See Figure 3.17.10-54, URF50 - UR Aged 10 Month List.

URF50- UR Aged 10 Month List
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URF50 - UR Aged 10 Month List

URF 50

U.R. CONTROL NUMBER

NAME CONTROL

UR-AGED-10-MONTH-LIST

DATE 05-31-20XX

PAGE 2

00197-184-20876-X COLA
00197-184-00841-X FIG
00117-188-20104-X FIR
00217-188-50202-X BLVD
00217-188-46302-X AZUR

e e e e e

ORIGINAL AMT BALANCE AMT ENTRY DATE RECEIVED DATE EMPY NUMBER
$1,254.69 $1,254.69 12-07-20XX 20XX-06-29 0020325712
$676.96 $676.96 04-21-20XX 20XX-06-29 0020310961
$100.00 $100.00 05-24-20XX 20XX-07-01 0020320103
$160.00 $160.00 05-05-20XX 20XX-07-01 0020310961
$100.00 $100.00 02-17-20XX 20XX-07-01 0020320104

Figure 3.17.10-54 URF50 — UR Aged 10 Month List

f.

URF50-UR Case Assign List shows all cases on the URF by the
employee number of the person who added a particular case to the file or
the person to whom the case is assigned, if different from the employee
who used CC URADD. The employee’s list of cases is secondarily sorted
by file entry date, earliest first. Other elements of each case shown are
UR control number and balance amount. A new page begins whenever
there is a change in employee number. This report has no summary. See
Figure 3.17.10-55, URF50 - UR Case Assign List.

URF50- UR Case Assign List

URF50 — UR Case Assign List

URF 50
NAME-CTRL EMPLOYEE #
UNKN 0011210252
UNKN 0011210252
UNKN 0011210252
CROW 0011210252
DOVE 0011210252
DUCK 0011210252
EAGL 0011210252
BOBC 0011210252
BEAR 0011210252
LION 0011210252

_____————___-—-‘-—-__________——‘———-_—--——__________————-_—-—-———__________———-_—-——-—--____

UR CASE ASSIGN LIST DATE 05-31-20XX PAGE 11

ENTRY DATE U.R. CONTROL NUMBER BALANCE AMT

20XX-08-26 00495-198-40608-X $137.50
20XX-09-30 00220-231-01200-X $865.00
20XX-09-30 00009-258-00000-X $200.00
20XX-03-10 00217-303-43812-X $103.97
20XX-03-22 00217-006-40060-X $77.96
20XX-04-13 00117-068-22880-X $202.38
20XX-04-13 00141-033-05001-X $28.76
20XX-04-13 00217-251-54370-X $984.00
20XX-05-12 00117-027-21200-X $2.24
20XX-05-12 00870-020-00595-X $25,000.00

Figure 3.17.10-55 URF50- UR Case Assign List

(8)

a.

URF60 - Monthly National Unidentified Remittance Analysis

Monthly inventory summarizes activity for the fiscal month in the same
format used for the URFO1. Also includes a File Source Code Report and
File Apply Code Report.
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b. A separate report is generated for each campus and includes a national
roll up.

c. The report is available on the Control D web site. See Figure 3.17.10-56,
URF60 - Monthly National Unidentified Remittance File Analysis
Report and Figure 3.17.10-57a, URF60 - Monthly National URF Source
Code Report.

URF60 — Monthly National Unidentified
Remittance File Analysis Report

URF60 (URF) MONTHLY NATIONAL UNIDENTIFIED REMITTANCE FILE ANALYSIS REPORT PAGE NO. 91
SERVICE CENTER TOTALS:
DATE ENDING 03-05-20XX

COUNT AMOUNT DATE ENDING 03-05-20XX
PRIOR BALANCE 5865 $23,392,984.69
NEW ACCOUNTS ADDED 2317 $27,943,040.35
STATUTE EXPIRED CASES
ADDED 0 $.00
INCREASED AMOUNTS $1,592.00
ACCOUNTS CLOSED 1554 $16,475,128.53
DPARTIAL APPLICATION $1,126,800.00
OPEN ACCOUNTS DROPPED 0
VOIDED ACCOUNTS 79 $13,367,526.04
DECREASED AMOUNTS $662.10
NEW URF BALANCE 6549 $20,367,500.37 5,012,215.65
SOURCE CODE EF 0 $.00 CURRENT FY RR $.00
SOURCE CODE P1 56 $652,332.29 CURRENT FY RR $13,505,000,059.23
SOURCE CODE P2 58 $360,111.95 CURRENT FY RR $21,981.74
SOURCE CODE TOTAL 114 $1,012,444 .24 CURRENT FY RR $651,207.24

Figure 3.17.10-56 URF60 — Monthly National Unidentified Remittance File Analysis Report

3.17.10.3.17 Internal Revenue Manual Cat. No. 33875B (12-09-2024)
33875141 Any line marked with a #
is for Official Use Only



Dishonored Check File (DCF) and Unidentified Remittance
File (URF) 3.17.10 page 151

URF60 — Monthly National URF Source Code Report

URF60 (URF) MONTHLY NATIONAL URF SOURCE CODE REPORT PAGE NO. 92
UR TOTALS: 10629 $12,933,790.87
NU TOTALS: 142 $170,516.13
RJ TOTALS: 4709 $136,523,859.20
FD TOTALS: 10 $8,624.27
NM TOTALS: 61 $1,189,814.41
AD TOTALS: 256 $228,311.44
EF TOTALS: 0 $.00
P1 TOTALS: 51 $54,905.98
P2 TOTALS: 775 $553,663.02
MF TOTALS: 0 $0.00
OT TOTALS: 586 $6,242,314.81
AM TOTALS: 114 $197,991.25
ST TOTALS: 3 $1,884.60
CO TOTALS: 11 $1,719.14
DO TOTALS: 0 $.00
SERVICE CENTER TOTALS: 17347 $158,107,395.12

Figure 3.17.10-57a URF60 — Monthly National URF Source Code Report

URF60 - Monthly National URF Apply Code Report

URF60 (URF) MONTHLY NATIONAL URF APPLY CODE REPORT PAGE NO. 93

MASTER FILE APPLIES

PRIMARY 21100 $134,997,646.11
SECONDARY 18 $717.00
TERTIARY 0 $.00
M TOTAL 21118 $134,998,363.11
N TOTAL 150 $7,772,315.04
T TOTAL 176 $2,812,281.61

Figure 3.17.10-57b URF60 — Monthly National URF Apply Code Report

3.17.10.3.18 (1) Upon receipt in the Unidentified Remittance Unit, computer-generated reports
(01-01-2013) should be balanced to the employees’ work records. Discrepancies should be
Balancing resolved and reported to the manager and/or the RRACS Data Base Adminis-
Computer-Generated trator.

Reports
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(2) The extent of balancing performed will vary between individual Unidentified
Remittance operations.

(38) The following is an example of daily balancing which will immediately reveal
any imbalance or problem on the URF as well as facilitate production of a
monthly trial balance:

3.17.10.3.18 Internal Revenue Manual Cat. No. 33875B (12-09-2024)
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URFO1 (prior day) New URF Balance
URFO03 (Add Register) plus NU Totals, RJ Totals, Other Totals, UR
Totals
(Restricted Apply Register) minus Total D Type Applies, R and Manual
? Refunds
plus Total Z Type Applies (may be ?)
(Transfer Apply Register) minus Grand Total (Transfer Applies)
(NMF Apply Register) minus Grand Total (NMF Applies)
URFO05 minus Total Applications to MasterFile
URFO1 (current day) equals New URF Balance
URFO1 (prior day) Current FY RR
URFO03 (Add Register) plus NU Totals, RJ Totals, Other Totals, UR
Totals
(Restricted Apply Register) plus Total Z Type Applies
EOD-16 (IDRS PJ Recap) minus Totals (Current Fiscal Year URF Applies)
URFO1 (current day) equals Current FY RR
URFO1 (current day) New Accounts Added
URFO1 (prior day) minus New Accounts Added
equals Net New Accounts Added
URFO1 (current day) Increased Amounts
URFO1 (prior day) minus Increased Amounts
equals New Increased Amounts
URFO1 (current day) Accounts Closed
URFO1 (prior day) minus Accounts Closed
equals New Accounts Closed
URFO1 (current day) Partial Application
URFO1 (prior day) minus Partial Application
equals Net Partial Application
URFO1 (current day Closed Excess Collection
URFO1 (prior day) minus Closed Excess Collection
equals Net Closed Excess Collection
URFO01 (current day) Dishonored Checks
URFO1 (prior day) minus Dishonored Checks
equals Net Dishonored Checks
URFO01 (current day) Voided Accounts
Cat. No. 33875B (12-09-2024) Internal Revenue Manual 3.17.10.3.18
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URFO01 (prior day) New URF Balance
minus Voided Accounts
equals Net Voided Accounts
URFO1 (current day) Decreased Amounts
URFO1 (prior day) minus Decreased Amounts
equals Net Decreased Amounts
EOD-16 (IDRS PJ Recap) Totals (Current Fiscal Year URF Applies)
plus Totals (Prior Fiscal Year URF Applies)
minus (Net Accounts Closed)
minus (Net Partial Application)
URFO03 (NMF Apply plus Grand Total (NMF Applies)
Register)
equals (should be zero)
Journal (RRACS) # 010861124083
plus # 010861124085
plus # 100861113127
plus # 100861113128
URFO03 (Add Register) equals NU Totals, RJ Totals and
Other Totals

3.17.10.3.19
(01-01-2013)
Reporting of Inventories

(1)

)

Production data for the weekly WPC Managers Report should match the staff
hour reporting period ending Friday or Saturday as directed in IRM 3.30.50,
Performance Evaluation Reporting System.

The weekly miscellaneous inventory report (MISTLE) described in IRM
3.30.124, Campus Monitoring Reports, includes URF data.

a. Beginning Inventory, Weekly Receipts and Ending Inventory documents
and dollars are derived by subtracting immediately prior week’s Friday
work daily URFO1/URF Analysis (Service Center Totals) for Prior
Balance; New Accounts Added and Increased Amounts; and New URF
Balance, respectively, from corresponding fields of the current week’s
Friday work daily URFO1/URF Analysis (Service Center Totals).

b.  Weekly Closures documents and dollars are derived by subtracting the
total of Accounts Closed, Partial Application, Closed Excess Collection,
Dishonored Checks, Voided Accounts and Decreased Amounts of the
immediately prior week’s Friday work daily URFO1/URF Analysis (Service
Center Totals) from corresponding fields of the current week’s Friday
work daily URFO1/URF Analysis (Service Center Totals.)

3.17.10.3.19
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3.17.10.4 (1)
(11-30-2016)
Deposit Discrepancies

Unresolved Debit Vouchers (SFs 5515) received from depositaries may show
discrepancies (other than checks on which payment has been refused)
between the Deposit Ticket (SF 215A) and the supporting checks such as:

Encoding errors

Slipped blocks

Piggy backs

Improper SF 5515 charge backs
Counterfeit Currency.

Discrepancies involving more than one payment in a block are to be processed
using the procedures in this section. Discrepancies involving only one payment
in a block (i.e., single encoding errors, guaranteed amounts) are to be
processed using the procedures in IRM 3.17.10, Dishonored Check File.

a.

Bank Discrepancies/Bank Adjustments Deposit Tickets and Debit
Vouchers (lost check, encoding error, slipped blocks, etc.) should also get
a new Trace ID Number when received from the Bank. Function to
generate the Trace ID # on BBTS will depend on the flow of work at each
site. The 20-digit Trace ID Number must be generated from BBTS with
System ID 25. Stamp Trace ID on the front of the Debit Voucher/Deposit
Ticket.

Note: See IRM 3.17.10.2.4.2, Dishonored Check File, for Trace ID format.

3)

Related discrepancies within a block of payments are to be resolved by a
limited number of employees to ensure that all working on the problem(s) are
aware of all adjustments made during resolution.

In general, debit discrepancies will be entered into 1710 Account, Dishonored
Checks, and credit discrepancies will be entered into 4620 Account, Unidenti-
fied Remittances.

a.

To ensure control of deposit discrepancy cases, these entries to the
correct accounts will be made immediately upon identification of a
situation as a deposit discrepancy. A technician should not be working on
a case which is not controlled.

To track deposit discrepancies controlled in the Unidentified Remittance
File, use source code P1 or P2 when entering the credits to the URF
using CC URADD. The totals of this sub-inventory will then appear on
the URFO1 report.

When resolving deposit discrepancies, the field should follow procedures, as
stated, in IRM 3.17.10 Deposit Discrepancies, making every effort to resolve
outstanding items. Depositary banks are required to respond to IRS inquiries
within 21 days. However, in the event the bank does not respond in a timely
manner to IRS needs on a routine basis, the field is advised to contact their
Headquarters analyst for assistance in negotiating with the bank.

Note: On individual cases where the depositary bank has not responded after 21

days, initiate a follow-up with the bank. Cases with no response after the
initial follow-up should be flagged for managerial review. Management may
determine if an follow-up letter, signed by the Field Director, is needed.

Cat. No. 33875B (12-09-2024)
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3.17.10.4.1
(01-01-2013)
Timeframes for
Resolving Deposit
Discrepancies

3.17.10.4.2
(01-01-2013)
Controlling Deposit
Discrepancies

3.17.10.4.2.1
(01-01-2022)
The Bank Discrepancy
Application

(6)

(1)

)

©)

(1)

)

)

@)

(4)

Per IRM 3.0.167.5, Losses and Shortages, the Campus Director is not ac-
countable for funds collected under a Lockbox arrangement. The campus is
assigned for resolving deposit discrepancies and properly crediting taxpayers’
accounts for amounts paid to the IRS through a Lockbox. Accounting
employees will work through their designated contacts at the Lockbox banks to
solve these problems.

