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Debt Collection Records 

Assistant Commissioner, Debt Management Services 

The Fmanc1al Management Service (FMS), a bureau of the Umted States Department of the 
Treasury, manages the collect10n of delinquent debt owed to the government FMS collects 
delmquent debts owed to the Umted States government, as well as mcome tax .debts owed to 
states and overdue child support payments owed to custodial parents This records schedule 
covers the recordkeepmg copy of mformation used by FMS to establish debt collect10n policies 
and procedures, perform debt collection services, report on debt collect10n actlv1tles, and manage 
the Debt Management Services (OMS) busmess lme and debt collect10n systems The 
mformatlon comes from a number of sources, mcludmg federal agencies, state agencies, credit 
bureaus, and pnvate collection agencies 

This schedule excludes records concerning either Ind1v1dual Indian Moneys (IIM) or Indian 
Tnbal Trust Funds Under current Department of the Treasury policy, all documents, data, and 
tangible thmgs contammg mformat10n that relates to IIM and Tnbal Trust Funds and assets are 
to be preserved until further notice, m compliance with the preservat10n obligations set forth m 
the Federal Rules of Civil Procedure and vanous court orders pertammg to the retention of such 
documents, data, and tangible thmgs 

This records schedule covers paper and electromc records m Debt Management Services offices 
for past and current programs, and mformat1on m past and current systems m the Debt Collection 
segment of FMS 's enterpnse mformation technology architecture This schedule 1s designed to 
be flexible enough to cover any new programs established by FMS to support the Debt 
Management Services busmess line, and any successor systems implemented by FMS to contain 
the types of mformation descnbed below This schedule authonzes the d1spos1tion of the 
recordkeepmg copy many media (media neutral), to enable FMS to manage records based on 
mformat10n content, not forn1at 

Policy records set forth the rules and procedures governmg debt collect1on activ1t1es, and provide 
gmdance to agencies and the public These records are covered on this schedule by Item 1, 
Policy Records 

Federal program agency operat10ns records mclude the input received by FMS from federal 
agencies, the output reported to those agencies, and the transaction processmg data maintained 
by FMS at the md1v1dual case or agency level of detaII (as opposed to bemg consolidated at the 
federal level) Typically, the mformation 1s submitted to or reported by FMS on a routine basis, 
m accordance with reqmrements set forth m the Treasury Fmancial Manual (TFM), TFM 
supplements, and related publications Often the mformat1on contamed m these records will 
exist m some form at both FMS and the federal program agency that has a debt or claim These 
records are covered on this schedule by Item 2, Federal Program Agency Operat10ns Records 
Examples of federal program agency operat10ns records mclude 
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Information m the Debt Check system, extracted from the TOP database, used to confirm 
whether potential rec1p1ents of federal financial assistance owe delmquent nontax debt to 
the federal government 

Information on the status and condition of a federal agency's nontax debt portfolio, m the 
Debt Management Information System/Treasury Reports on Receivables (DMIS/TROR) 

Collection files and debt, payment, offset, and reversal mformat1on m the FedDebt 
system 

Informat10n on delinquent debts owed to federal and state governments and matches for 
the purpose of offsettmg or levymg payments to recoup monies owed, m the Treasury 
Offset Program/Call Trackmg System (TOP/CTS ) 

Treasury program operations records mclude the mput, output and transaction processmg data 
mamtamed by FMS for FMS or Treasury accounts used to support the Debt Management 
Services busmess lme (for example, to account for fees received by FMS), and data that FMS 
consolidates at the federal level These records are covered on this schedule by Item 3, Treasury 
Program Operations Records Examples of Treasury program operations records mclude 

Information on the status and condition of the federal government's nontax debt 
portfolio, m the Debt Management Information System/Treasury Report on Receivables 
(DMIS/TROR) system, used by FMS, GAO, 0MB, and others to monitor agency 
compliance with the Debt Collection Improvement Act of 1996 

Information m the FedDebt system used to manage and monitor the effectiveness of the 
debt management program 

Call statistics and other mformatlon m the Treasury Offset Program/Call Trackmg 
System (TOP/CTS) used to monitor TOP Call Center performance 

Other items on this schedule cover significant reports produced by Debt Management Services, 
and the records used to manage and operate the DMS busmess lme and debt collect10n systems 
These records are covered by Item 4, Consolidated Reports, and Item 5, Program or ProJect 
Management Records 

1. Policy Records 

a The recordkeepmg copy of all policy d1rectives Includes policies, procedures, 
mstructlons, and forms for federal agencies, the public, and other part1c1pants m the Debt 
Management Services busmess lme, maJor studies or reports, mfom1atlon on key agency 
dec1s1ons, and records that contam mformatlon of h1stoncal value that 1s not available 
elsewhere Policy d1rect1ves mclude, but are not limited to, mformation pertammg to Debt 
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Management Services m the Field Operat10ns Manual (FOM), the Treasury Financial Manual 
(TFM), and TFM supplements such as ''Managing Federal Receivables", "Gmde to the 
Federal Credit Bureau Program", and the "Instructional Workbook for preparing the 
'Treasury Report on Receivables and Debt Collection Activities"' 

PERMANENT Cut off when revised, superseded or canceled Transfer to the National 
Archives 20 years after cutoff 

b Worksheets, announcements, and gmdance materials for federal agencies, the public, and 
other participants m the Debt Management Services business !me This includes 
announcements of a routine nature, such as dates for reporting reqmrements, fact sheets, and 
Frequently Asked Questions (FAQs) or s1mllar lists of anticipated questions and answers, 
such as those published on FMS Internet sites 

TEMPORARY Cut off when revised, superseded or canceled Delete/destroy 20 years after 
cutoff, or when no longer needed to explain the business context or add to the meamng or 
value of other records, whichever is later 

2. Federal Program Agency Operations Records 

Inforn1atlon submitted to FMS by or about other federal agencies, or mamtamed by FMS at 
the mdiv1dual case or agency level of detail, for debt collect10n transaction processing and 
servicing operations performed for Federal program agencies This includes mput received 
from, and output reported to, federal agencies, state agencies, credit bureaus, and private 
collect10n agencies 

TEMPORARY Cut off at the end of the fiscal year m which action on a debt or other item 
is completed Delete/destroy 7 years after cutoff 

3. Treasury Program Operations Records 

Input, output and transaction processing data mamtamed by FMS for FMS or Treasury 
accounts used to support the Debt Management Services business lme, and data that FMS 
consolidates at the federal level 

TEMPORARY Cut off at the end of the fiscal year m which action on a debt or other item 
is completed Delete/destroy 7 years after cutoff 
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4. Consolidated Reports 

a The "Annual Report to the Congress, US Government Debt Collection Act1v1t1es of 
Federal Agencies", and s1gmficant reports on debt collection and debt management services 
contammg mformat1on of h1stoncal value that does not appear m other Treasury reports 

PERMANENT Cut off at the end of the fiscal year Transfer to the National Archives 20 
years after cutoff 

b Other mforrnation validated, compiled, consolidated, and reported by FMS on debt 
collection and debt management services 

TEMPORARY Cut off at the end of the fiscal year Delete/destroy 7 years after cutoff 

5. Program or Project Management Records 

Correspondence, reports and other records accumulated m managmg and carrymg out 
assigned functions These records document program or project management functions, 
mtemal procedures, mitiat1ves, plannmg, management controls, performance measurement, 
and other program or project-related issues 

a Program or project management records that are used throughout the duration of a program 
or project, or until superseded by a new vers10n Includes records used to document 
performance cntena for services, management controls, roles and respons1b1ht1es, the 
allocation of charges and payments, and mtegnty guarantees, or to momtor and evaluate a 
program or project. These records may mclude, but are not hm1ted to memorandums of 
understandmg, mteragency agreements, service level agreements, fiscal agency agreements, 
financial agency agreements, non-disclosure agreements, and the busmess owner's copy of 
contracts 

TEMPORARY Cut off at the end of the program or project, or when superseded by a new 
version Delete/destroy 7 years after cutoff, or when no longer needed to explam the 
busmess context or add to the meanmg or value of other records, whichever 1s later 

b Subject files pertammg to a specific aspect of the program or project, for example, a 
specific issue, a specific program part1c1pant, or activities dunng a specific time penod 
These records may mclude, but are not limited to, analyses of specific issues, correspondence 
with federal agencies or other program participants, mtenm reports, or the busmess owner's 
copy of audit reports 

TEMPORARY Cut off files after action on the subject 1s completed, for example, when the 
issue 1s resolved, the part1c1pant leaves the program, or the time penod ends Delete/destroy 
7 years after cutoff 
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c Records that relate to the mtemal admm1strahon or housekeepmg act1v1ties of a program or 
project This may mclude mtemal act1v1ty and workload reports, routme not1ficat10ns of 
meetings, letters of transmittal that do not add any mformation to that con tamed m the 
transmitted material, suspense and tickler files, and smular materials that do not serve as the 
basis of ofiicial action or umque documentation the functions for which the program or 
project exists 

TEMPORARY Cut off at the end of the fiscal year Delete/destroy 3 years after cutoff 
Longer retention 1s authorized 1f records are still needed for busmess purposes 
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RECORDS ITEM ORGANIZA RECORD SERIES 
SCIIIWUI..l TION GENERAL 

DESCRIP110' ClJRREVf nlSPOSITIO' RECORD SCHEDULE Nl-425--09--01 RECORDS CO\IMENTS 
SCHEDULES 

lleml a. 
Polle) 

Rrronls 
(pern.nenl) 

l1eml h 
Polk)' 

Records 
(tempora'")) 

Item 2 
Federal 
Program 
Az;enq 

O['Cr&lluru. ......... 

lleml 
Tn:llllUry 

Procram 
O['Cnllo!D 

R.eeords 

llrm•a. 
Coruolldarrd 

R.rp(lrls 
(pern.ix:nt) 

ltem•b, 
Col'l!lolldated 

Rrporls 
(tempon'")) 

ltrm5a. 
Prog/Proj 

Mgmr 
R.eeonl1 

(ll.'lrd 
1tu-ous.huut 
nntll'ram) 

ItrmSb, 
Pro1,IPrt1J 

Mgmt 
Records 
(,uhjrrt 

Oin) 

llem5r 
ProglProj 

M&m< 
Records 

(program 
admlnlslr• 

flonl 
Nl-4:!.5- I DMS DSD Adrmnistratwe Wage Paper case files that mclude an AWG request fonn CutolT closed cases at the 
03 I AWGB AWGB Garmshment Debtor Case which IS sent to the AWG branch by the pnvate end of each Fiscal Year 

