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Dear John Greenewald:

Date:
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Employee name:

Francisca Eyetsemitan

Employee ID number:

1000591343

Telephone number:

617-316-2271

Fax number:

855-205-9335

Case number:

2023-14299

This is a final response to your Freedom of Information Act (FOIA) request dated May 9 , 2023 ,

originally submitted to the National Archives & Records Administration (NARA), that we

received in our office on May 9, 2023.

While processing your request , the NARA located 129 pages that originated within the Internal

Revenue Service . The pages were forwarded to our office for a release determination and a direct

reply to you. I am enclosing a password protected CD with the referral document . The password to open

the files on the CD is being mailed separately . We are withholding 4 pages in part under FOIA

exemption(b)(6).

FOIA exemption (b)(6) exempts from disclosure files that would constitute an unwarranted

invasion ofpersonal privacy. We base the determination to withhold on balancing interests

between the protection of an individual's right to privacy and the public's right to access

government information.

While reviewing the responsive records and applying FOIA exemptions to withheld records, we

considered that there is either a foreseeable harm in releasing withheld information or the

information is prohibited from being released by law.

Ifyou have questions regarding the processing of your FOIA request, please contact the

caseworker assigned to your case at the phone number listed at the top of this letter.

Ifyou are not able to resolve any concerns you may have regarding our response with the

caseworker, you have the right to seek dispute resolution services by contacting our FOIA Public

Liaisons at 312-292-3297 . The FOIA Public Liaison is responsible for assisting in reducing

delays, increasing transparency, and assisting in the resolution of disputes with respect to the

FOIA.



There is no provision for the FOIA Public Liaison to address non-FOIA concerns such as return

filing and other tax-related matters or personnel matters . If you need assistance with tax -related

issues, you may call the IRS at 800-829-1040.

You also have the right to contact the Office of Government Information Services (OGIS). The

Office of Government Information Services , the Federal FOIA Ombudsman's office, offers

mediation services to help resolve disputes between FOIA requesters and federal agencies . The

contact information for OGIS is :

Office ofGovernment Information Services

National Archives and Records Administration

8601 Adelphi Road--OGIS

College Park, MD 20740-6001

202-741-5770

877-684-6448

ogis@nara.gov

ogis.archives.gov

You have the right to file an administrative appeal within 90 days from the date of this letter . By

filing an appeal, you preserve your rights under FOIA and give the agency a chance to review

and reconsider your request and the agency's decision . I've enclosed Notice 393 , Information on

an IRS Determination to Withhold Records Exempt From the Freedom of Information Act - 5

U.S.C. 552 , to explain your appeal rights.

Your decision to contact the FOIA Public Liaison or OGIS for assistance resolving your dispute

does not extend the 90-day period in which you can file an appeal .

Sincerely,

Enclosures:

Referral document

Notice 393

Deanna J. Fitti-Hafer

Disclosure Manager

Disclosure Office 13



IRS

Notice 393

Information on an IRS Determination to Withhold Records Exempt From

The Freedom of Information Act - 5 U.S.C. 552

Appeal Rights

You may file an appeal with the Internal Revenue

Service ( IRS) within 90 days after we (1 ) deny you

accessto a record in whole or in part ; (2) have made
an adverse determination as to your category as a

requester; (3) deny your request for a fee waiver or

reduction; or (4) have advised you that no records

responsive to your request exist . You may file an appeal
within 10 days when a request for expedited processing
has been denied .

Your appeal must be in writing, must be signed by you ,
and must contain :

Your name and address,
.

●

•

●

Description ofthe requested records,
Date of the request (and a copy, if possible) ,
Identity of the office and contact on the response
letter, and

Date of the letter denying the request (and a copy,
if possible)

Mail your appeal to:

Independent Office of Appeals
Attn: FOIA Appeals
M/Stop 55202

3211 S. Northpointe Drive

Fresno, California 93725

Judicial Review

Ifwe deny your appeal , or do not address an issue

raised in your appeal within 20 days (excluding

Saturdays, Sundays, or legal public holidays) after the
date we receive your appeal , you may file a complaint
in United States District Court in the district in which

(1) you reside; (2) your principal place of business is

located ; (3) the records are located ; or (4) the District

of Columbia . A complaint may be filed within 10 days

(excluding Saturdays , Sundays , or legal public holidays)
after the date we receive your appeal if your appeal
is from an adverse determination of a request for

expedited processing. If you choose to file suit before
receipt of a final determination by the Appeals office, the
administrative appeals process may cease.