Encoding errors, piggy backs and improper SF 5515 charge backs must be
resolved within 45 calendar days of the date the discrepancy was identified.

Slipped blocks must have all avenues of research exhausted within 150
calendar days of the date the discrepancy was identified.

At the end of these periods, unresolved credits with IRS-received dates older
than one year will be transferred into the 6800 Account, Excess Collections,
and unresolved debits will be transferred into the 7650 Account, Deposit Dis-
crepancies.

The entire block of payments containing multiple discrepancies should be
worked as a unit to facilitate balancing.

Cases in which the taxpayer has not received proper credit for his/her payment
must be entered to either the Dishonored Check File (DCF) or Unidentified Re-
mittance File (URF) as described in IRM 3.17.10, Deposit Discrepancies.

Effective April 2006, National Standard Application #118, Bank Discrepancy
Application, was released to control the bank discrepancy inventory and
produce reports. The application controls the bank adjustment cases by sys-
temically assigned sequence numbers for each debit voucher or deposit ticket
number entered. The application is web based, accessed through the
INTRANET. It is maintained at ECC Memphis.

To receive access to the Bank Discrepancy application input a request in
BEARS for “PROD ELEV Bank Discrepancy Java” and add special instruction
“Group: BAG-Bank Discrepancy Java Users role”.

The baseline application is administered by the Dishonored Check functional
area.

a. Access to Bank Discrepancy Application is controlled by a user database,
with each user assigned an access level and profile.

b. A Headquarters security administrator has been designated to keep the
user management role under the Utilities Menu. This designation includes
adding, deleting, unlocking or modifying users using BEARS.

c. Level of access must be approved by the user's manager. These access
levels determine the features of the application that the user may access.

The Bank Discrepancy Application consists of the following modules:

3.17.10.4.1
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Module Name

Utilities Menu

Debit Vouchers
Debit Tickets

Module Function

Enter debit voucher (DV) information.

Enter deposit ticket (DT) information.

User management - Add, delete or change users for this site
Bank names - Update bank names for this site

Case type - Update case type for this site

Suspense Actions - Update suspense actions for this site

Reports Run a selection of several different reports that can be viewed or printed.

(5) Any function having a printing problem should open a KISAM Ticket and have
the ticket assigned to group EOPS-ECC-USSB-EISS-IMSS.

(6) To change your password, you must use the following password rules:
° First character must start with a letter
° Must be a minimum of 8 characters
° Must include at least one uppercase letter
° Must include at least one lowercase letter
° Must include at least one numeric character
° Must include at least one of the following special characters: #, $, ! or _

(underscore)
(7) If the session is inactive for 15 minutes, the session will terminate.
3.17.10.4.3 (1) Encoding is used to convert and print the amount of the payment shown on

(01-01-2013)
Encoding Errors

(5)

the remittance in a Magnetic Ink Character Recognition (MICR) font on the
lower right side of the front of the check. An encoding error occurs when the
operator misreads the numeric amount indicated on the remittance.

If, for example, a check is written for $1,561.00 but encoded for $582.36 and is
returned by the bank, take the following action:

a. Using CC BDADD, add the debit voucher for $582.36 to the DCF.

b. Using CC BDAPL, apply $582.36 to the taxpayer's account. These two
actions clear the debit and reduce the credit on the taxpayer’'s module.

c. Prepare Form 3244, Payment Posting Voucher, for the correct amount,
$1,561.00, using the transaction date of the original payment.

d. Send check and Form 3244 to Clearing and Deposit for processing.

If a correction is not received from the bank for all the erroneously encoded
items within the block contact the bank, working through them to resolve the
discrepancy.

IRM 3.17.10.2, for processing documentation needed. (i.e., copy of check,
bank statements from taxpayer). As per local procedure, encoding errors may
be routed to Accounting through Accounts Management after retrieving
required documentation from the taxpayer. See IRM 21.5.7, Payment Tracers.

Processing deposit discrepancy encoding errors is much like processing single
encoding errors; however, correct amount of these multiple encoding errors is
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3.17.10.4.4 (1)
(12-04-2023)

Slipped Blocks/Mixed
Data/Mixed Entity )

@)
(4)

often assigned to an adjoining remittance in the block or the same error (i.e.,
moving decimal point one or more spaces) has been made in a number of re-
mittances in the block.

A slipped block occurs when an operator has transcribed the entity from one
document and the remaining information from another document in the block.

Receive debit and credit adjustments from the depositary to adjust encoding
errors contained in a slipped block.

Determine the extent of the slipped block condition.

Establish a worksheet encompassing all items in the block. Form 813 may be
photocopied, and the copy made into a worksheet similar to that shown in
Figure 3.17.10-59, Form 8546, Claim for Reimbursement of Bank Charges
Incurred Due to Erroneous Service Levy or Misplaced Payment Check.

Local Slipped Block Worksheet

BLOCK NUMBER 00220-099-58000-X
SLIP #3
Sequence Check Encoded Paid Credit Debit
Number Amount Amount Amount
29 39.00 320.00 281.00
30 400.00 39.00 361.00
3! 156.80 400.00 243.20

Figure 3.17.10-58 Local Slipped Block Worksheet

(%)

(6)

(7)

If the taxpayers each have received the correct credit, but the document
number on MFTRA does not match the actual number on the document,
renumber the documents. In this case, deposit balances.

If the taxpayers have been credited with incorrect amounts and the deposit
balances, transfer credits to the correct accounts as described in IRM 3.17.10,
Encoding Error. In this case, taxpayer 30 received taxpayer 29’s credit and
taxpayer 31 received taxpayer 30’s credit. See Figure 3.17.10-58, Local
Slipped Block Worksheet.

In the “true” slipped block, the taxpayer’s account is usually credited properly,
but the bank has improperly debited the taxpayer’s checking account.

3.17.10.4.4
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3.17.10.4.5 (1)
(01-01-2013)
Piggyback Remittances

3.17.10.4.6 (1)
(01-01-2013)

Improper SF 5515

Charge Backs ()

a. Assemble documentation to request proper debits and credits from the
depositary. Annotated Form 813 with supporting checks and other
materials will be necessary.

b. When a credit is received, place into the URF until the block is balanced.

c. When a debit is received, place into the DCF until the block is balanced.
If the debit is added to the DCF with the last three digits of the slipped
block DLN entered as the name control, it will appear on the Aged report
which can be monitored daily.

After all corrections have been received, the credits and debits should balance.

If the debits and credits do not balance, search the taxpayers’ accounts for
duplicate credits or for accounts not receiving proper credit.

Piggyback remittances occur when more than one check stick together and are
processed as one check, the top remittance being the only one really
processed but not endorsed. The bottom payment is endorsed, but it and any
other checks between it and the top remittance have not been included in the
deposit ticket and are not processed (free items).

Ensure that the taxpayer has not submitted a replacement check.

a. If a replacement check has not been submitted, prepare Form 3244 and
Form 4287, listing the information for proper credit application and hand
carry to the Deposit Activity.

b. If a replacement check has been processed, compare the payment dates
of the original payment and replacement check. If not the same, a date
change should be input so that it reflects the earliest received date. See
IRM 21.5.8, Credit Transfers, for instructions. Return the piggyback remit-
tance to the taxpayer with a brief note informing the taxpayer that the
date will be changed so that they are given credit for the original received
date.

A listing of free items may be received from the depositary with an SF 215,
Deposit Ticket.

a. Research taxpayer’s account for an open module.

b. If a free item can be identified, prepare Form 3244 using the date of the
original deposit ticket with which the check had been sent to the bank as
the “Transaction Date” and the entity information of the module you iden-
tified.

c. If afree item cannot be identified, prepare Form 3244 using the date of
the original deposit ticket with which the check had been sent to the bank
as the “Transaction Date” and entering “URF” in “Remarks.” Enter item to
the URF and include copies of the Form 813, the remittance and MRS in
the case file.

d. Hand-carry Forms 3244 and free items to the Deposit Activity.

Contact the bank which generated the erroneous SF 5515, requesting DT 215
to “wash” erroneous debit voucher.

Take no adjustment action to journalize until corrective documentation is
received.
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3.17.10.4.7

(01-01-2013)

Counterfeit Currency

3.17.10.4.8 (1) Beginning January 1, 2011, the Federal Tax deposit (FTD) PAYTAX system,
(01-01-2013) was decommissioned. FTD payments must be made electronically and
Federal Tax Deposit processed through EFTPS. Due to the decommissioning of PAYTAX, previ-
Discrepancies ously submitted FTD remittances may require adjustments due to bank or

taxpayer error. Overpayment adjustments may require a manual refund from
the URF back to the Financial Institution making the FTD payment.

(2) Beginning June 10, 2011, original requests for adjustments will be routed to or
received by the FTD Point of Contact (POC) located in the Accounting
function. The Accounting POC will forward the documentation to the Hardcore
Payment Tracer function (HPTF), who will monitor all actions and notify the
taxpayer if necessary. See IRM 3.17.5, Hardcore Payment Tracers. If the
payment is less than 12 months old, HPTF will prepare Form 2424, with docu-
mentation, to move the overpayment to the URF to refund the overpayment to
the Financial Institution.

Note: Documentation will include:

Copy of taxpayer’s check

Bank Statement

Documentation of FTD block research

TC 971, AC 296 on taxpayer’s account

Prints of all IDRS command codes used

Letter from Financial Institution requesting the credit

Form 2424 with remarks show “FTD Banking Error” or “Manually
refunded from URF”

(8) Verify all documentation is complete. If not, reject back to the originator.

(4) Use IDRS Command Code FMREF/URREF to issue a manual refund from the
URF to the Financial Institution. See IRM 3.17.10.3.11.

(5) Do not issue taxpayer an explanatory letter.

(6) Notify the HPTF of the completed action.

3.17.10.4.9 (1) Avoid contacting the taxpayer if the deposit discrepancy problem is internal to
(01-01-2013) IRS, being certain to freeze notice issuance which would otherwise be
Contacting Taxpayer generated by IRS error.

(2) No standard form letters are available for use in corresponding with the
taxpayer since the letter contents can differ substantially with the particular
situation.

(8) At campus option, Correspondex Letter 1687(C) may be used in encoding
error cases if modified by adding a paragraph:

“Your check may have been processed for a different amount than that shown on
your check. Please send us a photocopy of the front and back of your check plus a
statement from your bank stating the date and amount actually withdrawn from your
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account. If an adjustment has already been made, please have your bank provide a
copy of the adjustment document”.

3.17.10.5 (1) Policy Statement 5-39 (Reimbursement of Bank Charges Due to Erroneous
(12-09-2024) Levy and Service Loss or Misplacement of Taxpayer Checks) provides that the
Reimbursement of Bank Internal Revenue Service will reimburse taxpayers for bank charges resulting
Charges Due to Service from Service loss or misplacement of taxpayer checks during processing. In
Loss or Misplacement of practice, Small Claims are paid from the Judgment Fund, 31 U.S.C. 1304 (a)
Taxpayer Checks (), after they are processed by the IRS/Beckley Office, Beckley, WV, under

the authority granted by the Bureau of the Fiscal Service (BFS, formerly FMS),
a bureau of the Department of the Treasury. BFS acts under a 6/28/1996 del-
egation from OMB which has authority pursuant to 31 USC 3702. See also
IRM 5.19.6.13.4, Erroneous Levy, Reimbursement of Bank Charges.

(2) For purposes of administering Policy Statement 5-39:

a.

b.

“Bank” is any financial institution or other institution providing remittance-
issuing services, i.e., bank, credit union, savings bank, savings and loan.
“Charges” include stop payment, reissue and research or photocopy fees
charged by banks for having to stop payment, when the IRS, having
mislaid the original remittance, has advised the taxpayer to again make
payment or to prove payment;

Charges cannot exceed one thousand dollars ($1,000.00)

Charges must represent actual expense paid by the taxpayer (cannot be
waived by the bank or paid by someone other than the taxpayer or his/
her authorized representative); and

Charges must be appropriately claimed of the Campus by the taxpayer
within one year of its accrual.

“Loss or misplacement” includes failure to properly credit the taxpayer’s
account as well as mishaps occurring during the deposit operation. Mal-
feasance or misfeasance by agents of the Campus such as Lockbox
personnel, Postal Service or couriers and embezzlement by Campus
personnel are within the scope of Policy Statement 5-39.

“Checks” include remittances such as personal or business checks, bank
drafts, cashier’s checks, money orders; and

Checks must be paid in full to the IRS at the time the taxpayer claims
reimbursement under Policy Statement 5-39. (For example, if the
misplaced remittance was for $530.00 and the stop-payment charge was
$25.00, the taxpayer’s replacement payment must be for $530.00. The
taxpayer does not qualify for reimbursement by submitting a replacement
check for $505.00 [original amount less expense].)

IDRS research will be necessary to verify taxpayer’s information.

Note: DCF is only allowed to forward claims for Stop Payment. For all other

requests see IRM 3.17.10.5 (19), Reimbursement of Bank Charges Due to
Service Loss or Misplacement of Taxpayer Checks.

(3) If the original payment from which the claim arises was made at the area office
(i.e., to Revenue Officer, teller function), the claim will be processed by Compli-
ance.
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(4)

(5)

(6)

@)

If the original payment from which the claim arises was made at the campus,
through a Lockbox or the site of the original payment cannot be determined,
the claim will be processed by Campus Accounting Operations personnel as
described in these procedures.

If an employee of any functional area discovers in correspondence or during
telephonic contact with the taxpayer or his/her representative indication that a
bank charge was incurred due to Campus loss or misplacement of a payment
and determines that the criterion in (4) above is met, that employee will imme-
diately:

a. Mail a Form 8546, Claim for Reimbursement of Bank Charges, to the
taxpayer or authorized representative with a return envelope addressed
to the attention of Accounting Operations with the correct local stop
number;

b.  Send the original or copy of the taxpayer correspondence with any at-
tachments pertaining to a claim under Policy Statement 5-39 or a record
of the telephone conversation to Accounting Operations; and

c. Continue working, according to established procedures of his/her func-
tional area, any part of the taxpayer’s case which does not pertain to the
taxpayer’s claim under Policy Statement 5-39.

d. When it is determined that penalties and interest have been incurred on
these lost/misplaced items, take action per IRM 21.5, Account Resolu-
tion, at the proper time. When the item involved is an estimated payment,
reinput the transaction with the original date.