Files collect1on agency serv1cmg the debtor that owes the Retain on site for I year 
debt and an AWG package which 1s sent to the and transfer to the 
debtor s employee The A WG package includes a Washmgton National 
Notice Letter (SF-3:!9A) Wage Garnishment Order Records Center Destroy 
(SF 329B) Wage Garnishment Worksheet (SF-3:!9C) 7 years after cutoff 
Employer Ceruficauon (SF 329D) AWG 
Garnishment Request fonns AWG Employer Non 
Compliance form AWG Tennmat10n or Debtor X 

Hardship Heanng Request form debtor heanng 
documentat10n and A WG Heanng Resolution form In 
add111on. AWG has an mtemal A WG package 
checkl1St that lS mcluded m the file but IS not sent to 
the employer On occasion the case file will include a 
Pnvate Collecuon Agency Momtonng System 
(PMAC) or Debt Management Serv1cmg Center 
(DMSC) system pnntout that venfies debt obhgat1on 

Ongmals of the guidance presented to agencies about Close files at end of fiscal 
the Cross Serv1cmg Program at the annual debt year Destroy when no 
collect10n conference or at meetmgs throughout the longer needed X 

NI 425 
03 I 

I CPB 
DMSDSD 
CPB 

Workshop and Debt 
Collect1on Conference 
Fdes 

year with new and exJStmg agencies pan1cipatmg m the 
Cross-Serv1cmP- Provram 

Information about debt collection conference or Close files at end of f15cal 
meetmg logistics and adnnn1Strat1on such as the 
conference organizer's copy of procurement 

year Destroy when no 
longer needed 

X 

documents for the conference fac1htv 
Nl-42.5 I PCB DMSDSD Compliance Review Case Annual audits are conducted on Pnvate Collection Close lile at end of fJScal 
03-1 CT PCB CT Files Agencies (PCA) lo ensure they are m compliance with year m which the contract 

Treasury s PCA contracL An 1mhal repon IS prepared expires Transfer to the 
pnor to the on sue VJSlt, which includes documentation Federal Records Center 
regardmg demand letters, payment agreements the Destroy 7 years after 
number of account resolunons file reJecUon reports expiration of contracL 
and any other JSsues While on site a worksheet 1s X 
ofien unhzed to check certain areas of concern and to 
document where unprovement IS needed Upon return 
from the Comphance ReVJew a fmal repon IS 
prepared and 1Ssued with a cover letter to the PCA 
The PCA sends a response to the report to dJScuss how 
the findmgs will be met 

Nl-425- 2 DMSDSD Admm1Strat1ve Wage A debtor may request a heanng about the exJStence or Cutoff when a final 
03-1 AWGB AWGB Garn1Shment Heanng amount of debt of the terms of the proposed dec1s1on IS made Retam 

Resoluuon Flies repayment schedule under the garn1Shment order on site for I year and 
These files mclude the heanng resolution fonn and. m 
some mstances the documentation associated with the 

transfer to the 
Washington National X 

dec1s1on ( 1 e a lener from the creditor agency to the Records Center Destroy 
debtor and background mvesugauon documenls form 7 years afier cutolT 
the creditor agency) 

Ongmals of the guidance presented to PCAs at annual Close files at end or flScal 
conference or at mtenm meetmgs throughout the year year Destroy when no X 

Nl-425 
03-1 

2 PCB 
CT 

DMSDSD 
PCB CT 

Pnvate Collecuon Agency 
(PCA) Conference Files 

lomier needed 
lnfonnat1on about PCS conference or meetmg logistics Close files at end of fJScal 
and admm1Strat1on, such as the conference organIZeT s year Destroy when no 
copy of procurement documents for the conference longer needed 

X 

fac1htv 
NI-425- 2a DMS DSD Agency Program Profile Letters of Agreemenls (LOA) deta1lmg the manner m Close file at end of fiscal 
03-1 CPB CPB Case Files which FMS will service and be compensated for year m which agreement 

CSCLS CSCLST managmg an agency s debt portfolio are mamtamed expires Destroy when no X 
T by lhe CPB longer needed for 

program purposes 

Recs X-Walk DMS Oct-21-2010 Page I 



RECORDS ITEM ORGANl7.A RECORD SERIES 
SCHEDULE TION GEl'liERAL 

DESCRIPTIO'-' cuR.RE,T DISPOSITIO' RECORD SCIIEDULE Nl...,tlS-09-01 RECORDS CO\IMENTS 
SCHEDULES 

lreml a. Item I b. Item? lleml llem4a, llem4b, llemSa, ltrmSb. ltrmSc: 
Pullq PoHc:y Fedrral Trt&llUI") Coiuulid ■ lrd ConsoUd ■ lrd Prog/ProJ ProglProJ Prog/ProJ 

[uc:onb 

(permanent) 

[uc:orlh 

(lr1J111tral')) 
Program 
Agency 

Pror;ram 
Operallo115 

ruports 
(perm■ ntnl) 

ruporlll 
(temporal')') 

Mgmt 
ruc:ords 

Mr;mt 
Rcconb 

Mgml....... 
Oper ■ llons Rrc:ord1 (U!led (1ubjrc:I (program 

[uc:ords lhro11&:hout file§) 1drrinlsrra 
nro r ■ ml lion) 

Nl-425 2b DMS DSD Agency Program Profile Subsequenl lo lhe execution of an LOA agencies Close file at end of fiscal 
03-1 CPB CPB Case Flies subm11 one or more program profiles mcludmg year m which lhe 

CSCLS CSCLST updates which are mamlamed by CPB personnel agreement expires 
T Transfer to the Federal X 

Records Center when :? 
years old Destroy 7 years 
after cutoff 

NI 425 3 DMSDSD Admm1strauve Wage Ongmals of Lhe guidance presented at workshops Destroy when superseded 
03 I AWGB AWGB Garmshmenl Workshop conducted for Federal agencies m implementing or obsolete 

Documents A WG These documents mclude the workshop 
agenda. fact sheets a hst of Frequently Asked 
Questions program and process overview AWG 

X 

1ntplemental1on success. organLZaUonal responsib1hues 
and debtor nghts, PowerPomt presentation ofLhe 
Regulations and Heanng Procedures and workshop 

NI 425- 3 CPB DMS DSD Debi Referrals Case Files Debt referrals submitted to FMS by creduor agencies Close case at end of each 
03-1 SCSLS CPB thal do not have electronic lihng capab1h11es fiscal year m which debt 

T CSCLST 1s resolved or returned lo 
the agency as 
uncollectible Retam on-
s1le for 2 years or when 

X 

no longer needed and 
transfer to the Federa1 
Records Center Destroy 
7 years after cutoff 

N1 425 3 PCB DMSDSD Debtor D1spule Case Files When attemptmg to collect a debt, lhe deblor ofien Close files at end ofeach 
03 I DT PCBDT disputes either the vahd1ty of the debt or the amount calendar year Transfer to 

owed on the debt The Pnvate Collection Agencies the Federal Records 
(PCA) receive this documentation and forward II to Center when 2 years old 
the Treasury for resolution Treasury will then forward Destroy when 7 years old X 
the documentation to the Federal agency for a 
response Treasury mamtams the mll1al dispute 
documentation the resolution documentation, and 
reports concerning the status of disputes 

AWG advice proV1ded to Federal agencies These Destroy when no longer 

Nl-425 
03-1 

4 DMSDSD 
AWGB AWGB 

documents mclude the Code of Federal Regulations 
(31 CFR Secoon 265 11) US Code annotated and 

Adnumstrat1ve Wage 
the AWG technical bulletin 

Garmshment Operatmns 
Internal procedures for managing the AWG program 

and Procedure Documents 
Includes the AWG Operations and Procedural ManuaJ 

needed for currenl 
busmess or convemence 
of reference 
Destroy when no longer 
needed for current 
business or convenience 

X 

X 

of reference 
Nl-425- 4CPB DMSDSD Credit Bureau Disputes Many delmquenl Federal debts are reponed to regional Close files at end ofeach 
03 I CSCLS CPB credit bureaus Commercial and consumer debtors fiscal year upon 

T CSCLST whose credit profiles reflect delinquent debts owed to resolution ofdispute 
the Federal Government often dispu1e mfonnauon Transfer to Federal 
reponed by FMS Dunng collect1ons debtors often Records Center when I 
dispute e11her the vahd1ty of the debt or the amount year old Destroy 4 years 
owed on the debt CPB h31Son personnel are after cutoff 
responsible for managmg mcommg and responsive 
correspondence between FMS and regional creditor X 
bureaus CPB haJSons mteract with creditor agencies 
requesting venficahon ofdebt mfonnauon CPB 
mamtams the 1m11al dispute documentatmn the 
resoluuon documentation. and related correspondence 
surroundmg these disputes In add111on, CPB also 
mamtams documental10n requestmg mod1licahon or 
deleuon ofpreviously reponed credit bureau 
mfonnallon 

Recs X-Walk OMS Oct-21-2010 Page 2 



RECORDS ITEM ORGAMZA- RECORD SERIES 
SCHEDULE TIO!\ 

DESCRIPTIO' 

Nl-425- 4 PCB DMSDSD Financial Information and Payments resuhmg from collect1on e!Torts are sent to 
03-1 FT PCB FT Reports files Treasury approved lockbox banks When a pa)ment JS 

unable to be 1den11fied to a specific debtor account. 
fMS personnel notifies lhe Pnvate Collection Agency 
by sendmg a Suspense Transaction Report The PCA 
completes lhe repon and 1denulies ac<:ounts to which 
lhe payments should be applied PCAs may also show 
that a payment may need to be dw1ded among several 
accounts by attachmg an Appomonment form On a 
monthly baslS, an Earned fee Repon 1s sent to the 
PCA to notify them of the credit they have earned on 
collections The PCA generates a monthly mvo1ce as a 
result ofth1s not1ficauon As pan of the financial 
process. numerous reports and correspondence are 
generated, such as but not tunned to, On-hne 
Processmg and Collect1on/Intra-govemmental Payment 
and Collect1on reports (OPAC/IPAC). reversal reports, 
general correspondence. and lockbox acuvny reports 

Nl-425- 5 CPB DMS DSD Agency Recall of Debt Often cases previously referred to Cross-Sel"\1cmg are 
03-1 CSCLS CPB Referrals - Return to recalled (rescmded) by the creditor agency These 