The address of the Internal Revenue Service is : Internal

Revenue Service , Attention CC:PA, 1111 Constitution

Avenue, N.W., Washington , D.C. 20224.

Exemptions
The Freedom of Information Act, 5 U.S.C. 552, does not

apply to matters that are :

(b)(1 ) specifically authorized under criteria established

by an Executive order to be kept secret in the interest of

national defense or foreign policy and are in fact properly
classified under such xecutive order,

(b)(2) related solely to the internal personnel rules and

practices of an agency,

●

(b)(3) specifically exempted from disclosure by statute
(other than section 552b of this title ) , provided that the
statute:

(A) requires that the matters be withheld from the public
in such a manner as to leave no discretion on the

issue, or

(B) establishes particular criteria for withholding or refers

to particular types of matters to be withheld .

Note : Internal Revenue Code sections 6103 and 6105

are statutes which qualify for exemption 3 treatment.
Section 6103 protects the confidentiality of tax returns

and information pertaining to a taxpayer collected by the
IRS. Section 6105 protects information obtained from a

foreign country under a tax treaty.

(b)(4) • trade secrets and commercial or financial
information obtained from a person and privileged or
confidential,

(b)(5) inter-agency or intra-agency memorandums or
letters which would not be available by law to a party
other than an agency in litigation with the agency,

(b)(6) • personnel and medical files and similar files
the disclosure of which would constitute a clearly
unwarranted invasion of personal privacy,

(b)(7) records or information compiled for law

enforcement purposes, but only to the extent that

the production of such law enforcement records or
information:

The rule for effecting service of judicial process upon
the Internal Revenue Service is set forth in Federal

Rule of Civil Procedure 4(i) . In addition to service upon
the United States , as set forth in Rule 4( i) ( 1 ) , service
must be made upon the Internal Revenue Service by

registered or certified mail as set forth in Rule 4(i) (2)(A).

Notice 393 (Rev. 4-2022) Catalog Number 45803X Department of the Treasury Internal Revenue Service www.irs.gov

(A) could reasonably be expected to interfere with

enforcement proceedings,



(B) would deprive a person of a right to a fair trial or an
impartial adjudication,

(C) could reasonably be expected to constitute an
unwarranted invasion of personal privacy,

could reasonably be expected to disclose the identity
of a confidential source , including a State , local or

foreign agency or authority or any private institution
which furnished information on a confidential basis,

and, in the case of a record or information compiled
by a criminal law enforcement authority in the
course of a criminal investigation or by an agency
conducting a lawful national security intelligence

investigation , information furnished by a confidential
source,

(E) would disclose techniques and procedures for
law enforcement investigations or prosecutions,

orwould disclose guidelines for law enforcement
investigations or prosecutions if Ich disclosure

could reasonably be expected to risk circumvention
of the law, or

(F) could reasonably be expected to endanger the life or

physical safety of any individual.

(b)(8) contained in or related to examination , operating,
or condition reports prepared by, on behalf of, or for

the use of an agency responsible for the regulation or

supervision of financial institutions, or

.

(b)(9) geological and geophysical information and data,

including maps, concerning wells.

●



The Black Vault
The Black Vault is the largest online Freedom of Information Act (FOIA)
document clearinghouse in the world.  The research efforts here are
responsible for the declassification of hundreds of thousands of pages

released by the U.S. Government & Military.

Discover the Truth at: http://www.theblackvault.com

This document is made available through the declassification efforts 
and research of John Greenewald, Jr., creator of: 

http://www.theblackvault.com


NATIONAL ARCHIVES AND RECORDS ADMINISTRATION (NARA) 
2021 RECORDS MANAGEMENT SELF·ASSESSMENT 

Welcome to the 2021 Records Management Self-Assessment! 

Before you begin, please note the following information. 

Except where indicated , the questions in this survey are intended to cover all records regardless of format , as 
defined in 44 U.S.C. 3301. 

The questions apply regardless of whether your agency's work processes are conducted manually or 
electronical ly. 

Your answers to the self-assessment questions must be specific to records management activities in your 
agency. We have added a "Not Applicable" answer option to some questions. In general, use this option only 
if a question references an activity or action that is not conducted in your agency because of its size or if you 
are a Departmental Records Officer and are not responsible for the activity or action. In some cases, if the 
activity is being done by a departmental records management program, component agencies of that 
department may answer "Yes." 