Upon receipt of documentation described in (5) a above, Accounting will keep
a file of this documentation awaiting association with the taxpayer's completed
Form 8546. Unassociated documentation will be purged from this file one year
after the accrual of the expense as indicated in the documentation or one year
after the taxpayer reveals to the Campus that such an expense has accrued,
whichever date is earlier.

Upon receipt of the completed Form 8546, associate documentation from the
holding file. Some completed Forms 8546 may be received without previous
contact with the Campus about the claimed bank charge and will, therefore,
have no material in the holding file. See Figure 3.17.10-59, Information or
Certified Transcript Request for sample completion of Form 8546.

3.17.10.5
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Form 8546 . Depan-ment of the Treasury —
(Rev. February 2013) Claim for Reimbursement of Bank Charges

Internal Revenue Service

Instructions

Request.

Please carefully read the instructions on the back of this form and provide the information requested. Use additional
sheet(s) if necessary. Submit this form to the address of the IRS office which served the levy, the address of the office
that misplaced the payment or the address that you used to file your tax return for Direct Debit Installment Agreement

1. Name and address of claimants (Number, street, city, state, and ZIP code)

MAY S. ALDER
3504 W. HOOVER DR.
MINNEAPOLIS, MN 55401

2. Telephone number (including area code)}

(763) 555-1234

3. Best time to call 4. Amount of claim

AFTER5PM | s 30.00

5. Social security or employer identification number
(Disclosure is voluntary. Omission may delay your claim
or prevent locating your records.)

000-00-0100

Electronic Funds Transfer (EFT) Information
(See instructions on the back of this form.)

6. Name(s) on bank account

7. American Bankers Association (ABA) number

8. Bank name and address (Number, street, city, state, ZIP code)

9. Bank account number

10. Type of account

D Checking |:| Savings

(BANK STATEMENT ATTACHED.)

11. Description of claim (State the circumstances which resufted in the loss for which you are claiming reimbursement.)

ON FEBRUARY 2, 20XX, I SENT A CHECK FOR $321.60 TO PAY THE
BALANCE DUE ON MYy 20XX INCOME TAX RETURN. ON APRIL 30,
20XX, I RECEIVED A BALANCE DUE NOTICE FROM THE IRS. MY BANK
HAD NO RECORD OF RECEIVING MY CHECK. I STOPPED PAYMENT ON
THE ORIGINAL CHECK AND SENT THE IRS A NEW ONE. MY BANK
HAS CHARGED ME $30.00 FOR STOPPING PAYMENT ON MY CHECK.

Certification

| certify that the amount of my claim covers only bank charges which resulted from either an
erroneous IRS levy, processing error by the Service for a Direct Debit Installment
Agreement or having to stop payment on a check which was lost or misplaced by the IRS. |
agree to accept this amount in full satisfaction and final settlement of this incident.

12. Signature of claimants (This signature should be used in alf future correspondence.)

May S. Alder

13. Date of claim

05-26-20xXX

Civil Penalty for Presenting

United States. (See R S § 3490, 5438, 31 UUSC 3729.)

Civil Penalty for Presenting

Fraudulent Claim Fraudulent Claim or Making False Statements
The claimant shall be liable to the United States for the sum of Fine of not more than $10,000 or imprisonment for not more
$2,000 plus double the amount of damages sustained by the than 5 years or both. (See 62 Stat 698, 749; 18 USC 287, 1001.)

Catalog Number 634880 WWW.irs.gov

Form 8546 (Rev. 2-2013)

Figure 3.17.10-59 Form 8546, Claim for Reimbursement of Bank Charges Incurred Due to
Erroneous Service Levy or Misplaced Payment Check

(8) Evaluate completed Form 8546 and supporting documentation from the holding
file. In addition to the points mentioned in (2) above, an allowed claim must:
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a. Result from Campus mishandling of the taxpayer’s remittance which may
occur through failure to act as well as by taking an incorrect or improper
action;

b. Be based upon the Campus’s request for a replacement payment or
proof of payment;

c. Include documentation substantiating the claimed charge and its
payment; and

d. Be signed by the taxpayer or authorized representative.

(9) The taxpayer need not supply information supporting his/her claim if it is
already part of the Campus’s records. For example,

a. If the module indicates a notice was sent to the taxpayer, the taxpayer
need not submit his/her copy in support of the claim.

b. If the account module indicates replacement credit, the taxpayer need not
submit a copy of the bank draft.

(10) The claim evaluator often must deduce the logical chain of events based on
normal prudent behavior and Campus procedures. For example:

a. Remittances are usually sent to the IRS via first class mail with no return
receipt requested. Such a taxpayer whose check is not cashed cannot
provide documentation of making the payment; Campus records of the
taxpayer’s account module may not show the credit. However, stop-
payment action by the taxpayer may prove that the taxpayer tried to
make the initial payment.

b.  Account discrepancy resolution is often conducted by telephone with
Campus personnel suggesting that the taxpayer stop payment on the
original remittance and make repayment. This advice is standard
Campus practice of which the taxpayer will have no proof. By stopping
payment and making the repayment, the taxpayer proves the requirement
of (8)b above.

(11) If none of the information provided by the taxpayer or Campus records dis-
qualifies the Form 8546 from consideration, any missing information needed to
complete the claim should be requested from the taxpayer or his/her represen-
tative. If no TIN is available and the taxpayer is not willing to provide it, deny
the claim. Use the telephone whenever possible. While awaiting taxpayer
response, the case file is to be kept in the holding file described in (6) above.

(12) If the verbiage on Form 8546 has been altered by the taxpayer in any way, the
claim should not be accepted. Follow procedures in (13) below.

(13) If the claim does not meet all of the above criteria, send a brief disallowance
letter to the taxpayer indicating the reason for the disallowance, including the
name, telephone number and employee ID number of the evaluator. The case
file is to be retained in the holding file described in (6) above, but may be seg-
regated with other disallowed cases within that file.

(14) If the claim meets all of the above criteria and is approved for the exact
amount shown on Form 8546, then:

a. Complete FMS Form 197 for each claim. The taxpayer’s TIN must be
entered on FMS Form 197 or the IRS/Beckley Office will reject the claim.

Note: If Form 8546 does not contain a signature by the taxpayer, send Letter
2179(P) or Correspondex Letter 2179C with FMS Form 197 to the taxpayer.
3.17.10.5 Internal Revenue Manual Cat. No. 33875B (12-09-2024)
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b.

j.

k.

If the taxpayer requests payment via Electronic Funds Transfer (EFT),
the address is also required.
If the taxpayer requests payment via EFT but FMS Form 197 is incom-
plete, issue a check to the taxpayer.
If the claim will be paid by check, enter the taxpayer’s mailing address on
FMS Form 197 on line (5), Agency/Office Mailing Address.
When a signed FMS Form 197 is received from the taxpayer, enter a
unique claim number (also called an Agency Reference Number) on each
FMS Form 197 on the Claim Number line. The claim number will be the
acronym for the Submission Processing Campus followed by the last two
digits of the calendar year and a sequential number. For example, the
first claim submitted by Kansas City Submission Processing Campus in
2015 will be KCSPC-15-1, the second claim will be KCSPC-15-2, etc.
Prepare Letter 2180(P) or IDRS Correspondex Letter 2180C to forward
the claim(s) to the IRS/Beckley Office. Attach a photocopy of the signed
Form 8546 and FMS Form 197.
If more than one FMS Form 197 is being sent to the IRS/Beckley Office,
attach Form 3210, Document Transmittal. List the name, TIN and settle-
ment amount of each claim on Form 3210.
Enter a unique tracking number on each Form 3210 on the transmittal
code line. The tracking number will be the acronym for the Submission
Processing Campus followed by the last two digits of the calendar year
and a sequential number. Example: the first Form 3210 submitted to the
IRS/Beckley Office by Austin Submission Processing Campus in 2015 will
be T-AUSPC-15-1, the second will be T-AUSPC-15-2, etc.
Forward Letter 2180(P) or IDRS Correspondex Letter 2180C and Forms
8546 and FMS Form 197 to the Submission Processing Campus Director
or his/her designee. Each FMS Form 197 must be signed. Under Delega-
tion Order 23 the Director’s authority may be redelegated no lower than to
first line supervisors.

Place a photocopy of the signed FMS Form 197 in the case file.

Mail or fax letter 2180(C) or Correspondex Letter 2179C, FMS Form 197

and photocopy of Form 8546 to the IRS/Beckley Office.

Record in the case file the date the letter is sent to the IRS/Beckley Office.

Return the case to the holding file described in (6) above.

m. Keep case files for approved claims for one year after preparing FMS

Form 197. These records may then be retired to the Federal Records
Center (FRC) and destroyed after 3 years per Document 12990, Records
and Information Management Records Control Schedules.

Exhibit 3.17.10-15

If the claim meets all of the above criteria but is approved for a different
amount than what is shown on Form 8546, then:

a.

b.

Prepare FMS Form 197 using the information provided by the taxpayer
on Form 8546.

Prepare Letter 2179(P) or IDRS Correspondex Letter 2179C. Attach the
original plus two copies of FMS Form 197 and a business reply envelope
and mail to the taxpayer for their signature.

Notate in the case file the date Letter 2179(P) or IDRS Correspondex
Letter 2179C was mailed.
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d. When signed copies of Forms 197 are received from the taxpayer, assign
a claim number and place one copy of the signed FMS Form 197 in the
case file.

e. Prepare Letter 2180(P) or IDRS Correspondex Letter 2180C and attach
FMS Form 197. DO NOT attach a photocopy of Form 8546 in these
cases since the taxpayer’s signature is present on FMS Form 197.
Continue processing as outlined in (14)g through (14)I above.

(16) The IRS/Beckley Office will accept both formats of FMS Form 197. Send
claims to address below or submit electronic submission to CFOBFC.
InvoiceLink @irs.gov or EFax @ 855-787-4385.

Internal Revenue Service

Miscellaneous Programs Unit
PO Box 9002
Beckley, WV 25801-9002

Overnight Address:
110 North Heber St.
Beckley, WV 25802

(17) The IRS/Beckley Office, Miscellaneous Programs Unit takes two to four weeks
to process a claim. They will not notify the campuses that a claim has been
paid. Campuses must wait a minimum of two weeks from the date the claim
was submitted to the Miscellaneous Programs Unit before inquiring about the
status of a claim. Status information can be obtained from the Miscellaneous
Program Unit via written request or via telephone at (304) 254-3300.

(18) When requesting the status by telephone or in writing (to the above address),
or to CFOBFC.InvoiceLink@irs.govthe following information must be provided:
the name of the SP campus, transmittal code from the Form 3210/FMS Form
197 submitted with claims to IRS/Beckley Office, Miscellaneous Programs Unit,
the accurate spelling of the case name, the date the claim was sent and the
amount of the award.

(19) Claims not covered under Policy Statement 5-39 can be considered under the
discretionary authority of the Small Claims Act (SCA) by the IRS Claims
Manager. See Delegation Order (DO) 1-4 (Rev 1). Instruct the taxpayer to
send claims to IRS Claims Manager:

IRS Office of Chief Counsel, GLS
P.O. Box 7410

Assoc. Chief Counsel
Washington DC 20224

Overnight Address:

IRS Claims Manager

IRS Office of Chief Counsel

General Legal Services CC:GLS

1111 Constitution Ave, NW, Room 6404
Washington DC 62204

Note: If you receive Form 8546 from TAS, instruct them to send it to the above
address using Form 3210.
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3.17.10.6 (1)
(01-01-2013)

Over the Counter

Network (OTCnet)

OTCnet is a secure web-based application developed by the Federal Reserve
Bank of St. Louis for the U.S. Treasury. OTCnet was released to IRS on March
19, 2011. The OTCnet system integrates the functionality of Paper Check Con-
version Over the Counter (PCCOTC) and Treasury General Account Deposit
Report (TGANet).

a. OTCnet will upgrade paper check conversion processing, so that it can
be done end to end over the internet without the need for special
software.

b.  OTCnet will eventually replace CA$HLINK II.

Designated employees in the Accounting Operation DCF function will be
Agency Viewers. As an Agency Viewer, you will be able to retrieve the
confirmed deposits and adjustments, view and search prior deposits and ad-
justments, and view business reports. A viewer may not be assigned any other
roles in OTCnet.

All OTCnet users must complete the training provided on the BFS OTCnet web
site prior to being given access to OTCnet.

a. A web-based site to provide guidance and training can be found at the
BFS OTCnet website at: OTCnet training website.

b. The OTCnet website will be the source of your training. The OTCnet
Agency Viewer Manual should be used for instructions on accessing
OTCnet, searching adjustments and viewing reports.

c. For questions or assistance using OTCnet, you may contact your Local
Security Administrator or the Treasury OTC Support Center at:

Phone: (866) 9457920 Toll Free.
E-mail: Fiscalservice.otcchannel @citi.com.

Note: The training web site is for all agencies using OTCnet and is not customized

3.17.10.6.1 (1)
(01-01-2013)
Accessing OTCnet

for any one agency.

If you have been identified as a OTCnet user, your Local Security Administra-
tor (LSA) will need to create your profile for OTCnet. After completion of the
online training course, each user must complete the OTCnet User Authoriza-
tion Form.

o The OTCnet User Authorization Form captures information needed to
set up an employee as an agency user in OTCnet. Original signature
required on form.