T CSCLST Agency(RTA) rec.all re-quests are generated from the refemng 
agency. requestmg that the debt be returned to the 
agency(RTA) for reasons such as deceased debtor, 
bankruptcy stay or dJScharge, lhe debt lS no longer 
enforceable or 1s mvahd. lhe debt was paid m foll. or 
the debt referral was simply an error Recall requests 
are generally a one-page fax fonn, occas1onally 

suppon1ve documentation as also included Recall 
request files mamtamed m Cross-Sen.1cmg include the 
ongmal recall forms w1lh supponmg documentation 
and fa-... form to or from lhe agencies 

Nl-425- 5 PCB DMS DSD Concurrence Requests Pnvate Collecllon Agencies (PCA) may enter mto 
03-1 MT PCB MT payment agreements wnh debtors based upon a 

standard set of cntena. If a payment agreement does 
not meet the cntena. the PCA may send the payment 
agreement terms. along with supportmg 
documentation. such as a credit bureau report, a tax 
return or a fmanc1al statement (provided to the PCA 
by the debtor) to FMS for approval The payment 
agreement may be approved w1thm FMS or may be 
forwarded to lhe onginal federal agency for approval 
These are records ofdehberat1ons and the mtemal 
approval process that suppon entenng mto a payment 

Nl-425- 6CPB DMSDSD I 099C Issuance (IRS Once a case has been through lhe collect1on process, 
03-1 CSCLS CPB Nouficauon of any unpaid amount at the tune of closure may be 

T CSCLST forgiveness ofa Debt) eligible for 1099C assuance On behalfof crednor 
agencies, haJSon personnel manage the approval and 
JSsuance of I 099C records for cancelled Federal debts 

resolved through Cross-Sel'\1cmg Forgiveness of 
amounts m excess of$600 must be reported to the 
Internal Revenue Service (IRS) and may become a 
taxable event pursuant to prov1S1ons of the IRS code 
FMS' I 099C files consJSt of agency spreadsheets, 
forms forwarded to or received from agencies, general 
correspondence routmely faxed to Federal agencies 
and copies of actual l099Cs 1Ssued to debtors whose 
debts have been forgiven 

CURRENT DISPOSITIO'\/ 

Close files at end of each 
calendar year Transfer to 
lhe Federal Records 
Center when 2 years old 
Destroy when 7 years old 

llcmla, 
Polle)· 

Rrc:ords 
(prrm111wn1) 

llcmlb, 
Pulk)· 

RuordJ 
(tcmpur ■ ry) 

lrcm2 
Fcdrr ■ I 

Pru1r ■ m 

Agcnc) 
Opc-r ■ llon, 

Record.JI 

RECORD SCHEDULE Nl-425-09.01 

lrcm3 lrcm4a. llcm4b, 
Trrasury Cun,,ulid ■ lcd Comulld ■ 1cd 

Pro&r ■ m ......... Rrports 
Opcr ■ llon,, (prrtn11nrnl) (temporary) 

Ruords 

X 

llcmSa, 
ProglProj 

\t1mr 
Records 

(used 

throughou1 
nro.,r ■ m) 

l1cm5b, 
Prog/Proj 

Mr;ml 
Records 
(subjccl 

files) 

llcm5c, 
Prog!Proj 

\lr;mr 
Records 
(procr ■ m 

■ dmlnl51r ■ 

llonl 

GEJ'IIERAI 
RECORDS 

SCHEDULES 
COMMENTS 

Close files at the end of 
each fiscal year m which 
the case has been 
rescinded. Transrer to 
federal Records Center 
when I year old Destroy 
4 years after cut off 

Close files at end of 
calendar year m which 
the agreement exprres 
Transfer to the federal 
Records Center when 2 
years old Destroy when 5 
years after cutoff 

Close files at lhe end of 
each fiscal year upon 

resoluuon ofdebt 
Transfer to Federal 
Records Center when 3 
years old Deslroy 8 years 
after cutoff 

X 

X 

X 
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RECORDS ITEM ORGANIZA- RECORD SERI ES 
SCIIEDULE TIO' GENERAL 

DESCRIPTION CllRR.l.NT DISroslTIO"I RECORD SCIIEDULE Nl-425.(Jfl.4JI RECORDS COMMENTS 
SCHEDULES 

Item I a. ltcmlb. lleml. llem.\, llem-la. llcm4b. llcm5a. ltem!ib.. lrcmSe 
Pulk"y 

"1c:ordil 
(pcrmanrnl) 

Pnlk) 
Re.:ordil 

(le~r ■ I")) 

1-edcr ■ t 

Pr.,gram .....,.,, 
Opcr ■ llons 

"1e.,nls 

Treasury 
Pror;r•m 

Opcr■ llons 

Rec:on:11 

Consollda1ed 
Reports 

(pcnn11nrnl) 

Consolld111ed 
Reporll 

(fe~r■ I")) 

ProglProJ 
Mgmt 

Records 
(uu:d 

throqhout 
ror.rarn) 

Prog/Proj 
Mgml 

"1eord1 
(suhJcc:t 

me,) 

Prog/Prnj 
J\lgmr 

H.ec:ords 
(progr ■ m 

admlnllllr ■ 

llon) 
Nl-425- 6PCB DMSDSD Adrmnistrat1ve An adnumstrau,·e resolution provides the pm:ate Close files at end of 
03-1 MT PCB MT Resolutions collection agency (PCA) the opportunity to obi.am calendar year Transfer to 

credit for those debts when a debtor ts deceased. the Federal Records 
bankrupt, or lS disabled v.1th the mab1hty to pay A Center when 2 years old 
PCA submits an adnumstraUve resolution request Destroy when 5 years old X 
along with documentallon to prove the findings This 
documentation may mclude. but not be limned to, a 
credit bureau report, a financial statement, and other 
legal documents to prove the findmgs 

Nl-4!5- 7CPB DMS DSD Department of Justice Enforced lmgatmn or compromtse requests reqmnng Close files at the end of 
03-1 CSCLS CPB Referrals - Claims assistance from the Department of Justice (DQJ) are each ftscal year upon 

T CSCLST Collection L1t1gat1on prepared and managed by a Department of Justice resolution of debt 
Referrals (CCLR) hatson w1Lhm the Collecuon Policy Branch Due to the Transfer to Federal 

sens111ve nature of both the ClalITIS Collecuon Records Center when 3 
L1t1gauon Report (CCLR) and supportmg years old Destroy 8 years X 
documentation (ta.'< returns (submitted by the debtor), afler cutoff 
financial documents. etc ). these matenals are not 
stored m general file areas located throughout the 
CPB Instead. separate lockmg file cabmets ma 
designated area house all DOJ matenals and related 

Nl-425- ?PCB DMS DSD Agency Account A Federal agency may request that an account, which Close files at end of 
03-1 MT PCB MT Return/Recall Requests IS bemg sen.1ced by Treasury, be returned to them at calendar year Transfer to 

any lime Pnor to retummg the account. research IS 
conducted mto the status of the account The onginal 

the FederaJ Records 
Center when 2 years old 

X 

request and the documentatJOn associated with the Destroy when 5 years old 
research are stored for reference purposes 

Nl-425- 8 CPB DMSDSD Financial Information and Fmanc1al team members routinely respond to Hard copies of reports GRS!0 
03-1 CSFf CPB CSFf Reports quesllons about DMSC fmanc1al transactions by and Cutoff at the end ofeach Item 6-

through the use of a vanety of financ1aJ reports fiscal year Destroy I year Pnnt File or 
generated w1thm DMSC The four pnmary financial afier cutoff GRS!0 
reports regularly d1Stributed are New Case, Uem 5-
Collect1on Act1v11y. Financial Transacuon Detail Extracted 
(specific to a transact10n). and Fmanc1al Ach\'lty lnfonnauon 
(covenng muluple transacnons) A Suspense 
Transacnon report IS also uuhzed through mfonnauon 
obtamed from lockbox banks or data from wnhm 

Nl-425- 8 PCB DMSDSD PCB Markelmg and These documents may include. but are not !muted to, Close files at end of each 
03-1 SPT PCB SPT Trammg Documents ongmals of PCB fact sheets, conference and trammg calendar year Destroy X 

presentahon packaJ?.es when 5 years old 
Nl-4!5- 9CPB DMSDSD Creduor Agency Payment Fmancral Team members mamtam records contaming Cutoff closed files at the 
03-1 CSFf CPBCSFf Information creduor agency pa}ment mformauon For ex.ample end of each fiscaJ year 

when a creditor agency such as the Department of Transfer to Federal 
Veterans Affatrs or the Small Busmess Admmtstrauon Records Center I year 
sends agency payment mformauon on a debt no longer after cutoff Destroy 3 

X 

in the Cross-Serv1cmg Program, CPB financ1aJ staff years afier cutoff 
notifies the designated agency contact or FMS' 
mab1hty to post the reported payment 

Nl-425- 9PCB DMSDSD System Development These documents may include. but are not lnmted to. Close files at end of GRS 20. 
03-1 SPT PCBSPT ProJect Files proJect plans system requirements, testing plans. and calendar year Destroy Item II 

scnnts related to svstem de\'elooment when 5 vears old Svs Doc 
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RECORDS ITEM ORGANl7.A RECORD SERIES 
SC:IIEDULE TION GlNERAL 

DESCRIPTION CURRENT DISPOSITIOI\ RECORD !-CHEDULE l\l-42S-09.0I RECORDS CO\tME~TS 
5c:'IIEDIJI ES 

ltc:ml a, llrml b llrm2, llrm.1. llrm4a, lfrm4b. lrc:mSa, ltrmSb, llrmSr, 
Polk) rulky Fedrr ■ I Trt:UUI") Consolld ■ ted Consolldared ProglProJ ProglPruJ Pru11PruJ 

Rrronil Ru..rdJ Program Proi::r ■ m Rrpor11 lupurlJ Mgm1 

AgCIK) (pcrm■ 11rnt) lueorth Rffords"•'"' "•'"'(pcrm:anc:nrJ (rempor ■ I")) Opc:r ■ tlons (tempor ■ I")) Rffonb 
Opcr■ tloru Ruords (11:1rd (1ubjrct (pro&r ■m 

Rr.:ords rhruughour filc:1) ■ dmlnbtra-

pro r■ m) lion) 

Nl-425- IO DMS DSD Intra-governmental Transactions reports and olher mforma110n needed for Reconc1llat1on or audit GRS20 
03-1 CPB CSFT Collect1on Reports temporary use Ifor example, until an mqurry JS maLenals are placed m uem 5 -

addressed and resolved). from DMSC. Intra- files for h1stoncal Exlracted 
governmental Payment and Collectmn CIPAC_). or reference and mamtamed Information 
other systems for I year, then 

destroyed IPAC reports, 
cover letters and fax 
forms are mamtamed no 
more than 30 days or 
when no longer needed 
upon agency venfica11on 
ofreceivmg financial 
repons All oflhe reports 
and case information are 
stored on the DMSC 
system mdefimtely 