NOTE: Please note that your responses to questions in this assessment may be subject to public release 
pursuant to the Freedom of Information Act (FOIA). However, we will not release responses to questions that 
contain detailed descriptions of agency activities. 

NARA reserves the right to follow up with agencies to obtain additional information and/or documentation that 
supports their answers to the questions in this self-assessment. 

As in previous years we will be conducting a validation process. Your agency may be selected at random to 
provide additional documentation and/or take part in interviews to discuss your records management program 
activities. 

If you have any questions about this self-assessment or need additional information to answer a question(s), 
please contact us at rmselfassessment@nara.gov . 

. Please do not skip this section. This is your only chance to enter your contact 
information and the agency for which you are responding. 

Please enter your contact information below. 

First Name: ITracee 

Last Name: ITaYlor 

Job Title: I Records Officer 

Email Address: 

Phone Number: 



· Please select the agency and, if applicable, component or subordinate agency for which you are reporting 
by clicking on the drop down arrows below. 

Department or Independent Agency I Department of the Treasury v I 
Component or Subordinate Agency I Internal Revenue Service v I 

· PLEASE NOTE: !tyou need to exit the survey before completing each Section, you 
MUST click on the NEXT button at the bottom of the Section before exiting to ensure 
your answers to that point are saved. 

Section I: Management Support and Resourcing 

Management support and a strong positioning of an agency's records management program in the 
organizational structure is key to program success. This section includes questions related to the areas that 
support the records management program including responsibilities , internal controls, performance 
management, training, monitoring of program implementation, and the records of senior officials and 
executives. 

The following series of questions relates to RM Program leadership. 

· Q1. Is there a person in your agency who is responsible for coordinating and overseeing the implementation 
of the records management program? (36 CFR 1220.34(a)) 

@ Yes 

o No 

o Do not know 

· Q2. Please provide the person's name, position title, and office. 

Tracee Taylor. IRS Records Officer [Privacy, Governmental Liaison and Disclosure (PGLD)lIdentity and Records Protection (IRP)/Records and 
Information Management (RIM)] 

· Q3. Does your agency have a Senior Agency Official for Records Management (SAORM)? (For components 
of a department this is most likely at the department level, and you may answer "Yes," even if this is not being 
done at the component level.) 

@ Yes 

o No 

o Do not know 

o Not applicable, not an Executive Branch Agency 



· Q4. Does your Agency Records Officer meet regu larly (four or more times a year) with the SAORM to 
discuss the agency records management program's goals? (For components of a department, this is most 
likely at the department level.) 

@ Yes 

o No 

o Do not know 

· Q5. Does your agency have a network of designated employees within each program and administrative 
area who are .as.s,igned records management responsibilities? These individuals are often called Records 
Liaison Officers (RLOs), though their titles may vary. (36 CFR 1220.34(d)) 

@ Yes 

o No 

o Do not know 

o Not applicable, agency has less than 100 employees 

o Not applicable, Departmental Records Officer - this is done at the component level 

· Click Next to save your current answers and move to Section I: Management 
Support and Resourcing - RM Program Controls, Monitoring and Oversight. 

The following series of questions relates to RM Program Controls, Monitoring and Oversight. 

Agency records management programs must provide for effective controls over the creation, maintenance, 
and use of records in the conduct of current business. (36 CFR 1220.30(c)(1)) 

Internal controls are integral components of an organization's management that provides reasonable 
assurance of the effectiveness and efficiency of operations; reliability of financial reporting; and compliance 
with applicable laws and regulations. ("Standards for Internal Control in the Federal Government" (GAO-14-
704G), U.S. Government Accountability Office, September 2014.) 

Internal controls are: 

• Geared to the achievement of objectives in one or more categories-operations, reporting, and 
compliance; 
• Processes consisting of ongoing tasks and activities- a means to an end, not an end in itself; 
• Carried out by people-not merely about policy and procedure manuals, systems, and forms, 
but about people and the actions they take at every level of an organization to effect internal 
control; 
• Able to provide reasonable assurance, but not absolute assurance, to an entity's senior 
management; 
• Adaptable to the organization's entire structure-flexible in application for the entire entity or 
for a particular regional office, division, operating unit, or business process. 