° The OTCnet User Authorization and Rules of Behavior forms can be
obtained from your Campus LSA.
° Your manager will submit your OTCnet User Authorization Form to your

LSA to be granted access to OTCnet.

Once you have been assigned OTCnet permission, you will receive three
e-mails. The first e-mail will provide your user ID; the second will provide your
temporary password and the last will provide your permission in OTCnet. After
you receive a user ID and password, you must login to the Treasury Web Ap-
plication Infrastructure (TWAI) to change your temporary password and provide
answers to your secondary authentication questions.
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3.17.10.6.2
(01-01-2013)
Adjustments and
Reports

@)

(1)

)

See Exhibit 3.17.10-16 OTCnet User Standard Operating Procedures (SOP),
Agency Viewer, for specific guidance on the following procedures:

All User Procedures

Initial Sign In

Password Maintenance
Password Rules

OTCnet Contingency
Agency Viewer Procedures
View Reports

OTCnet may be accessed on a daily basis to search for adjustments under the
Manage Deposit Menu. The following searches may be performed: Search Ad-
justments by Debit Adjustment, Credit Adjustment, Return ltem Adjustment or
Original Date of Deposit.

A daily report of anticipated adjustment inventory may be viewed or printed by
selecting the Adjustments by Agency Endpoint under the Business Reports
Menu.

The source document will be sent to the campus for processing. Do not
perform any activity on an adjustment prior to receiving the source document.
Adjustments will be processed according to the procedures in IRM 3.17.10,
Dishonored Check File and Unidentified Remittance File.

3.17.10.6.2
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Exhibit 3.17.10-1 (12-03-2019)
Table of Valid TC/MFT/Doc Codes (BDAPL)

The chart below shows the valid transaction codes (TC), MFT codes and document codes for CC BDAPL.

1 = valid as 1st (primary) TC only.
2 = valid as 2nd (secondary) TC only.
3 = valid as 3rd (tertiary) TC only.

X = TC valid for the specified doc code.

280 | 611 621 641 | 661 | 671 681 682 | 691 695 721
Doc 24 2 X, 1 1 2 X, 1 X, 1 X, 31 X1
Codes 45 5 X
87 2 1 X 1 X 1 1 3 1 X
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Exhibit 3.17.10-1 (Cont. 1) (12-03-2019)
Table of Valid TC/MFT/Doc Codes (BDAPL)

280 | 611 621 641 | 661 | 671 681 682 | 691 695 | 721
BMF 01 2 1 1 1 1 3 1 1
MFTs 02 | 2 | 1 1 1 1] 1 1 3 | 1 1
03 2 1 1 1 1 3 1 1
04 2 1 1 1 1 3 1 1
05 2 1 1 1 1 1 3 1 1
06 2 1 1 1 1 3 1 1
08 2 1 1 1 1 3 1 1
09 2 1 1 1 1 3 1 1
10 2 1 1 1 1 3 1 1
1 2 1 1 1 1 3 1 1
12 2 1 1 1 1 3 1 1
13 2 1 1 1 1 3 1 1 1
14 2 1 1 1 1 3 1 1 1
15 2 1 1 1 1 3 1 1
16 2 1 1 1 1 3 1 1
17 2 1 1 1 1 3 1 1 1
33 2 1 1 1 1 1 1 3 1 1
34 2 1 1 1 1 1 3 1 1
36 2 1 1 1 3 1 1
37 2 1 1 1 1 3 1 1
43 2 1 1 1 3 1 1 1
44 2 1 1 1 1 3 1 1
46 2 1 3
50 2 1 1 1 1 3 1
51 2 1 1 1 1 3 1
52 2 1 1 1 1 1 3 1
58 2 1 1 1 1 3 1
60 2 1 1 1 1 3 1
Exhibit 3.17.10-1 Internal Revenue Manual Cat. No. 33875B (12-09-2024)
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Exhibit 3.17.10-1 (Cont. 2) (12-03-2019)
Table of Valid TC/MFT/Doc Codes (BDAPL)

280 | 61 621 641 | 661 | 671 681 682 | 691 695 721
1 1 1 1

61
62
63
64
67
74
76
77
78
83
IMF 29
MFTs 30
31
35
55
82

W W W W[ W W Ww|Ww|w|w

NN NN NN INDINDIDNDIDNDINDIDNDIDND|DND|IDND|DN

—_
—_
—_

W W W|w|w
—_
—_

NMF All 2 1 1 1 1 3 1 1

NMF MFT 29 is invalid with TCs 611, 682, and 691.
NMF MFT 07 is invalid with TC 721.

Cat. No. 33875B (12-09-2024) Internal Revenue Manual Exhibit 3.17.10-1
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Exhibit 3.17.10-2 (01-01-2013)
CC BDADDR / CC BDADD

Refer to IRM 2.4.25 for specific command code information.
(1) Input CC BDADDR to request CC BDADD format.

(2) CC BDADD is used to establish a dishonored check record on the Dishonored Check File.

CC BDADDR Input Screen Format

BDADDRY

Response: CC BDADD. A new CC BDADD format will be displayed after the CC BDADDR input screen.

BDADD Screen Format

BDADD ITEMS 000 $.00
NN-NNN-NNNNN-NNN-N RC  EMPLASGNUM
$8553885358855888

NN -NN- NNNNNNN - NNN - NNNNNN

TYPE MMDDYYYY

18T N/L

2ND N/L

STREET
CY/ST/ZIP
TIN

MRS - IND

Exhibit 3.17.10-2 Internal Revenue Manual Cat. No. 33875B (12-09-2024)
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Exhibit 3.17.10-2 (Cont. 1) (01-01-2013)
CC BDADDR / CC BDADD

Line # Description

Line 1 BDADD - will remain on the screen.
ITEM COUNT - shows how many checks have been added. The count will change with
each check entered.
RUNNING TOTAL - must balance to the Form 5515. The total will change with each
check entered.

Line 2 DISHONORED CHECK NUMBER - Enter the DCN. The number will repeat itself for the
twelfth, thirteenth, and fourteenth digits. These three digits (004) are the check number.
Input the three-digit check number for each check.
RC - Enter the reason code. The reason code tells why the check is dishonored. See
the reason code chart in IRM 3.17.10.2.3.
EMPASGNUM - Overlay with the employee assignment number if different from the
employee of the person who is inputting CC BDADD.

Line 3 AMOUNT OF THE CHECK - Enter the encoded money amount at the bottom of the
check.

Line 4 TRACE ID NUMBER - The 20 digit Trace ID Number must be present.

Line 5 TYPE OF THE CHECK - Enter one of the following: “REGU” for a regular check;
“SPLIT” for a split check; “MULT” for a multiple check; or, “MUSP” for a split multiple
check.

IRS RECEIVED DATE - Enter the SF5515 Debit Voucher date of deposit (MMDDYYYY)
on which the payment was received by IRS. This date cannot be later than the current
date or earlier than the immediately prior year. If the IRS-received date is illegible or not
on the remittance, use the earliest readily discernible date after IRS would have
received the payment. i.e., SF 5515 voucher date. This date will repeat itself for each
item in the group being added; therefore, care must be taken to overlay the correct
date for each payment.

Line 6 FIRST NAME LINE - Enter the first name line shown on the check so that the name
control underlined on the check is entered first. The length of the First Name Line is
limited to thirty-five (35) characters.

Line 7 SECOND NAME LINE - Enter the second name line shown on the check. The length of
the Second Name Line is limited to thirty-five (35) characters. This line need not be
completed if the check shows no second name line but must be completed for a foreign
address.

Cat. No. 33875B (12-09-2024) Internal Revenue Manual Exhibit 3.17.10-2
Any line marked with a #
is for Official Use Only



page 174 3.17 Accounting and Data Control

Exhibit 3.17.10-2 (Cont. 2) (01-01-2013)
CC BDADDR / CC BDADD

Line # Description

Line 8 STREET ADDRESS - Enter the street address shown on the remittance. If entry is
made on this line, Line 9 must be completed.

Line 9 CITY, STATE, AND ZIP CODE - Enter the city, state, and ZIP Code shown on the
check. A major city code is a valid City/State/ZIP input. This line must be completed if
there is an entry on Line 8.

Line 10 TAXPAYER IDENTIFICATION NUMBER (TIN) - Enter the Employer Identification
Number (EIN) or Social Security Number (SSN), if available. Line 10 must be completed
if a transcript is desired.

Line 11 MRS-IND - Enter YES if a transcript is desired. If YES is entered on Line 11, Line 10
must be completed.

Line 12 ERROR MESSAGES - If needed, an error message may appear on this line. If no error
message is required, REQUEST COMPLETED will appear on this line.

Note: See IRM 2.4.25, Command Codes BDADDR, BDADD, BDAPLR, BDAPL, BDOUTR, BDOUT,
BDENT and BDINQ, for specific instructions and error messages.

Exhibit 3.17.10-2 Internal Revenue Manual Cat. No. 33875B (12-09-2024)
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Exhibit 3.17.10-2 (Cont. 3) (01-01-2013)
CC BDADDR / CC BDADD

Completed BDADD Screen Format

BDADD ITEMS 010

$7,854.92

00-202-01334-011-X 01 0020608967

3,225.00885$88
00-20-2007202-352
REGU 072120XX

-000001

ASPEN INSURANCE COMPANY

% DANE ASPEN

1200 MAPLE STREET
KANSAS CITY. KS
00-0008743

YES

66110

Cat. No. 33875B (12-09-2024)
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3.17 Accounting and Data Control

Exhibit 3.17.10-3 (01-01-2013)

CC BDOUT

Refer to IRM 2.4.25 for specific command code information.

(1) Input CC BDOUTR to request CC BDOUT format. A new CC BDOUT format will be displayed after each CC

BDOUT entry.

(2) CC BDOUT is used to correct or void an erroneous DC record which is on the DCF.

BDOUT

BDOUT Screen Format

T NN-NNN-NNNNN-NNN-N

NCDC

S e
COMMENTS

Line #
Line 1

Line 2

Line 3

Description
BDOUT

APPLICATION TYPE - Enter type of void/application.

D = Unidentified Remittance File Check.

I = Not IRS Check (only if check has been deposited by IRS).
R = Redeposited Check.

V = Void.

X = Missing Check.

Z = Change Money Amount.

P = Partial Void.

A = Payment for Alcohol, Tobacco or Firearms.

DISHONORED CHECK NUMBER - Enter the DCN.
If D, Z or P are entered on Line 2, Line 4 must be considered.
If V or Z are entered on Line 2, Line 5 must be completed.

NAME CONTROL - Enter the name control as shown on the DCF.

Exhibit 3.17.10-3

Internal Revenue Manual Cat. No. 33875B (12-09-2024)
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File (URF) 3.17.10 page 177
Exhibit 3.17.10-3 (Cont. 1) (01-01-2013)
CC BDOUT
Line # Description
Line 4 MONEY AMOUNT - An entry on Line 4 corrects an erroneous money amount previously
entered.

If D is entered on Line 2, leave Line 4 blank if the entire balance amount is unidentified.
If it is partially unidentified, enter the amount that is unidentified.
If Z or P is entered on Line 2, a money amount must be entered on Line 4.

Line 5 REMARKS - If V or Z is entered on Line 2, enter the reason why the DCF record is
being changed or voided on Line 5.

Completed BDOUT Format

BDOUT
Z 00-202-01334-025-X
SHAN

343.7585385883
TO CORRECT AMOUNT

Cat. No. 33875B (12-09-2024) Internal Revenue Manual Exhibit 3.17.10-3
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Exhibit 3.17.10-4 (12-07-2020)
CC BDAPLR / CC BDAPL

Refer to IRM 2.4.25 for specific command code information.

(1) Input CC BDAPLR to request CC BDAPL format.

(2) CC BDAPL is used to record the application of a dishonored check (in whole or in part) from the DCF to a

specific tax module.

CC BDAPLR Input Screen Format

BDAPLR

Response: CC BDAPL. A new CC BDAPL format will be displayed after the CC BDAPLR input screen.

BDAPL

A NN-NNN-NNNNN-NNN-N

NCDC NCAP MMDDYYYY NNNNN-NNN-NNNNN-N
ITC $5559S55555583 5583558888

280 $SSSSSSSSSSSSSS 3TC $55855388858888
TIN N DC NN YYYYMM YPPP DP
COMMENTS

23DATE LOCCD NNNNN-NNN-NNNNN-N

1ST N/L

2ND N/L
STREET
CY/ST/ZP

Exhibit 3.17.10-4 Internal Revenue Manual
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Exhibit 3.17.10-4 (Cont. 1) (12-07-2020)
CC BDAPLR / CC BDAPL

Line # Description
Line 1 BDAPL - will remain on the screen.
Line 2 TYPE OF APPLICATION CODE - Enter “M” for master file, if the document is for IMF or

BMF. Enter “N” for NMF.
DISHONORED CHECK NUMBER - Enter the Dishonored Check Number.

Line 3 NAME CONTROL FROM CHECK - Enter the name control as recorded on the DCF.
CC BDAPL updates the name control on the DCN to the application name control. Any
future action requires the use of the “new” name control. Document the “new” name
control if changed when inputting split remittance.

NAME CONTROL OF DOCUMENT - Enter the name control from return (must match
name control on master file). Enter for “M” type application only.

RECEIVED DATE - Enter the received date to agree with the date of the credit transac-
tion being reversed.

DLN - Enter the DLN of the return or the NMF Unit Ledger Card ID.

Line 4 PRIMARY TRANSACTION CODE - Overlay 1TC with the valid transaction code: 611,
621, 641, 661, 671, 681, 691, or 721. ( Exhibit 3.17.10-1, Table of Valid TC/MFT/Doc Cd
(BDAPL), for valid combinations.)
MONEY AMOUNT OF PRIMARY TRANSACTION CODE - Overlay $s with the amount
of tax credit to be reversed. $s must be completed if any entry is made on Line 4.
OTHER PENALTY AMOUNT - If entered, overlay $s with amount which cannot be
greater than $999,999,999.99.