Nl-425- IO a DMS DSD Intra-governmental Reconc1llauon or audit records Cutoff at the end of each 
03-1 CPB CSFT Collection Reports fiscal year Deslroy I year X 

afler cutoff 
NI-425- IO b DMS DSD Intra-governmental IPAC reports, cover letters. and fax forms Destroy upon venficatlon ExJSlmg (2003) schedule sLands 
03-1 CPB CSFT Collection Reports ofrecetpt by agency or 

when 30 days old, 
whichever IS sooner 

Nl-425- I DMS BALD Email Read.mg File Pnnted copies ofvanous action and mformauonal Destroy when I year old Ex1stmg (2003) schedule stands 
03-4 OD messages selected for fihng by the D1vis1on Director 

These are arraneed chronolol!lcallv 
Nt-425- 2 DMS BALD Director's Readmg File Contams copies of publications. mcommg Destroy when I year old Existing (2003) schedule slands 
03-4 OD correspondence, and manuals such as the Information or when no longer needed 

Technology Secunty Pohcy manua1 for current busmess. 
whichever 1s later 

Nl-425- 3 DMSBALD Drrector's SubJecl Files Arranged alphabetically, this cont.ams correspondence, Cut off at the end ofeach Ex1stmg (2003) schedule stands 
03-4 OD memorandums, reports. and comparable records fiscal year Destroy 3 

concemmg program management maners with which years afler cut off 
the Director deals It mcludes hand-wntten 
Comm15s1oner stafTmectmg notes/mmutes, pnnted 
copies ofpresentatmns given bystaITmembers dunng 
the year, and 1mhat1ves ofmterest to the D1V1S1on 

Nl-425- 4 DMSBALD Agency Portfolios These records document agency commitments and Cut off when all 
03-4 ALRB schedules for referral of delinquent debts as requrred transactions with agency 

by the Debt Collecuon Improvement Act of 1996 are completed Destroy 
(DCIA) Includes background mformatlon on the 10 years afier cut off 
agency, debt referral schedules faxed lo FMS by the 
agency, record copies (yellow) of correspondence with X 
the agency, emad messages. cen1ficauon of Treasury 
Repon on Receivables (TROR) by the agency, agency 
meetmg documents. FMS summanes ofmeetmgs w1lh 
the agency, and comparable records These are 
arranged alphabetically by name of the agency 

Nl-425- s DMSBALD Treasury Report On These files consJSt of quarterly and annual reports on Cul off at the end ofeach 
03-4 ALRB Receivables (TROR) File receivables due from the pubhc Arranged by flScal f1Scal year Destroy IO X 

Ivear, these date from 1994 through the present vcars afler cut off 
Nl-425- 6 DMS BALD Taxpayer ldenuficauon These are used to ensure that agencies submit social Cul ofT at the end of each 
03-4 ALRB Compliance Repon secunty numbers as reqmred Arranged by calendar calendar year Destroy 7 X ,-.. vears afler cutoff 

Ongmals of gmdance presented at trammg for mternal Cut oITat the end ofe.ach 
and external customers about the DCIA, debt calendar year Destroy 3 
management processes, changes m legisla11on and years after cutoIT 

Xregulauons. and changes and trends m the debtNl-425- DMS BALD Workshops and 
7 collecuon area These are arranged by dale of03-4 ALRB Conferences File 

presentauon 
lnfonnauon about trammg logisl1cs and admmJStratmn, Cut orrat the end ofeach 
such as the business owner's copy of hotel contract calendar year Destroy 3 X 
lcrocurement mformanon vears after cutoff 

Nl-425- 8 a.I DMSBALD Debt Management Data on electronic media Curren I data ( currenL year Cycle olTto h1stoncal file No retenuon specified, th1S IS filmg mstrucuon 
03-4 ALRB lnfom,at1on Svstem and crev1ous 4 vears) when 5 ,,..... ...,, old 
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RECORDS ITEM ORGAMZA- RECORD Sl:.RIES 
SCHEDUI E TIO' GENERAi 

DESCRIPTION CURREi\T Dl~POSI no.-. RECORD SCHEDULE Nl-425-09.01 RECORDS CO\IMEJ'I/TS 
SCHEDULES 

l!rml 11., ltrml b. ltrml, lrrmJ. llrm411., ltrm4b.. ltrmSa, llrmSb.. lrrm5c 

Polky Polky Frdrral Trruur, CoTl!loUdatrd Consolklatrd Prug/ProJ Prvg/Proj Pro1/Pn1J 
R«ords Rrcor,h Program Proeram Rrporh Rrports \lcmt Mcmt Mgmt 

(prrT1111nenl) (lrmpor&I')) Ar;rncy Operations (permanent) (lrn~ral')) Rrcords Rrcords Records 

Operations Records (U!lrd (subJrd (program 
Rrcords thniuahout adntn.blra...., 

ro11'ram) '"'" 
Federal program agency data on elecuomc med1a. Destroy/delete when 5 

XNl-425- DMS BALD Debi Management such as debt case files lvears old 8 a."!
03-4 ALRB lnfonnaL1on S)'Stem Treasury program data on electronic media. such as Destroy/delete when 5 

X
mfonnallon on total collections lvears old 

Nl-425- 8bla DMS BALD Debt Management Outputs (sLallst1cJI and related repons) Hardcopy File m agency portfolio No relenuon specified, this IS fihng 1nstrucl1on See 
03-4 ALRB Information System Record copy file N 1-425-03-4 Item 4 for retention of ongmals m 

agencv oonfoho 
Nl-425- 8blb DMS BALD Debt Management Outputs (stausucal and related reports) Hardcopy Destroy when no longer GRS20 
03-4 ALRB lnfonnat1on System All other copies needed for currenl nem6-

business Pnnl File 
Nl-425- 8b2 DMSBALD Debt Management Outputs (stat1shcal and related reports) Electronic Destroy/delete when no GRS20 
03-4 ALRB lnfonnat1on System longer needed for current 1tem5 

business Extracted 
lnfonnauon 

Nl-425- 8c DMSBALD Debt Management System documentation, mcludmg manuals, procedural Destroy/delete when GRS20 
03-4 ALRB Infonnat1on System issuances, and comparable mfonnauon documentmg superseded or obsolete, Sys Doc 

the creauon, mamlenance. and use of the system or I year afler Lhe 
throughout its life cycle, mcludmg mod1ficat1ons to the d1Scontmuance of the 
system system 

N 1-425- 9 a.I DMSBALD OMS Business Contmu1ty The BCP contams mformat1on used as the basis for Cycle oITto h1stoncal file No retenhon specified. this JS fihng 1nstruchon 
03-4 ALRB Plannmg File developmg the DMS BCP strategy for BCP when 5 years old 

developmenl It contains a hst of all the bus mess 
functions and processes m each respective 
organJZat1on w1thm each OMS d1V1S1on Each 
d1v1s1on's BCP contains the tasks, steps, location, 
resources and mterdependenc1es associated with each 
business process that need to be recovered Data on 
electromc media. Current data ( current year and 
prev10us 4 years) 

Ni-425- 9 b I a DMSBALD OMS Busmess Contmu1ty Outputs Hardcopy Record copy File m agency ponfoho No retention specified, this IS lilmg instruction See 
03-4 ALRB Planmng File tile Nl-425-03-4 Item 4 for retention of onginals m 

aeencv oonfoho 
Nl-425- 9blb DMSBALD OMS Busmess Contmuuy Outputs Hardcopy All other copies Destroy when no longer GRS24 
03-4 ALRB Plannmg File needed for current item 5a 

busmess 
Nl-425- 9b2 DMS BALD OMS Busmcss Contmu1ty Electronic Destroy/delete when no GRS24 
03-4 ALRB Planning File longer needed for current Item 5a 

busmess 
Nl-425- 92 DMSBALD DMS Busmess Contmmty System documentauon. mcludmg manuals. Destroy when superseded GRS20 
03-4 ALRB Plannmg File mstruct1ons. and comparable mformauon descnbmg or obsolete, or I year 1Lem II, 

the sysLem and how data IS inputted, retneved. saned after the disconlmuance Sys Doc 

and managed. of the system 

Ni-425- 10 a DMSBALD Human Capital Correspondence, memoranda, studies, analyses Destroy 2 years from dale GRS I uem 
03-4 BAB Management Records electronic databases, reports and other records relatmg ofofficial record. or 7 Posn1on 

to Human Capital Management responsib1ht1es when superseded or Class1ficau 

specified by the President's Management Agenda of obsolete, as applicable on Files 

2002, Tnle XII I of PL 10-296. Homeland Secunty 
Act of 2002, and 1mplementmg regulauons and 
gu1delmes promulgated by the Office of Personnel 
Management and/or the Office of Management and 
Budget The official record keepmg copy of these 
documents IS mamtamed w1thm the Human Resources 
Dwmon Analyses ofCnt1cal Occupat10ns and 
Competencies These records provide a hstmg of the 
occupauonal senes and workforce competencies 
(mcludmg knowledge skill. ab1hues and other work 
charactensucs) that have been detennmed as cnt1cal to 
the m1ss10n success ofFMS 

Nl-425- !Ob DMSBALD Human Capital Recnutment Plan These records provide a l1Stmg of Destroy 5 years from date GRS I item 
OJ-4 BAB Management Records anllc!pated turnover and planned new hire ofplan (companson to 3 Personnel 

requuements for cnncal occupation pos1uons GRS I, 1tem 25 hl Correspond 
ence Files 
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RECORDS ITEM ORGANIZA RECORD SERI ES 
SCHEDULE TION GENERAL 

DESCRIPTION CURRENT DISPOSITIO;\ Rl:.CORD SClllDULE Nl-42S.(19-01 RECORDS CO'\tME:'\TS 
SCIIEDULES 

l1tml •• llrml b. ltrml. llrml llrm4a, l!rm4h, ltrmSa. llrmSb, l1rmSr, 
Pobq· Polky Frdrral Treasury Cu'"olldatrd Con,uUdatrd Progl ProJ Prog/ProJ Pro&f Proj 

Rrrorth Rttords Prncram Program luports luporll Mgmt Mg'"' J\lgml 
(permanent) (lr1f1X1r•11I Ar.enc~ Opcralion,, (pcrmanrnll (lrlflXlraryl Rcrords lurords luror<b 

Opcratknn Rrror<h (izsrd (subjrrl (program 
Rcrurd.s throur.hour flks) admlnbtra 

oro ram) llool 

Nl-425- !Ob DMS BALD Human Capital General Files These records mclude correspondence Destroy when 3 years old GRS I 11em 
03-4 BAB Management Records and copies of gmdance or regulation issued by or when superseded or 3 Personnel 

Treasury Departmental Offices. the Office of obsolete, whichever IS Correspond 
Personnel f\.1anagement. Lhe Office of Management apphcable (companson ence Files 
and Bude.et, any oertment lee-islauon to GRS I. nem 25g) 

Nl-425- I0d DMS BALD Human Capital Feeder Reports, workmg papers, dralls and s1m1lar Destroy/delete copies that Nl-425-91-
03-4 BAB Management Records matenal prepared m the Human Resources D1v1S1on or have no further I item 3 

subm1ttmg orgamzauonal umts (e g. AsslSL'.lnt admm1strauve value aner Working 
Comm1Ss1oner area.s) the record keepmg copy Papers 

1s made wnhm 180 days 
afier the official record 
keepmg copy ha.s been 
produced 

Nl-425- II DMS BALD General Accountmg Records document mg GAO audits of DMS programs Cut off an audit file at the GRS 16 
03-4 PPB Office (GAO) Audit Files and act1v1t1es The records mclude the draft and final end of each fiscal year m item 14 fl.2) 

GAO audit report findmgs and OMS responses to the which all acllVlty Review 
audits m paper form. a diskette contammg an concermng 1t IS Files 
electronic copy or the reports and findmgs, and related completed Destroy 5 
papers Arranged chronologically by fiscal year and years afier cut off 
report number 

Nl-425- 12 DMS BALD Weekly Reports These mclude the DMS subm1ss1on to the Weekly Cut off at the end ofeach 
03-4 PPB Secret.arys and the Weekly OFAS (Office oflhe Fiscal fiscal year Destroy 5 

Assistant Secretary) Report which IS compiled and 
prepared for all of FMS by the Office of Legislative 

years afier cutoff 
X 

and Pubhc Affairs Mamtamed by fiscal year 

Nl-425- 13 DMSBALD Debt Collect1on Dralls, correspondence with congressional and Federal Destroy when no longer NI-425-91-
03-4 PPB Improvement Act of 1996 agencies, mcludmg Treasury Department agencies, needed for rererence or l Item 3 

(DCIA) Working Files emaJI messages. and faxes concerning the when superseded or Workmg 
development orthlS statute obsolete Papers 

Nl-425- 14 DMSBALD Regulation Development Drafts, correspondence, and related papers concerning Destroy when no longer 
03-4 PPB File the development ofregulanons for DMS programs 

Arranged by tnle ofregulat1on 
needed for reference or 
when superseded or 

X 

obsolete 
N 1-425- 15 DMSBALD Pubhc Comments File Comments solicited by DMS from the pubhc Cut off when the 
03-4 PPB conccmmg pendmg regulahons The regulations are comment penod lS over X 

either proposed or an mtenm rule Destroy 10 years aft.er 

Nl-425- 16 DMSBALD Fmal Rules Reference File Copies offmal rules ofDMS regulanons mamtamed m Review annually and 
03-4 PPB loose-leafbmders destroy when no longer 

needed for reference or X 
when superseded or 
obsolete 

Nl-425- 17 DMSBALD Exemption Requests File Includes debt collecuon center requests, Cut off when fmal 
03-4 PPB documentauon. and fmal detennmauons from Federal determmauons arc made 

agencies, Treasury Offset Program (TOP) exemption 
requeslS and final detennmat1ons, and cross-SeTVlcmg 

Destroy when acuons are 
superseded or no longer 

X 

exemptmn requests and final detennmallons on these relevant to current 
requests operations 

Nl-425- 18 DMSBALD Pnvacy Act Systems of Includes internal worksheets, drafts and related Cut off when nouce GRS 14 
03-4 PPB Records ReV1S1ons File documenlS regardmg rev1S1ons of Pnvacy Act systems revlSlon IS completed 1tem26 

or records nonce reviews for rev1S1ons and actions Destroy when rev1S1ons Pnvacy Act 
taken to revise the system of records are no longer current General 

Adnnmstrat 
10n Files 

Nl-425- 19 DMSBALD Salary Offset Heanngs File Dec1s1ons rendered on salary offset heanngs conducted Cut ofT\\.·hen dec1S1on 15 
03-4 PPB for other Federal agencies rendered Destroy after 5 

years from !he last X 
mqu1ry concemmg the 

Iappeal heanng 

Nl-425- 20 DMS BALD lnfonnauonal Files Contains reference matenals relatmg to the assessment Rev1ew annually and GRS 16 

03-4 PPB of the debt collection process, benefit offse1, Treasury destroy superseded or item 14 f 
Offset Program process, adrmmstrallve wage obsolete matenal Review 
garn1Shment report, selected GAO reports legislation, Files 
oversight heanngs, and reports to Congress 
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RECORDS ITEM ORGANIZA• RECORD SERIES 
SCllt..DULE no, GlNERAL 

DESCRIPTION cuRRE..,T DISPOSITION RECORD SCHEDULE 1'1-42S-09.0I RECORDS C0\1\1E1'TS 
SCIIEDlTLES 

llcml a, lt,ml h, hcm2 ltcml, ltcm4a, llcm4b, 11,mSa. (rcmSb ltcmSc 
Pollq Polk) Federal Tni:..,n-, Conwlkl•tcd Consolklaicd Prugl ProJ Proc'Proj Pro&,'ProJ 

R,u.irds Rrcords Program rrognm Rcp11rh Reports Mgmt Mg"' Mgmt 
(pcrrrancn1) (tcmpon'")I Agtnc:) Opc:niUuns (permanent) (tcmpon'")) Records Records Records 

0pt'r&llo115 Records (used (1ubjcct (program 
Records throughout n1n1 adrrinislr ■• 

roaram\ 

Nl-425- I DMS DSD Mortgage Serv1cmg These consist pnmanly ofcase files documentmg the Cut off files at the end of ''°" Ex1stmg (2003) schedule stands 
03-5 MS Records mortgages serviced under the auspices of the program the fiscal year Transfer 

The cases mclude Arr Force Plant #85, Castle immediately to the 
Gardens. Castle Vista. Chanute, Gnssom. the Naval Washington Nauonal 
lndustnal Bmlding. and. the Naval Weapons site The Records Center Destroy 
files contam copies ofcorrespondence. loan acuv1ty m October 2007 
reports, facs1m1le messages, disbursement mfonnat10n 
by agency location code (ALC) of mortgage payments 
from the sale of the property, mortgage amort12at1on 
schedules, certificates ofmsurance. mortgage payment 
distnbution reports, loan mformat1on fact sheets, and 
photocopies of deeds. notes mortgages. and 
sat1sfact1on of the mortgage, as applicable There are 
also a rew subject files and a readmg file The former 
deal with the MOU between the Financial 
Management Service and GSA outlmmg their 
respective responsib1hues m managing the mortgage 
serv1cmg program and related program 
correspondence Overall dates of the records are from 
1994 10 May 2002 Most of the records date from 
1995 through 2000 Approximate volume lS tv.:o and 
one-half cubic feet 

Nl-425- 2a DMSDSD Electromc Mail and Word Includes copies mamtamed by mdMduals m personal Destroy/delete wuhm 180 GRS 20, 
03-S MS Processing System Copies files. personal electromc mail drrectones, or other days after the Item 1.3 WP 

persona] drrectones on hard dISk or network dnves. recordkeepmg copy has Files. Item 
and copies on shared network dnves that are used only been produced 14 E-mail 
to produce the recordkeenme: cony Recs 

Nl-425- 2b DMSDSD Electromc Mall and Word Electromc copies or records that are created on Destroy/delele when GRS 20, 
03-5 MS Processmg System Copies electromc mail and word processing systems and used dissemmauon re,.,s1on Item 13 WP 

solely to generate a recordkeepmg copy of the records or updatmg is completed Files, nem 
covered by the other items m this schedule Also 14 E-mail 
mcludes electromc copies of records created on Recs 
electronic mall and word processmg systems that are 
mamtamed for updaung. revision, or dissemmat1on 
Copies used for dissemmat1on, revisJOn. or updatmg 
that are mamtamed m add1uon to the recordkeepmg 
copy 

Nl-425- I DMS Undeliverable lmtial Outgomg correspondence that serves as a notice to Destroy .3 months after GRS20 
04-4 Demand Letters - Debt md1v1duals and busmesses about a pcndmg debt acuon return ofundehverable item 2 a(4). 

Management Cross- with the Federal Government Those letters that are mad Input 
Serv1cmg Program undeliverable to addressees are automatically returned 

to the Debt Management Operations Center without 
further achon and noted as undeliverable ma sCTV1ce-
wide mformauon management system for trackmg 
purposes Note records are used to update database 

Nl-425- 2 DMS Undeliverable OITuet Outgomg correspondence that notifies debtors a Destroy 3 months after GRS20 
04-4 Notices - Treasury Offset Federal payment has been olTuet m accordance with return of undehverable uem 2 a(4), 

Program the Debt Collecuon Improvement Act or 1996 Those mad lnpul 
letters that are undehverable to addressee are 
automatically returned to the Debt Management 
Operations Center and noled as undeliverable ma 
sel'\1ce-w1de document management system for 
tracking purposes Note records are used to update 
database 

Nl-415- Ja DMS Delmquent Debtor Case Copies ofcase files pertammg lo deb IS forwarded by Close file upon resoluuon 
04-4 Files vanous Federal agencies for cross-sel'\1cmg and ofdebt Destroy 6 years 

resolut10n actions under the Debt Collecuon and 3 months after 
Improvement Act or 1996 The records consISt of closure 
nohficanon letters, medical records and claim forms, 

X summary data mformauon, and related documents 
The records are used by the Debi Management 
Operauons Center to collect unresolved debts after an 
allotted delinquent date Paper files dated pnor to FY 
2004 
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RlCORD._ ITEM ORGANIZA RECORD SERJ ES 
SCHEDULE TIO'II 