Line 5 SECONDARY TRANSACTION CODE - Format will contain a generated TC 280.
MONEY AMOUNT OF SECONDARY TRANSACTION CODE- If correct amount of
penalty will not be automatically generated or if no penalty is to be assessed, overlay $s
with correct amount of penalty to be assessed. Zero cents (.00) is the correct entry
when no penalty is to be assessed.

TERTIARY TRANSACTION CODE - Enter TC 682 if designated interest payment is to
be reversed.

MONEY AMOUNT OF TERTIARY TRANSACTION CODE - Overlay $s with amount of
designated interest payment to be reversed.

Cat. No. 33875B (12-09-2024) Internal Revenue Manual Exhibit 3.17.10-4
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Exhibit 3.17.10-4 (Cont. 2) (12-07-2020)
CC BDAPLR / CC BDAPL

Line # Description

Line 6 TAXPAYER IDENTIFICATION NUMBER - Enter the TIN followed by a valid File Source.
Line 2, Item A, must agree with the File Source entered here.
DISHONORED CHECK NOTICE INDICATOR - Enter “I” if Form 2287, Notice of Check
Not Accepted by Bank, is to be issued. Enter “S” if notice is to be suppressed. Enter “E”
if Form 2287 (SP), Notice of Check Not Accepted by Bank, is to be issued. Note: Form
2287/Form 2287 (SP) is IDRS Notice 587.
DOCUMENT CODE - Enter the appropriate Document Code: “24” for IDRS NMF; “45”
for refund repayments; or“ 87” for regular MF and non-IDRS NMF.
MFT CODE - Enter the MFT Code.
TAX PERIOD - Enter the tax period.
EMPLOYEE PLAN/REPORT NUMBER - Enter “y” and employee plan/report number of
MFT codes 46, 74 or 76 only. Format is PPP. If MFT is 46, valid Report Number range
is 000, 100-199, 300-399, 500-599 and 700-799. If MFT is 74, valid PLAN-NUM range
is 001-999. If MFT is 76, valid PLAN-NUM range is 000—499, 501-999.
DESIGNATED PAYMENT CD - Must enter 49, 50 or 51 if Primary TC is 695.

Line 7 REMARKS - Enter the necessary information. For example, if an incorrect TIN was
used on the return and the correct TIN has been found, enter this information here. The
voucher number and date can also be entered for future use in locating worksheets.

Line 8 NMF 23C DATE, LOCATION CODE AND DOCUMENT LOCATOR NUMBER - Entries
must be made on this line if Type of Application Code shown in Line 2A is “N”.

Line 9 NAME - Enter the name as shown on the return or CC ENMOD from IDRS, placing the
surname first followed by a comma and first name(s).

Line 10 SECOND NAME LINE - Enter as shown or if not present, leave blank. CC BDAPL
updates entity information upon application. If a second name line or street address is
present on the file which is not part of the new address and will not be overlaid, it must
be deleted by using CC BDENT or it will appear on all future communications with the
taxpayer. Once the case is closed from the DCF, CC BDENT cannot be used to make
entity changes.

Exhibit 3.17.10-4 Internal Revenue Manual Cat. No. 33875B (12-09-2024)
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Exhibit 3.17.10-4 (Cont. 3) (12-07-2020)
CC BDAPLR / CC BDAPL

Line # Description

Line 11 ADDRESS - Enter as shown from the return or CC ENMOD. Changes to the address
can also be made in the following situations:
a. Change the address if the taxpayer positively requests the change. Underlining,
circling or annotating the printed address on the check constitutes a positive request.
b. Change the address if correspondence (including notices and envelopes) sent by the
Service that requires a response is returned by the taxpayer with corrections marked to
the taxpayer’s address information. Note: The correspondence will constitute clear and
concise written notification of a change of address. The taxpayer’s signature on the cor-
respondence is not required.
c. An address change can be taken from the taxpayer over the telephone only IF the
information is received while working another issue (for example, talking to the
taxpayer about another tax-related issue). The history sheet must be annotated and
remain with the case. If for any reason you do not feel comfortable taking the informa-
tion over the telephone, ask the taxpayer to submit the information in writing. If the only
issue is an address change, the change must be submitted in writing.
d. Only if no other address is shown, use the check address.

Line 12 CITY, STATE AND ZIP CODE - The name and address information are extracted from
the TIF. If the name and address is not on the TIF, then the address is extracted from
the DCF database. If the address information is incorrect, the information will need to be
overlaid with the correct information.

Note: When entering a foreign address, enter a # sign in the first position of the City/
State/ZIP Code line.
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3.17 Accounting and Data Control

Exhibit 3.17.10-5 (01-01-2013)

CC BDENT

Refer to IRM 2.4.25 for specific command code information.

(1) CC BDENT is used to update the FIRST NAME LINE, SECOND NAME LINE, STREET ADDRESS, CITY-
STATE-ZIP, TIN, EMPLOYEE NUMBER and TRACE ID NUMBER of a record on the DCF.

CC BDENT Input Screen Format

BDENT Screen Format

BDENT

VAAAY

NN -NNN-NNNNN-NNN-N

1N/LAST NAME,FIRST NAME
2N/SECOND NAME LINE
ST/STREET ADDRESS
CY/CITY,STATE ZIP
TN/nnnnnnnnnnnnnn
EN/nnnnnnnnnnnnn
TI/NN-NN-NNNNNNN - NNN - NNNNNN
CM/aaaaaaaaaasaaaaasasaaaaasaaaaaaaaaaaaa

Line #

Line 1

Line 2

LINE 3

Description

BDENT

NAME CONTROL - Enter the name control presently on DCF.

CONTROL NUMBER - Enter the DCN.

Exhibit 3.17.10-5
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File (URF) 3.17.10 page 183
Exhibit 3.17.10-5 (Cont. 1) (01-01-2013)
CC BDENT

Line # Description

Lines 4-11 ENTITY ELEMENTS BEING CHANGED - Lines 4-10 are used to update the First
Name Line; Second Name Line; Street Address; City, State and Zip Code; TIN,
Employee Number and/or Trace ID Number. The first element being changed must be
entered on line 4; the next element being changed must appear on Line 5 and so on.
a. First Name Line - enter 1N/ immediately followed by the new first name line on Line
4. The length of the first name line is limited to thirty-eight (38) characters. A new name
control will be generated for the record from the first four characters entered after 1N/.
b. Second Name Line- enter 2N/ immediately followed by the new second name line
on the next unused line of the format. The length of the second name line is limited to
thirty-eight (38) characters. To delete an existing second name line from DCF, enter
SECOND NAME LINE DELETE IND 2N/zZZ.

c. Street Address - enter ST/ immediately followed by the new street address on the
next unused line of the format. To delete an existing street address from DCF, enter
STREET-ADDR-DELETE-IND ST/ZZ.

d. City, State and ZIP Code - CY/ immediately followed by the new date on the next
unused line of the format. A major city code is valid City/State/ZIP input.

e. TIN - enter TN/ immediately followed by the TIN (including hyphens) on the next
unused line of the format.

f. Employee Number — enter EN/ immediately followed by the new employee number
on the next unused line of the format. The length of the employee number is limited to
thirteen (13) characters. (No history recorded.)

g. Trace ID Number — TI/ immediately followed by the new Trace ID Number on the
next unused line of the format. The length of the Trace ID Number is limited to twenty
(20) characters.

h. Comments — enter CM/ immediately followed by remarks not to exceed thirty-eight
(38) characters.

Note: Any combination of five changes can be done on the same BDENT screen. More
changes would require an CC BDENT input.

Line 13 Error Messages- If needed, an message will be displayed on Line 13. If no error
message is required, REQUEST COMPLETED will appear on this line.
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Exhibit 3.17.10-5 (Cont. 2) (01-01-2013)
CC BDENT

Completed BDENT Format

BDENT
UNKN
00-202-01334-046-X

1N/HAWTHORN, JASON
CM/NAME CHANGEn

Exhibit 3.17.10-5 Internal Revenue Manual Cat. No. 33875B (12-09-2024)
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File (URF) 3.17.10 page 185
Exhibit 3.17.10-6 (01-01-2013)
CC BDINQ

Refer to IRM 2.4.25 for specific command code information.

(1) CC BDINQ is used to display an entire DC record. All data on the DCF pertaining to a particular dishonored
check will be displayed. This consists of the basic dishonored check data plus history records of all actions
taken and current status.

CC BDINQ Input Screen Format

BDINQ

NAAAY

NNN, NNN, NNN . NN
NN-NNN-NNNNN-NNN-N

Line # Description

Line 1 BDINQ.

Line 2 DISHONORED CHECK NAME CONTROL.

Line 3 MONEY AMOUNT - Enter the amount of the check with decimal point and comma(s)
when present.
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Exhibit 3.17.10-6 (Cont. 1) (01-01-2013)

CC BDINQ
Line # Description
Line 4 DISHONORED CHECK CONTROL NUMBER - Enter the complete DCN or its first two
digits.
Line 5 ERROR MESSAGES - If needed, an error message as described in IRM 2.4.25 may
appear on this line.

Response to CC BDINQ, Page 1

GRAND INSURANCE AGENCY

% ADAM PALM

4620 TYLER STREET

KANSAS CITY,KS 66110 CLOS
01 00-202-01334-011-X $3,225.00

00-20-2007118-342-000001

REGU 20XX0426 00-0007455 20XX0428
0021012345 $0.00 20XX0514

C 20XX0514 0021012345
1N/GRAN

M 20XX0513 GRAN 00-0008743 0021012345

01 20XX06 941 00887-608-01070-X
20XX0331 00141-104-22413-X I

Exhibit 3.17.10-6 Internal Revenue Manual
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Exhibit 3.17.10-6 (Cont. 2) (01-01-2013)
CC BDINQ

Response to CC BDINQ, Page 2

611 $2,000.00
280 $64.50 $0.00

20XX0514 GRAN 00-0007455 0021012345
10 20XX12 940 00887-608-00601-X

20XX0331 00817-604-01242-X I

671 $225.00

280 $ 0.00 $0.00

20XX0514 VOID $1,000.00 0021012345
WRITE OFF TO 1510 ACCOUNT

Cat. No. 33875B (12-09-2024) Internal Revenue Manual
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Exhibit 3.17.10-7 (06-12-2024)
CC FMADD / CC URADD

Refer to IRM 2.4.24 for specific command code information.
(1) Input CC FMADD to request CC URADD format.

(2) CC URADD is used to establish a record of an unidentified remittance in the URF.

CC FMADD Input Screen Format

Response: CC URADD will be displayed after the CC FMADD screen is transmitted.

URADD Screen Format

URADD ITEMS 000 @ $.00
NNNNN-NNN-NNNNN-N SC STAT EMPLASGNUM
e e R

TP MMDDYYYY N

1ST NAME

2ND NAME

STREET

CITY/ST/ZIP

PYMT INFO

PYMT INFO 2

TIN/FS

NN YYYYMM

NN -NN - NNNNNNN - NNN - NNNNNN

Line # Description

Line 1 CC URADD.
ITEM COUNT - The item count shows how many credits have been added. The count
will change with each credit entered.
RUNNING TOTAL - The running total shows the dollar amount of all credits entered.
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Exhibit 3.17.10-7 (Cont. 1) (06-12-2024)
CC FMADD / CC URADD

Line # Description

Line 2 UR CONTROL NUMBER - Overlay “Ns” with the Unidentified Remittance Control
Number (URCN), using the original DLN as the URCN on Adjustment, Reject, Nullified,
Reject, Nullified Unpostable and Non-Master file cases. Julian Date “999” is valid on the
URF. The URCN on cases having no previous DLN will be numbered.

Digits 1-2 - Area Office or Submission Processing Campus (do not use the dump
district number).

Digits 3-5 - Will be 009 if the payment was added by the Deposit section. Otherwise, it
will be the tax class and doc code of the payment DLN.

Digits 6-9 - Sunday Julian Date of the current week, regardless of deposit date; or date
described in IRM 3.17.10.3.2(1).

Digits 9-11 - 000-599.

Digits 12-13 - Serial Number

Digit 14 - Current Year

SOURCE CODE - Enter source code, identifying area in which UR record originated:
AD - Adjustments

AM - Accounts Maintenance

CO - Collection

DO - District Office

EF - Electronic Fund Transfers

FD - Federal Tax Deposit

NM - Non-Master File

NU - Nullified Unpostables

OT - Other

P1 - Project 1

P2 - Project 2

RJ - Reject Function

ST - Statute

UR - Clearing and Deposit Function

STATUS CODE - Overlay status code, reflecting the classification of the UR record:
OPEN - Remittance is not identified and requires research to locate correct tax module.
If left blank, status will be OPEN.

IDEN - Remittance is identified. Legal or procedural restrictions prevent the intended
application of the credit.

EMPLOYEE ASSIGNMENT NUMBER - Overlay with Employee Assignment Number if
different from employee number of the person using CC URADD.

Line 3 AMOUNT - Overlay “$s” with UR amount, starting with first $ on left, including the
period and comma(s) i.e., 157.32$$$$$$.
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Exhibit 3.17.10-7 (Cont. 2) (06-12-2024)
CC FMADD / CC URADD

Line # Description

Line 4 TYPE OF PAYMENT - Enter type of remittance received:
BC - Business Check
CA - Cash (including cash conversions)
CC - Cashier's Check
FD - Federal Tax Deposit (including Certificates of Deposit)
GC - Government Check
MO - Money Order
PC - Personal Check
UK - Unknown

RECEIVED DATE - Enter current or prior received date (not more than one year old) in
MMDDYYYY format. Cannot be future date.