Nl-425- 3b DMS Delinquent Debtor Case 
04-4 Files 

Nl-425-
04-4 

3 C DMS Delmquenl Debtor Case 
Files 

Nl-425-
04-4 

4 DMS Bankmg and Fmanc1aJ 
Records Supportmg Debt 
Collect10n Act1v111es 

Nl-425-
04-4 

5 DMS Treasury Offset Program 
Bankruptcy 
Documentallon Files 

Nl-425-
04-4 

6 DMS TOP Correspondence File 

Nl-425-
04-4 

7 DMS Call Traclang System 
(CTS) 

DESCRIPTION 

Copies of case files pertammg to debts forwarded by 
vanous Federal agencies for cross-serv1cmg and 
resolution actions under the Debt Collecuon 
Improvement Act of 1996 The records consist of 
not1fica11on letters, medical records and claim forms. 
summary data mformat1on, and related documents 
The records are used by the Debt Management 
Operations Center to collect unresolved debts afler an 
allotted dehnquent date Paper files dated FY 2004 
and forward 

Copies ofcase files pertammg to debts forv.rarded by 
vanous Federal agencies for cross-serv1cmg and 
resolution act10ns under the Debt Collection 
Improvement Act of 1996 The records cons1St of 
not11ica11on letters, medical records and claun forms, 
summary data mformat10n, and rela!ed documents 
The records are used by the Debt Management 
Operations Center to collect unresolved debts afler an 
allotted delmquent date Opucal Disk copies or files 
dated FY 2004 and forward 

The records consist of court papers. letters, summary 
documents and other supportmg documentation that 
support debt collection actmties 

The files consist of copies ofpersonal bankruptcy 
papers. court notices, attorney commumcauons and 
related documents submitted to the operations center 
m support ofappropnate debt actions The files are 
scanned mto a serv1ce-w1de document managemenl 
system and referenced when needed to substanuate 
bankruptcy filmgs m fac1htatmg offset acuons 

Includes correspondence needmg no response. 
requests from recipients for copies of offset notices 
and other case documentation Includes paper and 
electronic mail coo1es 

The Call Trackmg System (CTS) ts an m-house 
database trackmg system used to track and momtor 
mqmres from the pubhc, agencies and others about 
debt actions agamst them h was establ!Shed to receive 
and scn'1ce phone mqu1res from debtors requesting 
mformauon concemmg outstandmg debts owed to the 
Federal Government Customer service 

representatl\'CS, who access the CTS for pertment 
mfonnauon about the debt, service callers that are 

routed to the call center The system 1s mterfaced with 
the Treasury Offset Program database where pertment 
mformauon about debt actions, m a read-only format. 
can be accessed for review to assISt callers System 
data IS generated when a caJl 15 recewed by a 
Customer Service Representative They can mclude 
but are not hrmted to caJler 1denuficat1on, name, date 
and tune, agency codes, nonce type, congressional 
mqurres, resolution codes, debtor type, caller type, 
authonzauon type, agency 1denuficauon, and notes 
System mformallon dates 1998 to present 

CURR.lNT DISPOSITIO'\ RECORD SCHEDULE '\l-425--09--01 
GENERAL 
RECORDS 

SCHEDULES 
CO\t'\.U..;,,.1s 

Destroy upon venficat1on 
ofscannmg mto the 
Integrated Document 
l\·1anagement System 
IIDMS) lfscannmg does 
not occur, paper files are 
to be retamed 6 years and 
3 month afler debt 

llrm I a, 
Polle~· 

Ruords 
(prrrranrnt) 

ltrml.b, 
Polley 

Ruords 
(lrmpor ■ 11) 

llrml, 
Fro.lrral 
Pru1:r ■ m 

Agrnc:y 
Opc:ralk>l'l."I 

Records 

X 

ltrml, 
Trrllllury 
Pros:nm 

Opc:r ■ llul'l."I 

Records 

ltrm-4a, 
Cc,~olld•lrd 

Rrpuns 
(pcrrrahC"nll 

ltrm4b,, 
Consolkl•trd 

R,port, 

(trmpora11·) 

lrrm5a. 
Pro&f ProJ 

M1rri 
Rrconh 

(UJ.rd 
lhro111hout 
nroar•mJ 

lrrm5b. 
Progl Proj 

M,n, 
Rrconh 
c,ubJ1:c:1 

mrs) 

lt1:m5r, 
Progl Proj 

Mgmt 
R«nrds 

(procnm 
admflblr ■-

llonl 

resoluuon 

Destroy when 6 years and 
3 months old 

X 

Close file at end of f1Scal 
year upon debt 
resolution Destroy 6 
years and 3 months after 
closure Records may be 

X
transforred to a Federal 
Records Center when 1 

year old and no longer 
needed for current 
busmess 

Close files at end of fiscal 
year Destroy when 5 
years old Records may 
be transferred to a 

X
Federal Records Center 
when 1 year old and no 
longer needed for current 
busmess 

Destroy when no longer 
needed or when 2 years 

X
old 

Archive call history 
records to compact d!Sk 
when 2 years old Delete 
when 7 years old 

X 
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RECORDS ITEM ORGA.,JL.A. RECORD SERIES 
SCHEDULE TION GEfl,ERAL 

DESCRIPTIO,._ CURRENT DISPOSITIO,'\ RI-.CORD SCHEDULE Nl-425-09..(JI RECORDS CO\IMEr--.T~ 
SCHEDUL~ 

lttml a. llirmlh, llirmZ, ltirmJ. Item A a. llcmAb. llcmS• llcmSb, ltirmSc, 
Polk} Polk) 1-irdcr•I Trnsury Cotaolkl•lrd Consolkl•lird ProiJProJ Proz!ProJ Pro&{ProJ 

Rcirords Records Progr•m PrD£nm Reports Reports Mgml 
((>Cr11111nc,nl) (111'111X'rllr)) Agirm:y O(>Crallo1U (tunponry) Records"•"' Rcconb "•"'{llll'r11111nirnt) Record.'! 

O(>Cralk>IU Rtt,nh (l15ird (subjrcl (prozr•m 
Record• throughoul nlirs) adminl!ilr11 

nro raml tlonl 
Nl-425- I DMS-Office AssIStant Comm1Ss1oner's Reference copies of documents that mclude Cut ofT at the end ofeach Ex1stmg (2008) schedule stands 
08-1 of the Office Administrative correspondence, memoranda and other file matenal of fiscal year Destroy 3 

Assistant Files a housekeeping nature consISting of budget, fiscal, years after cutoff 
Comm1ss1one personnel. supply and other operations common to all 
r office as d1stingmshed from the records relating to the 

specific programs of an md1v1dual d1v1s1on or branch 
Nl-425- 2 DMS-Office AssIStant Comm1Ss1oner's Correspondence. memoranda, reports and comparable Cut off at the end of each ExIStmg (2008) schedule stands 
08-1 of the Office Subject Files records concernmg DMS and program matters These fIScal year Destroy 3 

AsSIStant files also mclude Comm1ss1oner staffmeetmg years old after cutoff 
Comm1Ss1one notes/minutes, pnnted copies ofpresentauons given by 
r staff member dunng the year, and 1mt1at1ves of mterest 

to the Assistant Comn11Ss1oner 
Nl-425- 3 DMS- Office OMS Bnefing Books Bnefing books m support of the Debt Management Pennanent Cut olTm 5-
08-1 of the Program Heanngs are held penod1cally before year blocks (e g CY 

AsSIStant various Congressional subcommittees DMS Bnefing 2004 - CY 2005) 
CommISs1one Book dated September 19, 200I-Congress10nal Transfer to the Nauonal 
r Heanngs before the House Government Reform Archives 5 years afler 

Subcommittee on Go\'emment Management, cutoff 
Information and Technology. DMS Bnefmg Book 
dated November 200:!-Congression al Hearings before 
the House Government Reform Subcommittee on 
Government Management, Information, and 
Technology, OMS Bnding Book dated June 2003- X 
Congressional Hearings before the House Commlllee 
on Government Reform Subcommittee on 
Government Efficiency and Fmancial Management, 
OMS Bnefing Book dated February 2004-
Congressional Hearing before the Permanent 
Subcommittee on lnvesUgat1ons Senate Commlllee on 
Governmental Affairs, and OMS Bnefing Book dated 
June 2005-Congressional Heanng before the 
Permanent Subcommittee on lnvestigauons Senate 
Committee on Homeland Secunty and Go'w'ernmental 

Nl-425- 4 DMS-Office General Accountmg Records documenting GAO and 010 audns of OMS Cut offaudu file at the GRS 16 
08-1 of the Office (GAO) Audn and programs and acuvn1es The records mclude, but not end ofeach fiscal year m Item l4 ft2) 

AssIStant Office of Inspector limned to, the draft and final GAO audu report which all activity JS Revte\l.' 

Comm1Ss1one General (OIG) Flies findmgs and DMS responses to the audits m paper completed Destroy 3 Files 
r fonn lvears aller cutoff 

Nl-425- 5 DMS -Office Weekly Reports OMS subm1Ss1ons to the Weekly Secretary's report and Cut off at the end ofeach 
08-1 oflhe the monthly Office of the F1Scal AssIStant Secretary fiscal year Destroy 3 

Assistant (OFAS) report which arc compiled and prepared for years after cutoff X 
Commiss1one all FMS by the Office of the Legislative and Public 
r AITarrs 

Nl-425- 6 DMS-Office Debt Collecuon Reference copies of correspondence and memoranda Destroy when no longer Reference No retention specified, thJS IS filmg mstrucuon 
08-1 of the Improvement Act of 1996 with Congressional and Federal agencies, mcludtng needed for reference or copies are 

AsslStanl (DCIA) Files Treasury Department agencies, email messages, and when superseded or nonrecord 
Comm1Ss1one faxes concerning the development oflhIS statute obsolete matenals 
r 

Nl-425- 7 DMS-Office lnfonnauonal Files Reference matenals relJ.tmg to the assessment of the Review annually and Reference No retention specified.. thIS JS lihng mstruct10n 
08-1 of the debt collect1on process, TOP process. admm1stranve destroy superseded or copies are 

AssIStant wage gam15hment repon, selected GAO reports, obsolete matenal nonrecord 
Comm1Ss10ne legislauon. oversight hearings, and reports to matenals 
r Congress 

Nl-425- 9 DMS • Debt Exemption Requests File Debt collecuon center des1gnat10n requests Cut off at the end of each 
08-1 Program documentation, and final detennmat1ons from Federal fIScal year m which final 

D1v1S1on agencies, Treasury Offset Program (TOP) exemption determmat10ns are made 
Director requests and final determmauons, and. cross-serv1cmg Destroy when actions are X 

exemption requests and final determmallons on these superseded or no longer 
re.quests relevant to current 

ooerauons 
Nl-425- 10 a DMS. Debt Debt Collection Actl\'lty Paper record copy of fmal reports sent to Congress or Permanent., cut offm 5 
08-1 Program Repon the President Includes the "Annual Repon to the year blocks Transfer to 