UR NOTICE INDICATOR - show whether a Letter 6268/ Letter 6268 (SP) is to be
generated:

Y - Notice to be computer-generated

E - Spanish Notice to be computer-generated

Blank - No notice to be sent

Line 5 1ST NAME LINE - Overlay with first name line of the taxpayer. The first four positions
identify the name control determined as directed in Document 7071 Name Control Job
Aid for Individual Master File (IMF) Taxpayers or Document 7071-A BMF Name
Control Job Aid. Use a comma in the first name line only when the order has been
changed to create the correct name control, i.e., Carter Rvoc Tr., John. The length of
1st Name Line is limited to thirty-five (35) characters. These instructions must be
followed explicitly so that the taxpayer is addressed properly in the generated Letter
6268/Letter 6268 (SP).

Line 6 2ND NAME LINE - Overlay with second name line, if there is one. Length of name line
is limited to thirty-five (35).

Line 7 STREET - Overlay with street address, if known.

Line 8 CITY/STATE/ZIP CODE - Overlay with city, state, and ZIP Code. These must be present
if a Letter 6268/Letter 6268 (SP) is to be generated. Input as follows: City, comma,
2-position standard state abbreviation, space, ZIP Code. The city cannot exceed 16
characters in length. A pound sign (#) in the first position show a foreign address and
requires only that the rest of the input field not be blank. A Major City Code followed by
a blank and the ZIP Code is valid City/State/ZIP Code input.

Line 9 PAYMENT INFORMATION - Must be present. Entry can include check number, name of
bank, telephone number, and any potentially helpful entity information such as filing
status or type of return.

Exhibit 3.17.10-7 Internal Revenue Manual Cat. No. 33875B (12-09-2024)
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Exhibit 3.17.10-7 (Cont. 3) (06-12-2024)
CC FMADD / CC URADD

Line # Description

Line 10 2ND PAYMENT INFORMATION - Optional; used as continuation of line 9, if needed.
Line 11 TIN - Overlay in SSN/EIN format, if known.

Line 12 MFT - Overlay with MFT, if known, and line 11 is completed.

TAX PERIOD - Overlay with tax period if known, and line 11 is completed.

Line 13 TRACE ID NUMBER - The 20 digit Trace ID Number must be present.

Line 14 ERROR MESSAGES - Any messages denoting erroneous input will appear here. See
IRM 2.4.24 for messages, error conditions, and solutions.

Completed CC URADD Format

URADD ITEMS 008 @ $1,595.26
00009-195-50006-X AD OPEN 0021101894
565.26

PC 071420XX

YUCCA, TRUMAN

2645 PUMA STREET
ST LOUIS,MO 63155
CHECK #864 KERRY BANK

000-00-6798
30 20XX12
00-02-2007195-400-000024
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3.17 Accounting and Data Control

Exhibit 3.17.10-8 (01-01-2013)

CC URINQ

Refer to IRM 2.3.20 for specific command code information.

(1) CC URINQ is used to request for display one or more records in the URF, based on the data elements

input.

(2) Research can be done in 3 ways: by amount of the remittance, by name control, or by DLN.

URINQ Screen Format

URINQ
VVVV

$S08S055585885
NNNNN - NNN - NNNNN-N

Line #

Line 1

Line 2

Line 3

Line 4

Line 13

Description

CC URINQ.

NAME CONTROL - Enter the valid name control from the UR case or form as directed
in Document 7071 or 7071-A. Enter “UNKN?” if the case has been added to the URF as
“Unknown”. Leave line 2 blank if the name control is not known. An inquiry produces a
display of the complete UR record.

REMITTANCE AMOUNT - Enter the money amount, including decimal point and
comma(s). Leave line 3 blank if the amount is not known. An inquiry to the amount file
produces a display of only the name control and URCN.

a. To display the complete record, place an asterisk in front of the record.

b. To return to the menu, move to Line 2 and transmit. The menu will return with the
pound sign (#) in front of the last complete record retrieved.

DOCUMENT LOCATOR NUMBER - Enter the 2-digit file location number or the
complete URCN. An inquiry produces a display of the complete UR record.

ERROR MESSAGES - An error message as described in IRM 2.3.20 may appear in
this line.

Exhibit 3.17.10-8 Internal Revenue Manual Cat. No. 33875B (12-09-2024)
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Exhibit 3.17.10-8 (Cont. 1) (01-01-2013)
CC URINQ

Open URINQ Record

ALDER, ART

ALDER & SONS TRUCKING

46098 PERRY WAY

CHICAGO, IL 60607
00417-036-10193-X 00 $137.50
00-02-2007034-100-000015
020320XX 00-0000000 051220XX 0020304803

$137.50 FORM 2290
N RJ OPEN BC

CC URINQ Response Record

Fields are only completed if information was known at time record was entered on the URF or information has
been added via CC URENT. The Name Control and amount will always appear.

Line # Description

Line 1 1ST NAME LINE - The first four positions identify the name control.

Line 2 2ND NAME LINE

Line 3 STREET ADDRESS

Line 4 CITY/STATE/ZIP CODE

Line 5 UR CONTROL NUMBER - Original DLN of the credit received from Adjustments,

Rejects, Nullified Unpostables or Non-Master File. If credit had no previous DLN, it will
carry an “009” number assigned by the Cashier Function.

UR CAMPUS CODE - A generated 2-digit code identifying the campus entering the
payment to the URF.

AMOUNT - Original amount of credit added to the URF.

Line 6 TRACE ID NUMBER

Cat. No. 33875B (12-09-2024) Internal Revenue Manual Exhibit 3.17.10-8
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Exhibit 3.17.10-8 (Cont. 2) (01-01-2013)

CC URINQ
Line # Description
Line 7 IRS-RECEIVED DATE
TIN
ENTRY DATE TO THE URF
EMPLOYEE ASSIGNMENT NUMBER
Line 8 AMOUNT PAYMENT INFORMATION - Current amount of credit on the URF.
Line 9 NOTICE INDICATOR
SOURCE CODE
STATUS CODE
TYPE OF PAYMENT
Exhibit 3.17.10-8 Internal Revenue Manual Cat. No. 33875B (12-09-2024)
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Exhibit 3.17.10-9 (01-01-2023)

CC URENT

Refer to IRM 2.4.24 for specific command code information.

(1) Use CC URENT to do one or more of the following: change the status of an UR record from OPEN to IDEN,
or IDEN to OPEN; to record follow-up actions; to generate a Letter 6268/Letter 6268 (SP); to change the
received date of a record; or to add/change the employee number, or SSN/EIN.

URENT Format

/\/\/\/\

URENT

VVVV

NNNNN-NNN-NNNNN-N A

N1 /VVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVV
N2 /VVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVV

ST /VVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVV
CS/VVVVVVVVVVVVVVVVVVVVVVVVVVVVV
SC/vvvv

NR /VVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVV
EN/VVVVVVVVVV

RD/MMDDYYYY

TN /NNN - NN - NNNN
TI/NN-NN-NNNNNNN -NNN- NNNNNN

Line #

Line 1

Line 2

Line 3

Lines 4-10 URF ELEMENT CHANGES - Lines 4-10 are used to make changes. The first element

Description

CC URENT

NAME CONTROL - Overlay name control as shown on the UR record

UR CONTROL NUMBER - Type in the UR control number as shown on the UR record.
NOTICE INDICATOR - show whether a Letter 6268/Letter 6268 (SP) is to be sent.

Y Notice to be computer-generated
blank No notice to be sent
E Spanish letter to be computer-generated

being changed or added must be entered on Line 4. The next element being changed
or added must be entered on Line 5, etc.
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Exhibit 3.17.10-9 (Cont. 1) (01-01-2023)
CC URENT

Line # Description

a. New name line - If being changed, enter “N1/” immediately followed by the
new name line. Length of name line is limited to thirty-five (35) characters. A
new name control will be generated for the URF record. The first position of
the new name line must be alpha or numeric.

b New second name line — If being changed, enter “N2/” immediately followed
by the new second name line. First position must be alpha or numeric.
Length of name line is limited to thirty-five (35) characters.

C. New street address — enter “ST/” immediately followed by the new street
address. The first position of the new address line must be a valid character
other than a blank. Optional when changing city/state ZIP.

d. New city/state/ZIP Code - Must be present when electing “Y” on Line 3 if
there is no city/state/ZIP Code present on the URF for this account. Enter
“CS/” immediately followed by the new entry of one of the following:
1. A valid major city code followed by a blank and the ZIP Code.
2. City, comma, 2-position standard state abbreviation, blank, ZIP Code.
3. Pound sign (#) in position one followed by the foreign address.

e. New status code - Enter literal “SC/” immediately followed by the status
change. Values are:
1. OPEN - remittance unidentified.
2. IDEN - remittance identified.
3. FROZ - record is frozen.
All other status changes are generated.

f New narrative - Enter “NR/” immediately followed by new entry. First position
cannot be blank. The field is limited to 38 characters (N/R + 35 characters).

g. New employee assignment number - Enter “EN/” immediately followed by
new 10-digit employee assignment number. Must be numeric.

h. New IRS-received date - Enter “RD/” immediately followed by the correct
received date in MMDDYYYY format. (It is acceptable to change the received
date to over one year. However, if it is not closed or changed back, it will
drop to Account 6800, Excess Collection, at month’s end.)

i. New Taxpayer Identification Number - Enter “TN/” immediately followed by
new Social Security or Employer Identification Number. Field cannot exceed
11 characters.

- Trace ID Number - Enter “Tl/” immediately followed by new 20 digit Trace ID
Number.
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Exhibit 3.17.10-9 (Cont. 2) (01-01-2023)
CC URENT

Completed URENT Format

URENT
GOLD

00009-222-54300-X Y
ST/3504 W ATHENS ST
CS/KANSAS CITY,KS 661100
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Exhibit 3.17.10-10 (01-01-2013)
CC UROUT (Z, V, and D)

Refer to IRM 2.4.24 for specific command code information.

(1) Use CC UROUT in conjunction with a TYPE-OF-APPLICATION code (Z, V or D) to record a dishonored
check, or to correct an erroneous UR record, or to void a record.

UROUT
Z 00009-273-00000-X N
FALC

1,375.20

AMOUNT ESTABLISHED IN ERRORE

Line # Description
Line 1 CC UROUT - Overlay URAPL
Line 2 APPLICATION CODE - Enter “Z".

UR CONTROL NUMBER - must match the number on the UR record.

Line 3 UR NAME CONTROL - Overlay “NCUR” with the UR Name Control which must match
the name control on the UR record and cannot be UNKN. “NCAP” is not used with a
UROUT input.
Line 4 AMOUNT - Beginning with the first “$” sign, overlay with the corrected amount.
Line 9 REMARKS - Overlay with the reason for the correction.
Exhibit 3.17.10-10 Internal Revenue Manual Cat. No. 33875B (12-09-2024)
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Exhibit 3.17.10-10 (Cont. 1) (01-01-2013)
CC UROUT (2, V, and D)

UROUT
V 00009-342-00001-X N
PINE

RECORD ESTABLISHED IN ERRORn

Line #

Line 1

Line 2

Line 3

Line 9

Description

CC UROUT - Overlay URAPL.

TYPE OF APPLICATION CODE - Enter “V”.

UR CONTROL NUMBER - Must match the number on the UR record.

UR NAME CONTROL - Overlay “NCUR” with the UR Name Control which must match
the name control on the UR record and cannot be UNKN. “NCAP” is not used with a

UROUT input.

REMARKS - Overlay with the reason for voiding the UR record.

Cat. No. 33875B (12-09-2024)
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Exhibit 3.17.10-10 (Cont. 2) (01-01-2013)
CC UROLUT (2, V, and D)

UROUT
D 00009-342-00000-X N
pLuM I

Line # Description
Line 1 CC UROUT - Overlay URAPL.
Line 2 TYPE OF APPLICATION CODE - Enter “D”.

UR CONTROL NUMBER - Must match the number on the UR record.

Line 3 UR NAME CONTROL - Overlay “NCUR” with the UR Name Control which must match
the name control on the UR record and cannot be UNKN. “NCAP” is not used with a
UROUT input.

Line 4 AMOUNT - Leave money amount blank if entire amount is being dishonored. If partial

application has been made, enter the remaining amount to be dishonored.
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Exhibit 3.17.10-11

(12-03-2019)

Valid URAPL M Transaction Table

Refer to IRM 2.4.24 for specific command code information.

(1) Use CC URAPL in conjunction with a TYPE-OF-APPLICATION code (M, N or T) to record the application of
part or all of an Unidentified Remittance record.

The chart below shows the valid transaction codes (TC), MFT codes and document codes for CC URAPL.

1 = valid as 1st (primary) TC only.

2 = valid as 2nd (secondary) TC only.

3 = valid as 3rd (tertiary) TC only.