D1v1S1on Congress, U S Government Debt Collection AcU\1Ues the National Archives 5 X 
Director of Federal Agencies", the Annual Child Support years after cutoIT 

report. and lhe Annual Payment Exemption repon 
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RECORDS ITEM ORGANl/'.A- RJ::CORD SERJES 
SCHEDULE TI0:'-1 GE,ERAL 

DESCRJPTION CllRREJ\I [)(SPOSITIO' RECORIJ SCHEr>ULE Nl-4?5-09.01 RECORDS COMMENTS 
SCHEDULES 

llrml-. lrrmlb. ltrmZ lttmJ, llrm4a., Jrrm4h. ltrmSa. lttmSb, ltrm5{, 
Polk) Poller Frdrral Tn:..ury Consolldattd Co11:!1ollda1td Progl PrvJ Progl Prvj Prost PrvJ 

Rc{ords Rc{ord1 Program Prcigram Rrports Rcporu Mgm1 Mgmt. Mgrrd 
(per!TIIIMnl) (lrmp11rar,,) Agrnc)' o..,r11t1on, (per!TIIIMnl) (ttmporary) Rr{ords Rc{ordo Rce{ord1 

Opuallons Rc{ord! (uud (nlhjHI (prvgram 
RuordJ throuihoul mes) admlnis1n 

nro ram) llonl 
Nl-425- 10 b DMS - Debi Debt Collecuon Acuv1ty Records relating to the development and transmission Temporary, cut off at the 
08-1 Program Report of debt collectlon activity reports to Congress or lhe end of Lhe fiscal year 

XD1vts1on President requrred by legisla11on or executive order Destroy 5 years after 
Director cutoff 

Nl-425- II DMS-Debl Designated Debt Master copy ofpohcy, procedures. sLandards, and Permanent Cut off when 
08-1 Program Collection Center Bnefing guidance on how to request to be designated as a Debt the guidance 1s 

DJVISIOn Book Collec11on Center superseded or no longer 
Director relevant to current 

operauons Transfer to 
Xthe National Archl\'es 5 

years after cutoff 
Current Total Volume 
One Bmder Annual 
Accretion Closed File 

Nl-425- 12 DMS-Debt Debt Collecuon DCIA drafts correspondence with congressional and Destroy when no longer Ex1stmg (2008) schedule sLands 
08-1 Program Improvement Act of 1996 Federal agencies. mcludmg Treasury Department needed for reference or 

DJVISIOn (DCIA) Workmg Files agencies. email messages and faxes concemmg the when superseded or 
Director develooment ofthts statute obsolete 

Nl-425- 13 DMS- Debi Managmg Federal Managmg Federal Receivables Reports (8 chapters, 10 Destroy when no longer 
08-1 Program Recer,:ables Repon File appendices) provide guidance on the reqmrements needed for reference or 

XD1v1S1on (statmg and updatmg laws and pohc1es) govemmg when superseded or 
Director Federal Receivables consistent with DClA obsolete 

Nl-425- 14 DMS- Debt Regulat10n Development Drafts. correspondence. and documents related to the Destroy when no longer 
08-1 Program File development ofregulauons for the DMS programs needed for reference or 

D1v1S1on This file mcludes. but JS not hm1ted to, drafts of the when superseded or 
D1rec1or Federal ClaJm Collecuon process. comments on obsolete 

X
regulanons and proposed rules, copies of the updates 
and drafts ofvanous Treasury directives and Taxpayer 
ldenuficat1on Number (TIN) pohcy Arranged by utle 
of regulation 

Nl-425- 15 DMS- Debt FederaJ Debt Collecuon Proposal paper dJScussmg the possib1hty of Cut ofTwhen the 
08-1 Program Des1gnauon Pohcy and establishmg Debt Management Serv1cmg Centers to comment penod is over 

DIVISIOn Regulations File safeguard and protect pubhc momes Destroy 5 years after 
X 

Director cutoff 
Nl-425- 16 DMS- Debt Debt Program Relations Responses to controlled congressional correspondence Cut off at the end ofeach 
08-1 Program Branch Correspondence assigned by the FMS Office ofLegislauve and Pubhc calendar year Destroy 2 

XRelations File Affuirs (LPA) Arranged by calendar year years after cutoff 
Branch 

Nl-425- 18 DMS-Debt Miscellaneous Responses to letters received m DMS concermng TOP Cut ofTat the end of the 
08-1 Program Correspondence File debt Correspondence JS not received as controlled calendar year m which 

Relatmns correspondence from LPA The copy of the response the response ts 
XBranch 1s arranged by date for penod1c review or for completed Destroy I 

convement reference Arranged by calendar year year after cutoff 

Nl-425- 19 DMS- Debi No Response Necessary Letters addressed to other agencies. pnmanly the Destroy when no longer E:ostmg (2008) schedule sLands 
08-1 Program Correspondence File Internal Revenue Service (IRS). and sent to FMS and needed or when 2 years 

Relatmns others as a courtesy copy A response by FMS is not old, whichever occurs 
Branch necessary for thts correspondence Arranged by first 

calendar year 
Nl-425- 20 DMS- Debt Bankruptcy Nonces Requests from agencies to macuvate therr debts m Cut off at the end of each 
08-1 Program TOP due to bankruptcy filings The file also has calendar year Transfer 

Relations bankruptcy nonces from the Bankruptcy Court to to the W ashmgton 
Branch FMS FMS will macuvate any debt m TOP and send a National Records Center X 

copy of the Bankruptcy Notice to the agency File also (WNRC) I year after 
contains a pnnt of the TOP record showmg macuvated cuto IT Destroy 5 years 
Stalus Arranged by calendar year after cutoff 

Nl-425- 21 DMS- Debt Agreements Files Memorandums ofUnderstandmg (MOUs) and Service Cut off agreements at the 
08-1 Program Level Agreements (SLAs) Some examples of the end of the calendar year 

Relations types ofagreements the branch has include an MOU m which they were 
Br-cillch with IRS for Tax Levy; and SLAs wnh vanous closed Transfer to 

pa)'ment agencies, both Treasury and non-Treasury Washington Nanonal X 
d1sbursmg agencies, to send their payments through Records Center (WNRC.) 
TOP for offset These files mclude one-page 2 years after cutoff 
.igreemenlS bern1een IRS. FMS. and vanous program Destroy 7 years after 
agencies to levy payments for oulStandmg debts cutoff 

Recs X-Walk DMS Oct-21-2010 Page I I 

https://Nl-4?5-09.01


RECORDS ITE.\1 ORGA...,IZA- RECORD SERIES 
Sl-:'IIEDlrt.E TION 

Nl-425- 22 a DMS - Debt Treasury Offset Program 
08-1 Program Infrastructure and 

Relauons Implementation Files 
Branch 

Nl-425- 2.2 b DMS - Debt Treasury Ofiset Program 
08-1 Program Infrastructure and 

Relations lmplementat10n Files 
Branch 

Nl-425- 23 DMS • Debt D1Sclosurc Awareness 
08-1 Program Tra1mng File 

Relations 
Branch 

Nl-425- 24 DMS - Debt TOP and TRO Weekly 
08-1 Program SLatlSllCS Reports File 

Relations 
Branch 

Nl-425- 25 DMS - Debt Salary OITset Reports File 
08-1 Program 

Relauons 
Branch 

DESCRIPTiqN 

Documents such as emails and memos, lo and from 
states Federal agencies, the Office of Child Support 
Enforcement, and contractors for development or 
TOP Files also mclude requrrement documents and 
system development documents for TOP, pr0Ject 
plans, drafis. notes and malenal ae<:umulated m the 
development or the TOP system, contracts. Joint 
Apphca110n De\'elopmenl sessions and walk-throughs 
These files are htStoncal in nature and provide a 
bluepnnt or the development of the TOP system To 
meet the requirements or the DCIA or 1996 Ft\-1S was 
requrred to develop a centrahzed collecuon system for 
government agencies to collect their delmquent debts 
The TOP system IS cnucal to the DMS' m1ss10n to 
collect non-tax. delmquent debts These files 
document the meetmgs and vanous other events that 
transpired m the development or the TOP system from 
its mcepuon TOP records exclusive or those hsted m 
Item 22b below 

Documents such as emails and memos. to and from 
states, Federal agencies, the Office or Child Support 
Enforcement, and contractors for development or 
TOP Flies also mclude requrrement documents and 
system development documents for TOP, pro1ect 
plans, drafis, notes and matenal accumulated m the 
development or the TOP system, contracts. Jomt 
Apphcauon Development sessions and walk-throughs 
These files are histoncal m nature and provide a 
bluepnnt of the development or the TOP system To 
meet the requuements of the DCIA or 1996, FMS was 
required to develop a centrahzed collect1on system for 
government agencies to collect therr delmquent debts 
The TOP system IS cnucal to the DMS' m1Ss1on to 
collect non-tax delmquent debts These files 
document lhe meetmgs and vanous other events that 
transprred m the development of the TOP system from 
its mcepuon lnmal mstallauon and testmg records 

Files include sign m sheets for people who have 
recewed the trammg and a s1gtted cernficate to venfy 

CURRE~I I.JISPOSITION 

Temporary, destroy 5 
years afler the proJect 1s 
tenmnated 

l1rml11., 

Polle) 
Rccor<b 

(perrrmnenl) 

Item! b, 

Polle-)' 
Roteords 

(lrmpor111')) 

llrml 

Federal 
Program 
Agrnc) 

Opu11tlom 
Record, 

RECORD SCIIEDlll E l\l-42S-09-0I 

llrml ltrm411., llrm4b. 
TrrllllUr}' Co11!1olld111cd Con,,ulk111trd 

Program Rcporu Reports 
Opcr■ tiuru (flUITTIIIRnl) (temporary) 

Rrrord1 

ltcmSa. 
Prugf PruJ 

"•"'RccClrds ,.... 
throughout 
nro•r ■ m) 

llrmSh, 
Prug/ProJ 

Mgmt 
R«ord1 
(•ubJert 

mrs) 

ltrmSr, 
PreglPruJ 

\tgmt 
Rrrords 
(prvgr ■ m 

admlnbtr ■ 

lion) 