Listed below are the CC URAPL Transaction Codes

170

180

200

270

360 | 570 |610

620

640

650

660

670

678

680

690 {694 |720

Doc
Codes

17

1,3

1,3

1,3

1,3

1,3

45

Cat. No. 33875B (12-09-2024)
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Exhibit 3.17.10-11 (Cont. 1) (12-03-2019)
Valid URAPL M Transaction Table

170 | 180 (200 |270 360 |570 |610 |620 [640 650 660 |670 |678 |680 (690 [694 |720
BMF |01 2 2 |2 |2 |13 1,31 1,3 1 1,3 1
MFTs 02 2 2 |2 |2 |13(13]|13 1,313 1 1,3 1
03 2 2 |2 |2 |13 1,3 |1 1,3 1 1,3 1
04 2 2 |2 |2 |13 1,3 1,3 1 1,3 1
05 2 |2 |2 |13(13|13 1,313 1 1,3 1
06 2 1,3 1,3 1,3 1 1,3 1
07 2 |13 1,3 1 1,3 1
08 2 1,3 1,3 1,3 1 1,3 1
09 2 2 |2 |2 |13 1,31 1,3 1 1,3 1
10 2 2 |2 |2 |13 1,31 1,3 1 1,3 1
1 2 2 |2 |2 |13 1,31 1,3 1 1,3 1
12 2 2 |2 |2 |13 1,3 1,3 1 1,3 1
13 2 |2 |13 1,3 1,3 1 1,31 1
14 2 2 |2 |2 |13 1,31 1,3 1 1,3 1
15 2 |2 |2 |13 1,3 1,3 1 1,3 1
16 2 2 |2 |1,3|13 1,3 1,3 1 1,3 1
17 2 2 |2 |13 1,3 1 1,3 1
33 2 2 |2 |2 |13(13|13 1,313 1 1,3 1
34 2 2 |2 |2 |13(13|13 1,313 1 1,3 1
36 2 |2 |13 1,3 1,3 1
37 2 |12 |2 |13 1,3 1,3 1 1,3 1
43 2 |2 1,3 1,3 1 1,31 1
44 2 2 |12 |2 |13 1,3 1,313 1 1,3 1
46 1,3 1,3 1,3 1
50 2 |12 |2 |13 1,3 1,3 1 1
51 2 |12 |2 |13 1,3 1,3 1 1
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Exhibit 3.17.10-11 (Cont. 2) (12-03-2019)
Valid URAPL M Transaction Table

170 (180 (200 270 |360 |570 |610 |620 640 |650 660 |670 678 680 690 [694 |720
52 2 |2 |2 |13 1,3 1,311,313 1 1
58 2 |2 |2 |13 1,3 1,3 1 1
60 2 |2 |2 |13 1,3 1,3 1 1
61 2 |2 |2 |13 1,3 1,3 1 1
62 2 |2 |2 |13 1,3 1,3 1 1
63 2 |2 |2 |13 1,3 1,3 1 1
64 2 |2 |2 |18 1,3 1,3 1 1
67 2 |2 |13 1,3 1,3 1
74 2 2 |2 |13 1,3 1 1,3 1
76 2 2 |2 |13 1,3 1 1,3 1
77 2 |2 |2 |13 1,3 1,3 1 1,3 1
78 2 |2 |2 |2 |13 1,3 1,3 1 1,3 1
83 2 2 |2 |2 |2 |13 1,3 1,3 (1,3 1 1,3 1
IMF 29 2 |2 |2 |22 1 1 1 1
MFTs 30 2 2 |2 |2 |2 |13 1,3 1,3 (1,3 1 1,3 1
31 2 2 |2 |2 |2 |13 1,3 1,3 (1,3 1 1,3 1
35 2 |2 1 1,31 1
55 2 |2 1 1,31 1
82 2 2 |2 |2 |2 |13 1,3 1,3 1,3 1 1,3 1
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Exhibit 3.17.10-12 (12-04-2023)
CC FMAPL / CC URAPL (M, N, and T)

Refer to IRM 2.4.24 for specific command code information.

(1) Use CC FMAPL to request the CC URAPL format. CC URAPL cannot be input to the URF if the name
control on the UR record is UNKN. The name must be changed with CC URENT.

CC FMAPL Input Screen Format

Command Code FMAPL

Response: CC URAPL

Response: CC URAPL. A new CC URAPL format will be displayed after the CC FMAPL input screen. CC
URAPL are used with the following definer codes:

M - to apply a credit to a Master File account.

N - to apply a credit to a NMF account.

T - to transfer a credit to Deposit or General Fund application.

Exhibit 3.17.10-12 Internal Revenue Manual Cat. No. 33875B (12-09-2024)
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Exhibit 3.17.10-12 (Cont. 1) (12-04-2023)
CC FMAPL / CC URAPL (M, N, and T)

URAPL Screen Format

URAPL

A NNNNN-NNN-NNNNN-N N
NCUR NCAP N

ITC $S55$S3S$S3SSSS N
2TC $$55555588588%
3TC $5583555555%8553
TIN/V/N/*/P/X/W DP
YYYYMM NN NNN

REMARKS

23 LOC
FORM#
TRANS-DLN

Cat. No. 33875B (12-09-2024) Internal Revenue Manual Exhibit 3.17.10-12
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Exhibit 3.17.10-12 (Cont. 2) (12-04-2023)
CC FMAPL / CC URAPL (M, N, and T)

Completed URAPL Format (Master File Account)

URAPL
M 00009-201-00006-X N
BEAR BEAR N

670 411.563335338838 N

2TC $3535355553333
3TC $558338555558383
000-00-3204

20XX12 30
APPLIED PER TP INFOE

Line # Description
Line 1 CC URAPL
Line 2 APPLICATION CODE - Enter “M”

UR CONTROL NUMBER - must match the number on the UR Record.

NOTICE INDICATOR - Enter “Y” if Letter 2349 should be sent to the taxpayer. (Figure
3.17.10-40, Form 8765, IDRS Control File Credit Application) Enter “N” if Letter 2349/
Letter 2349 (SP) should not be sent to the taxpayer. Enter“E” if Letter 2349 (SP) should
be sent to the taxpayer. The field will default to “N” if no entry is made.

Line 3 UR NAME CONTROL - Overlay “NCUR” with the UR Name Control. This must match
the name control on the UR record and cannot be “UNKN”.
ACCOUNT NAME CONTROL - Overlay the “NCAP” with the name control of the
account being credited. This must match the name control of the tax account module.
ELECTRONIC PAYMENT INDICATOR - Enter “Y” if an electronic payment is being
applied. The field will default to “N” if no entry is made.

Line 4 PRIMARY TRANSACTION CODE - Overlay “1TC” with a valid transaction code (TC).
(Exhibit 3.17.10-11 Valid URAPL “M” Transaction Table.)
PRIMARY TRANSACTION AMOUNT - Beginning with the first “$” sign, overlay with the
amount including commas and decimal point, which may not exceed the balance
amount in the UR record.
BYPASS INDICATOR - To apply an amount greater than the balance of the master file
account to which the application is being made, overlay “N” with “Y” to override UPC
198 or 305. The field will default to “N” if no entry is made.
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Exhibit 3.17.10-12 (Cont. 3) (12-04-2023)
CC FMAPL / CC URAPL (M, N, and T)

Line # Description

Line 5 SECONDARY TRANSACTION CODE - If a secondary TC is needed, overlay “2TC”
with a valid secondary TC.
SECONDARY TRANSACTION AMOUNT - Can be present only when the primary
transaction code is present.

Line 6 TERTIARY TRANSACTION CODE - If needed, overlay “3TC” with a valid tertiary TC.
TERTIARY TRANSACTION AMOUNT - Can be present only when the secondary trans-
action code is present.

Line 7 TIN - Overlay with the correct TIN. Enter file source literal if applicable:
Blank - Valid IMF SSN and BMF EIN.
* - Invalid IMF SSN.
N - NMF TIN.
P - Valid IMF SSN on MF with MFT 29.
X - Invalid IMF SSN with MFT 29.
V - Valid BMF SSN.
W - Invalid BMF SSN.

DESIGNATED PAYMENT CODE - Overlay DP with the correct code.

Line 8 TAX PERIOD - Overlay “YYYYMM” with the correct Tax Period.
MFT - Overlay “NN” with the correct MFT.
PLAN/REPORT NUMBER - Enter Plan/Report Number if MFT is 46, 74 or 76. Format
is NNN.

Line 9 REMARKS - Overlay with appropriate remarks.

Completed URAPL Format (Non-Master File Account)

URAPL

N 00009-270-00008-X N
BEAR BEAR N

670 125.00

000-00-4200N

XXXX09 17

1400 ACCOUNT
062320XX

2749
006770211970305
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Exhibit 3.17.10-12 (Cont. 4) (12-04-2023)
CC FMAPL / CC URAPL (M, N, and T)

Line # Description
Line 1 CC URAPL
Line 2 APPLICATION CODE - Enter “N”

UR CONTROL NUMBER - must match the number on the UR Record.

NOTICE INDICATOR - Enter “Y” if Letter 2349 should be sent to the taxpayer. Enter “E”
if Letter 2349 (SP) should be sent to the taxpayer. (Figure 3.17.10-40,Form 8765, IDRS
Control File Credit Application ) Enter “N” if Letter 2349 should not be sent to the
taxpayer. The field will default to “N” if no entry is made.

Line 3 UR NAME CONTROL - Overlay “NCUR” with the UR Name Control. This must match
the name control on the UR record and cannot be “UNKN?”.

Line 4 PRIMARY TRANSACTION CODE - Overlay “1TC” with a valid transaction code (TC).
(Exhibit 3.17.10-11, Valid URAPL “M” Transaction Table.)
PRIMARY TRANSACTION AMOUNT - Beginning with the first “$” sign, overlay with the
amount including commas and decimal point, which may not exceed the balance
amount in the UR record.

Line 7 TIN - Overlay with the correct TIN.
FILE SOURCE LITERAL - Must be “N”.

Line 8 TAX PERIOD - Overlay “YYYYMM” with the correct Tax Period.
MFT - Overlay “NN” with the correct MFT.
PLAN/REPORT NUMBER - Enter Plan/Report Number if MFT is 46, 74 or 76. Format

is NNN.
Line 9 REMARKS - Overlay with appropriate remarks
Line 10 23C DATE OR LOCATION CODE
Line 11 TAX FORM NUMBER
Line 12 NMF IDENTIFYING NUMBER OR LEDGER ACCOUNT NUMBER
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Exhibit 3.17.10-12 (Cont. 5) (12-04-2023)
CC FMAPL / CC URAPL (M, N, and T)

Completed URAPL Format (Transfer of Funds)

URAPL
T 00009-201-00005-X N
ALLI

125.33

TRANSFER TO 2300 ACCT - CONSCIENCE FUNDn

Line # Description
Line 1 CC URAPL
Line 2 APPLICATION CODE - Enter “T”

UR CONTROL NUMBER - must match the number on the UR Record.

Line 3 UR NAME CONTROL - Overlay “NCUR” with the UR Name Control.

Line 4 PRIMARY TRANSACTION AMOUNT - Input the amount of the transfer. Begin overlay-
ing the first “R” sign with the amount to be transferred.

Line 9 REMARKS - Overlay with description of the transfer.
Cat. No. 33875B (12-09-2024) Internal Revenue Manual Exhibit 3.17.10-12
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Exhibit 3.17.10-13 (01-01-2013)
CC FMREF / CC URREF

Refer to IRM 2.4.24 for specific command code information.
(1) Input CC FMREF to request CC URREF format.

(2) CC URREEF is used to make a Refund application from the URF.

CC FMREF Input Screen Format

Command Code FMREF

FMREF I

Response: CC URREF. CC URREF format will be displayed after the CC FMREF input screen.

URREF Screen Format

URREF

NNNNN - NNN-NNNNN-N NNNNNNNN
NCUR $$38$$55555S

1ST NAME

2ND NAME

STREET

CITY/ST/ZIP

TIN/V/N/*P/X/W

Line # Description

Line 1 CC URREF
Exhibit 3.17.10-13 Internal Revenue Manual Cat. No. 33875B (12-09-2024)
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Exhibit 3.17.10-13 (Cont. 1) (01-01-2013)
CC FMREF / CC URREF

Line # Description

Line 2 UR CONTROL NUMBER - Overlay “Ns” with the UR Control Number which must match
the control number on the UR record.
RETURN-FILED DATE - Should be entered in MMDDYYYY format if IRS received date
is more than two years before the current date. Optional entry.

Line 3 UR NAME CONTROL - Overlay “NCUR” with the UR Name Control which must match
the name control on the UR record and cannot be “UNKN”.
REFUND AMOUNT - Overlay “$” with the Refund Amount.

Line 4 PAYEE’S FIRST NAME LINE - must be present.

Line 5 PAYEE’S SECOND NAME - optional.

Line 6 PAYEE’S STREET ADDRESS - must be present.

Line 7 CITY, STATE, AND ZIP CODE - This information must be present. There should be a

comma between the City and State and one blank space between the State and the Zip
Code. A Major City Code, one blank and ZIP Code is valid City/State/ZIP Code input.
Required entry.

Line 8 TIN-FILE-SOURCE - This is an optional entry.

Cat. No. 33875B (12-09-2024) Internal Revenue Manual Exhibit 3.17.10-13
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Exhibit 3.17.10-13 (Cont. 2) (01-01-2013)
CC FMREF / CC URREF

SOURCE CODE - Enter source code, identifying area in which UR record originated:
AD - Adjustments

AM - Accounts Maintenance

CO - Collection

DO - District Office

EF - Electronic Fund Transfers

FD - Federal Tax Deposit

NM - Non-Master File

NU - Nullified Unpostables

OT - Other

P1 - Project 1

P2 - Project 2

RJ - Reject Function

ST - Statute

UR - Clearing and Deposit Function

STATUS CODE - Overlay status code, reflecting the classification of the UR record:

OPEN - Remittance is not identified and requires research to locate correct tax
module. If left blank, status will be OPEN.

IDEN - Remittance is identified. Legal or procedural restrictions prevent the
intended application of the credit.

EMPLOYEE ASSIGNMENT NUMBER - Overlay with Employee Assignment Number
if different from employee number of the person using CC URADD.

Exhibit 3.17.10-13 Internal Revenue Manual Cat. No. 33875B (12-09-2024)
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Exhibit 3.17.10-14 (01-01-2013)

URF/DCF Error Messages: Their Conditions and Solutions

Refer to IRMs 2.4.24, 2.4.25 and 2.3.20 for specific command code error messages.

Note: The Chart below shows the Error Messages, Conditions and Solutions. The list does not include all error

messages.

AMOUNT FIELD INVALID

1. Amount field not formatted
correctly.

Correct and reenter.

2. PRIMARY-TRANS-AMT in CC
UROUTZ is equal to the
ORIGINAL-AMT in the UR
record.

Correct PRIMARY-TRANS-AMT. It
must be different.

3. ORIGINAL-AMT and UR-
BALANCE-AMT within the record
are not identical.

Review/Apply info—use VOID.

APPLICATION AMOUNT
EXCEEDS BALANCE

An attempt has been made to
apply more money out of a UR
record than is available.

Determine the apply amount and
reenter application

DLN CHANGE INVALID FOR
CC URENT

An attempt has been made to
change a DLN on a UR record

Do not use CC URENT

DO/SC INVALID FOR THIS
CENTER

The DO-CD or SC-CD is not
within this campus

Correct and reenter.

ADD DENIED

DUPLICATE UR CONTROL NO-

Another exact UR-CTRL-NUM is
present on the existing URF.

Determine the reason for the
duplicate number and reassign a
different UR-CTRL-NUM and
reenter, or VOID the original
(existing) record if it is in error
and reenter subsequent (correct)
UR-CTRL-NUM after voided one
has been dropped from the file.

NAME LINE INVALID

NAME-LINE-1 is missing; or
NAME-LINE-1 does not begin in
the first position; or the first
position is not alphanumeric.

Enter NAME-LINE-1 beginning in
the first position.

NARRATIVE MISSING OR
INVALID

The RE-MARKS field is all
blank; or the first position is
blank; or the RE-MARKS field
exceeds 35 positions

Begin RE-MARKS in the first
position and keep them within 35
positions.

Cat. No. 33875B (12-09-2024)
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Exhibit 3.17.10-14 (Cont. 1) (01-01-2013)
URF/DCF Error Messages: Their Conditions and Solutions

AMOUNT FIELD INVALID

1. Amount field not formatted
correctly.

Correct and reenter.

nnERRORS-CORRECT*
FIELDS REENTER

One or more of the INPUT DATA
fields are in error (fail to pass
validity checks).

Invalid fields will be indicated by
having an asterisk (*) to the right
of the data field. “nn” will show
how many fields are invalid and
must be corrected.

Locate the invalid fields and
correct the erroneous data and
reenter.

NO UR RECORD FOUND FOR
GIVEN DATA

Self-explanatory.

Change search or apply informa-
tion and reenter.

PRIOR COMMAND CODE NOT
COMPATIBLE

Command Code immediately
preceding the one just entered
was not correct for inquiry or for
processing; i.e., FMADD entered
and URAPL overlaid.

Determine correct command code
and reenter data.

RECORD STATUS DOES NOT
ALLOW APPLY

An attempt has been made to
change or apply an amount in a
record where the status is not
OPEN or IDEN.

Be sure this is the record you
want before taking further action.
Record subsequent action taken
via CC URENT.

STATUS CHANGE NOT
ALLOWED

An attempt has been made to
change the status of a record
that does not presently have an
OPEN status.

Be sure that this is the record you
want before taking further action.
Add subsequent information via
CC URENT.

STATUS CODE INVALID

An attempt has been made to
change the record status to
other than IDEN.

Enter IDEN as status change.

SUBTOTALS NOT AVAILABLE
FOR RECALL (only when using
RECELL-CD)

No prior totals are stored; or
EMPLEE-NUM is different from
the one used to store the
subtotal; or prior command code
is not compatible with the
command code being entered.
Condition will result in zeroing
out whatever totals have been
stored up to this point.

Recall to the screen all prior
entries to get totals entered up to
this point.

UR CONTROL NUMBER
INVALID

The UR-CTRL-NUM is not
formatted correctly or is not all
numeric.

Correct and reenter.

MORE THAN 999 PAGES-USE
FLC/CAMPUS CODE TO
NARROW DOWN SEARCH

The URINQ request has
rendered more than 999 pages.

Use either an FLC or Campus
Code to narrow down the search.

Exhibit 3.17.10-14 Internal Revenue Manual Cat. No. 33875B (12-09-2024)
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Exhibit 3.17.10-14 (Cont. 2) (01-01-2013)
URF/DCF Error Messages: Their Conditions and Solutions

AMOUNT FIELD INVALID

1. Amount field not formatted
correctly.

Correct and reenter.

M APPLICATION LIMIT
EXCEEDED

BDAPL Applications exceeds 98
records.

Void remaining amount, create
new CC BDADD for balance and
reenter remaining applications.

TOO MANY TIF63 RECS -
MUST WAIT FOR TRANSAC-
TIONS TO POST BEFORE
REINPUTTING/RE-ENTERING.

The maximum allowable pending
TIF63 records is 96. Your
request will exceed this amount.

Try your request again after some
of the pending transactions have
posted to the TIF.

DUPLICATE DC CONTROL
NUMBER

A DC Control Number exactly
the same as the one being
entered already exists on the
DCF.

Determine the reason for the
duplicate number, then either
assign a different control number
and reenter or VOID the existing
record if in error and reenter the
correct record.

INVALID TRACE ID (SITE-ID)

SITE ID of TRACE ID invalid for
Service Center processing

Check to ensure SITE-ID of
TRACE ID is valid for Service
Center.

REASON-CD 23 COMMENTS
REQUIRED

Comments are required when a
master file apply is made to an
account with a reason code 23.

Input comment line and re-try.

Cat. No. 33875B (12-09-2024)
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Exhibit 3.17.10-15 (12-09-2024)
FMS Form 197, Judgment Fund Voucher for Payment

Judgment Fund Voucher for Payment

1. Total Amount:

2. Submitting Agency Contact Name:
Telephone Number: - -

3. Electronic Funds Transfer (EFT) Information:
a)Payee Account Name:
b)American Banking Association (ABA) Routing Number (9 digits):
c)Payee Account Number;
d)Checking: [ Savings: [
e)Financial Institution Name, City, State:

4. Interagency Payment System Information:
a)Agency Name:
b)Agency Location Code (ALC) Number: (8 digits):
¢)Standard General Ledger (SGL ) Number (4 digits):
d)Treasury Account Symbol (TAS):

5. Mailing Address for Check: (Payee name not to exceed 32 Characters.)
ajPayee Name:
b)Payee Name:
¢)Address Line 1:
d)Address Line 2:
e)City: State: Zip Code:

6. Taxpayer Identification Number (s):
a) by

7.  Reimbursement Information for Contract Disputes Act (CDA), No FEAR Act, and Firefighters Fund:
a)Agency Name:
biContact Name:
¢)Contract Number (CDA cases):
d)Telephone Number: - -
e)Address:
) City: State: Zip Code:

8. 1If payment will be made in a foreign currency please provide the following information:
Courtry: Currency:

9. FOR USE BY JUDGMENT FUND BRANCH ONLY:
Z Number: 1/D Number: GLOWS Code/Agency:

Claim Analyst Signature and Date Amount to Pay Appropriation Code

Claim Reviewer Initials and Date

FMS ror 197 page 1 of 2 (PREVIOUS EDITIONS ARE OBSOLETE) DEPARTMENT OF THE TREASURY
1203 FINANCIAL MANAGEMENT SERVICE
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Exhibit 3.17.10-15 (Cont. 1) (12-09-2024)
FMS Form 197, Judgment Fund Voucher for Payment

Judgment Fund Voucher for Payment

10. Acceptance by Claimants:

NOTE: For use ONLY where the settlement is (i) for cash, (ii) in an amount that does not
exceed $200,000, and (iii) a court order approving the settlement is not warranted. For all
other situations, a final judgment or a standard Department of Justice Stipulation For
Compromise Settlement And Release must be attached

Each claimant/plaintiff and his/her guardians, heirs, executors, admimistrators, and assigns agree to and do accept this
settlement in full settlement and satisfaction and release of any and all claims, demands, rights, and causes of action of any
kind, whether known or unknown, including without limitation any claims for fees, costs, expenses, survival, or wrongful
death, arising from any and all known or unknown, foreseen or unforeseen bodily imjuries, personal injuries, death, or
damage to property, which they may have or hereafter acquire against the United States of America, its agents, servants, or
employees, on account of the subject matter of the administrative claim or suit, or that relate or pertain to or arise from.,
directly or indirectly, the subject matter of the administrative claim or suit. Each claimant/plaintiff and his/her guardians,
heirs, executors, administrators, and assigns further agree to reimburse, indemnify, and hold harmless the United States of
America, its agents, servants, and employees, from and against any and all claims, demands, rights, and causes of action of
any kind, whether known or unknown, including without limitation claims for subrogation, indemnity, contribution, or lien of
any kind, or for fees, costs, expenses, survival or wrongful death that relate or pertain to or arise from, directly or indirectly,

any act or omission that relates to the subject matter of the administrative claim or suit.

(SIGN ORIGINAL ONLY)
Date

(Claimant(s) sign above)

11. AGENCY APPROVING OFFICIAL: This claim has been fully examined in accordance with Statutory Citation
and approved in the amount of $

Authorized Signature:

Title:
Date:
FMSrom 197 page 2 0of 2 (PREVIOUS EDITIONS ARE OBSOLETE) DEPARTMENT OF THE TREASURY
12-03 FINANCIAL MANAGEMENT SERVICE
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Exhibit 3.17.10-15 (Cont. 2) (12-09-2024)
FMS Form 197, Judgment Fund Voucher for Payment

Judgment Fund
instructions for FMS Form 197: Voucher for Payment
Please note that FMS Form 197 is a two-page form

ltem 1: Provide the amount due payee (requests for separate payments require separate FMS Forms 197).
ltem 2: Provide the name and telephone number for the Federal agency or office that submitted the claim(s).

ltem 3: Provide information to enable the payment by means of Electronic Funds Transfer (EFT). This information
should be provided unless the payment is to be made by check Note: 31 C.F.R. § 206.4 directs agencies
to make payments by EFT whenever cost-effective, practical, and consistent with the law, and adds
that the Treasury Department may require agencies to justify the use of non-EFT payment mecha-
nisms. All fields in itern 3 must be completed.

ftem 4:  Provide the name of the Federal agency, Agency Location Cade (ALC), and Standard General Ledger (SGL)
code.

ftem 5:  Provide information to enable the payment to be issued by check and to be mailed by the U.S. Postal
Service either to the Submitting Agency or directly to the claimant/plaintiff.

ltem 6: Provide the Taxpayer Identification Number (TIN) for each payee.

ltem 7:  Provide this item for Contract Disputes Act (CDA), No FEAR Act, and Firefighters Fund
payments. The address for the Chief Financial Officer (CFO) should be provided for No FEAR Act payments.

ltem 8:  Provide this item if the payment is to be made in a foreign currency.
ftem 9:  To be completed by the Judgment Fund Branch.

ftem 10: This part need not be completed when another, separate, legally sufficient settiement agreement is signed
by the claimant and a copy is submitted with the payment request.

ftem 11: To be completed by the agency approving official, if FMS Form 197 is used as the settlement agreement.

DEPARTMENT OF THE TREASURY

FMS (755 197 1 previous EDTONS ARE 0BSOLETE) FINANCIAL MANAGEMENT SERVICE
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Exhibit 3.17.10-16 (12-09-2024)
OTCnet User Standard Operating Procedures Agency Viewer

1. All User Procedures

If your agency has been chosen to use OTCnet and you have been identified as an employee who will
need access, your Primary Local Security Administrator (PLSA) or Local Security Administrator (LSA)
will need to create you as a user. You must agree to the “Rules of Behavior” document to be granted
access to OTCnet. After your user ID has been created, your user ID and password will be distributed to
you.

1.1 Initial Sign In
Regardless of your role, you must sign in for the first time in the following manner:

1. Go to OTCnet PIV/CAC Sign In.

2. The system will prompt you to enter your User ID and password.

3. The system will prompt you to enter your password again, and then enter a new password twice
(please see the password rules below).

4. When your new password has been accepted, you will be directed to the Treasury User Provisioning
Service.

5. Select “Update My Secondary Authorization Answers”.

6. Enter the answers to the questions provided. (This feature will help you reset your password should
you ever forget it).

1.2 Password Maintenance
To change your password at a later date:

1. Go to PIV-CAC for OTCnet Connection to contact OTC support to reset your PIV/CAC log in
connection.

1.2.1 Password Rules

-Must be a minimum of 8 characters

-Must include each of the following:

-Alphabetic lower-case

-Alphabetic upper-case

-Numeric character

-Maximum of two repeated characters

-An identical password cannot be reused for 10 successive password changes.

-A user has three consecutive attempts to enter a valid password. After the third try, the user is locked
out and must answer pre-determined secondary authentication questions or call his or her PLSA, LSA or
the Treasury OTC Support Center for validation of user identity and reset of the password.

1.2.2 Resetting Passwords

Cat. No. 33875B (12-09-2024) Internal Revenue Manual Exhibit 3.17.10-16
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Exhibit 3.17.10-16 (Cont. 1) (12-09-2024)
OTCnet User Standard Operating Procedures Agency Viewer

1. All User Procedures

A user is permitted three consecutive attempts to enter a valid password. After the third try, the user is
locked out and must answer pre-determined secondary authentication questions or call his or her PLSA,
LSA or Treasury OTC Support Center for validation of user identity and reset of the password.

Users must log into the OTCnet application at least every 90 days or your access will be inactivated on
the 90th calendar day since your last access date.

Users that have not accessed their OTCnet account for 120 days will have their access deleted on the
120th calendar day since their last access date. Users that have their access deleted will need to
reapply for access through their organization.

Users that have been inactivated (90 days, no activity) or deleted (120 days, no activity) may be reacti-
vated by the user’'s PLSA, LSA or the Treasury OTC Support Center. Reactivating a user requires
resetting the password.

1.3 OTCnet Contingency

-Should you have an issue accessing OTCnet, review the contingency document at OTCnet Contin-
gency and click on the OTCnet Contingency document.

2. Agency Viewer Procedures

As a viewer, you may search deposits, view deposits, search adjustments and view business reports.

-Deposit history should be reviewed daily to verify deposits that are submitted and are confirmed on
time by your Financial Institution.

Questions? Please call (866)945—7920 or e-mail Fiscalservice.otcchannel @citi.com
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