GE~ERAL 
RECORDS 

SCHEDULES 

GRS20 
Sys Doc 

C0'\1MENTS 

Temporary. destroy 5 
years after final dec1S1on 
or acceptance 1s made 

Cut olTthe file at the end 
ofeach calendar year 

GRS20 
Sys Doc 

trammg was received The file IS arranged by ca1endar Destroy 6 years after 
year for each ofFMS's bu1ldmg locations Also 
included are schedules for trammg at each locahon 
FMS 1s reqmred by the IRS to provide annual trammg 
on pohc1es and procedures for safeguardmg Federa.1 
Ta."'- Information Fdes are arranged by calendar year 
Stanmg m 2005 the trammg IS on-hne and the file 
contams a CD of the on-lme trammg and reports 
generated to show pan1c1pauon 

Reports that are generated weekly and include 
sLausucs of the number and amounts ofta.x refund 
ofisets and adrmn1Strat1ve ofisets for child support and 
Federal non-tax. debts These statistics are submitted 
to LPA for the Weekly secretary report and monthly 
OFAS reoon 
Reports that are generated monthly and mclude 
stat1St1cs of the number and amounts ofsalary offsets 
These statishcs are submitted to LPA for the Monthly 
Secretary and OF AS reports 

cutolT 

X 

Cut olT at the end of each 
fiscal year Destroy 5 
years after cutoff 

X 

Cut offat the end ofeach 
fiscal year Destroy 5 
years after cutoff X 
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REC.::'ORDS ITEM ORGAi'lrllZA RECORD SERIES 
SCHEDULE TION GE:'\ERAL 

DESCRIPTION CURRENT DISPO"'ITION RECORD SCHEDlrt.E Nl-425-09..01 RECORDS C0\1\1ENTS 
OCIIEDULl:.S 

llcml a, llctnl h, h1:mZ 1!1:m.J. lrcm4a. llcm4b, 111:mSa, J1cm5h. 1!1:m5c. 
Policy Poller F,dcr ■ I Treasury Consolkblcd Consollda11:d Prog/Proj Prug/Proj Proif Proj 

Rc1:ordJ Rc1:ords Progr ■ m Proi:r ■ m R,po,-u R1:poru Ms:mt \lr;ml Mi:rnr 
(pcrmantnl) (11:lTl(M>rary) Ai:1:nc} Operations (pcrmantnl) (1Ctl1K'r ■ T)) lwl:ords Records R1:1:ords 

Opcr ■ tlons 

Rcc-onh 
Records (used 

throughout 
roal"llm\ 

(1ubJ1:1:I..., (pros:r ■ m 

admlntirra.~. 
Nl-425- 26 DMS - Debt Safeguard Act1v1ry and IRS requires FMS to report how FMS safeguards Cut olT file at end of each 
08-1 Program Procedure Report F 1le Federal ta'<. mfonnauon and how tax mfonnauon IS calendar year Destroy6 

Relations processed by FM S Safeguard Acll\1ty Repons 10 the years after cutolT 
Branch IRS outlines FMS' compliance with IRS regulatory 

standards The report descnbes the secunty 
procedures and system processes m which FMS X 
safeguards Federal Tax mfonnauon The Safeguard 
Procedures Reports to the IRS IS a record of how tax 

mfonnauon received from IRS IS processed by FMS 
Files are arranged by calendar year 

Nl-425- 27 DMS - Debt Debtor Conlact Files Records of phone calls to DMS headquarters from Cut off al the end of each 
08-1 Program 

Relations 
debtors with ofiset concerns This functmn 1s now 
automated and located m the B1nnmgham Debt 

calendar year Destroy 7 
years afler cutolT 

X 

Branch Manae.ement Ooerauons Center call center 
Nl-425- 28 DMS - Debt Background Heanng File Background heanng files for congressional heanngs Cut off at the end ofeach 
08-1 Program and reference copies of responses to requests from calendar year Destroy 3 

Relations Congressional Comminees. 0MB, andlor Treasury years aller cutolT X 
Branch Genera] Counsel on proposed legislation with 

1mohcauons on Treasury fiscal pohcy and Drocedures 
Nl-4::!S- 29 DMS-Debt Background lnvest1gauon Files are requests from the Office of Personnel Cut olTm the calendar 
08-1 Program File Management (OPM) received by FMS for debt-related year m which lhe 

Relations mfonnauon These requests are also received from background mvest1gat1on 
Branch the Department's Office of Inspector General (OIGJ JS compleled Destroy 5 X 

This file conLa1ns the requests and background years after cutolT 
mfonnal1on to obtam the responses for OPM and/or 
theOIG 

Nl-425- 32 DMS - Debt Agency Profiles Profiles files on federaJ agencies part1cipatmg m TOP Cut off each profile 
08-1 Program The records prov1de detaJled descnpuons of the agreement at the end of 

Suppon manner m which FMS will sen,1ce and be the fiscal year m which 
Branch compensated for managing an agency's debt portfolio the Creditor Agency 

The profile pro,1des vanous contact mfonnauon that requests closure X 
a11ows OMS lo respond lo debt mquines made by the Transfer closed files to 
debtor the WNRC 2 years after 

cutolT Destroy 7 years 
after cutoff 

Nl-425- 33 DMS - Debt Defense Finance and Correspondence files cons1Stmg ofletters from DFAS Cut off at the end ofeach 
08-1 Program Accountmg Service debtors to OMS mqumng about therr debt dlS])OSlllon caJendar year m which 

Suppon (DF AS) lellers tnTOP The files also mclude DMS' responses which the mquuy lS resolved 
Branch refer the debtors to DFAS for problem resolution Transfer to the WNRC 2 X 

years aller cutoff 
Destroy 7 years after 
cutoff 

Nl-425- 34 DMS - Debt Annual Debt Cert1ficat1on Annual agreements ccn1fymg that the debt records Cut off at the end of each 
08-1 Program Agreements submllled Lo TOP by Agencies. States, and Chents f15cal year m which 

Support (low volume Agencies) are correcl agreements expire 
Branch Transfer to the WNRC 2 X 

years after cutoff 
Destroy 7 years after 
cutoff 

New Debt Check lnfonnauon content of the Debt Check syslem Debt 
Check conlalns mfonnallon extracled from the TOP 
database which JS used to confinn whether potenllal X 
recipients of federal financial assistance owe 
delmauent nontax debt to the federal government 

New Debt Check Records used to create. use, mamtam. document, and GRS20 

secure the system. and to extract mfonnauon without and GRS 

altenng the mfonnallon content 24, vanous 
Items 

New DMIS/TROR lnfonnat1on content m the Debt Management 
lnfonnauon System/ Treasury Report on Receivables 
(DMIS ffROR) from federal agencies on the status 
and condition of the federal government's nontax debt 

X 

ponfoho Includes ehgi.ble and actual referrals and 
mfonnat1on on receivables 
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RECORDS ITEM ORGANIZA RECORD SERIES 
SCHEDULE TIO"II 

New DMIS/TROR 

New DMIS/TROR 

New DMS apphcauons on 
IDMS 

New OMS appllcauons on 
IDMS 

New FedDebl 

New FedDebt 

New FedDebl 

New TOPiCTS 

New TOP/CTS 

New TOP/CTS 

New Policy d1recuves 

DESC'RIPTION CURRE:"o"T DISPOSITION RECORD SCHEDUI E M~l5--09--01 
GE!\ERAI 
RECORDS C0\1ME:"oTS 

SCHEDULES 

llrml a. 
Polk) 

Records 
(p,rrm■ nrn1) 

lrrml b, 
Polle) 

Records 
(lempor ■ I")) 

ltrm2, 
Feder ■ I 

Precram...,,,, 
Oprr■ llons 

Rrcc,rds 

ltrm.1, llrm4a. Item.Sh. 
Treasury CunsuUd ■ tird Consolld ■ ted 

Precr ■ m Rrports Rrrorcs 
Oprr■ t\ons (p,rrm■ nrnt) (tenipor ■ ry) 

Rrconlii 

llrm511. 
Progl Prej 

M&n, 
Rnords,~... 

lhrou11,hou1 
nro ram) 

lrem5b. 
Progl Pruj 

Mgml 
Rrcord.l 
(1ubjrrt 

nlrs) 

llrm5r, 
PruglPruJ 

M&n, 
Rrcord1 
(progr■ m 

■ dmlnllnra 

lion) 

Information content m the Debt Management 
lnformat10n S:rstem ffreasury Report on Receivables 
(DMIS / TROR) used bv FMS, 0MB and others to X 
momtor agency compliance wnh the Debt Collection 
Improvement Act of 1996 
Records used to create, use mamtam, document, and GRS20 
secure the system, and to extract mfonnauon without and GRS 
altenng the m formauon content 24, vanous 

Items 

Information content m the OMS apphcauons on the 
Integrated Database management System (IDMS) X 
platform Includes correspondence and check images 

Records used to create, use. mamtam, document, and GRS20 
secure the system, and to extract mformatJon without andGRS 
altenng the m formauon content 24, vanous 

nems 
lnformat1on content m the FedDebt system used to 
perform debt collection Includes collectmn files and X 
deb!, pay1T1ent. offset, and reversal mformat1on 
Information content m the FedDebt system used to 
manage and momtor the e1Tect1veness of the debt X 
manaeement oro~m and onvate collectmn aeenc1es 
Records used to create, use, mamtam, document, and GRS20 

secure the system, and to extract mformatJon without andGRS 

altenng the mformauon contenL 24, vanous 
uems 

Information content m the Treasury Offset 
Program/Call Tracking System (TOP/CTSI used to 
perform olTselS and respond to mqumes Includes 
mformauon on delinquent debts owed to federal and 

X 

Deleted proposed extended retenuon penod for 
history records needed to reverse offsets m IRS 
"mJured spouse" cases 

state governments and matches for the purpose of or 
levymg payments to recoup momes owed 

Information content m the Treasury Offset 
Program/CaJI Trackmg System (TOP/CTSJ used to 
manage and momtor the debt management program X 
Includes call stausucs and other mformauon used to 
monitor TOP Call Center performance 

Records used to create, use, mamtam, document. and GRS20 
secure the system, and to extract mformatlon without 
altenng the mfonnauon content of master files and 

andGRS 
24, vanous 

databases nems 

Pohcy drrecnves mcludmg mformauon penammg to 
Debt Management SeTVJces m lhe Field Operations 

•Man.i.Qfilg fled 1Dcs;ivables" was already 
scheduled as permanent by Nt-425-68-1 Udii 141. 

Manual (FOM), the Treasury Fmancral Manual 
(TFM). and TFM supplements such as "Managmg 
Federal Receivables", "Guide to the Federal Credn 

X 

Bureau Program", and the "lnstrucuonal Workbook 
for prepanng the ·Treasury Report on Receivables and 
Debt Collecuon Actl\'llles'" 
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