Control activities occur throughout the organization, at all levels and in all functions. They include a range of 
activities as diverse as approvals, authorizations, verifications, reconciliations, reviews/audits of operating 
performance, security of assets (limited access to inventories or equipment), and segregation of duties 
(separate personnel with authority to authorize a transaction, process the transaction, and review the 
transaction). Monitoring the effectiveness of internal controls should occur in the normal course of business. 



Periodic assessments should be integrated as part of management's continuous monitoring of internal 
control, which should be ingrained in the agency's operations. ("2013 Internal Contro/- Integrated 
Framework," Committee of Sponsoring Organizations (COSO) Executive Summary, May 14, 2013; and OMB 
Circular A-123, "Management's Responsibility for Enterprise Risk Management and Internal Control," July 15, 
2016) 

· Q6. In addition to your agency's established records management policies and records schedules, has your 
agency's records management program developed and implemented internal controls to ensure that all 
eligible, permanent agency records in all media are transferred to NARA according to approved records 
schedules? (36 CFR 1222.26(e)) 

**These controls must be internal to your agency. Reliance on information from external agencies (e.g., 
NARA's Federal Records Centers) or other organizations should not be considered when responding to this 
question. 

*Examples of records management internal controls include but are not limited to: 

• Regular briefings and other meetings with records creators 
• Monitoring and testing of file plans 
• Regular review of records inventories 
• Internal tracking database of permanent record authorities and dates 

@ Yes 

o No 

o No, pending final approval 

o No, under development 

o Do not know 

Q7 . In addition to your agency's established policies and records schedules, has your agency developed and 
implemented internal controls to ensure that federal records are not destroyed before the end of their 
retention period? (36 CFR 1222.26(e)) 

**These controls must be internal to your agency. Reliance on information from external agencies (e.g. , 
NARA's Federal Records Centers) or other organizations should not be considered when responding to this 
question. 

*Examples of records management internal controls include but are not limited to: 

• Regular review of records inventories 
• Approval process for disposal notices from off-site storage 
• Require certificates of destruction 
• Monitoring shredding services 
• Performance testing for email 
• Monitoring and testing of file plans 
• Pre-authorization from records management program before records are destroyed 
• Ad hoc monitoring of trash and recycle bins 
• Notification from facilities staff when large trash bins or removal of boxes are requested 
• Annual records clean-out activities sponsored and monitored by records management staff 

@ Yes 

o No 

o No, pending final approval 



o No, under development 

o Do not know 

Q8. In addition to your agency's records management policies and records schedules, has your agency 
developed and implemented internal controls to ensure that all permanent records are created/captured, 
classified , filed and managed according to their NARA-approved records schedules? (36 CFR 1220.34(i)) 

@ Yes 

o No 

o To some extent 

o Do not know 

An essential control for any records management program is the establishment of performance goals and 
associated performance targets and performance measures. 

Performance goals are the target levels of performance. Performance goals should be specific, measurable, 
attainable, results-oriented, and time-bound. 

Q9. Has your agency established performance goals for its records management program? 

*Examples of performance goals include but are not limited to: 

• Identifying and scheduling all paper and non-electronic records by the end of DATE 
• Developing computer-based records management training modules by the end of DATE 
• Planning and piloting an electronic records management solution for email by the end of DATE 
• Updating records management policies by the end of the year 
• Conducting records management evaluations of at least one program area each quarter 

@ Yes 

o No 

o Pending final approval 

o Currently under development 

o Do not know 

Performance measures are the indicators or metrics against which a program's performance can be gauged. 
Performance measures should provide a basis for comparing actual results with established performance 
goals. ("Performance Measurement Challenges and Strategies," June 18, 2003, white paper associated with 
the Office of Management and Budget's Program Assessment Rating Tool (PART); and "Government 
Performance and Results Modernization Act of 2010," Section 4, Performance Reporting Amendments. See 
also https:llwww.performance.govl.) 



Ql0. Has your agency's records management program identified performance measures for records 
management activities such as training, records scheduling, permanent records transfers, etc.? 

*Examples of performance measures include but are not limited to: 

• Percentage of agency employees that receive records management training in a year 
• A reduction in the volume of inactive records stored in office space 
• Percentage of eligible permanent records transferred to NARA in a year 
• Percentage of records scheduled 
• Percentage of offices evaluated/inspected for records management compliance 
• Percentage of email management auto-classification rates 
• Development of new records management training modules 
• Audits of internal systems 
• Annual updates of file plans 
• Performance testing for email applications to ensure records are captured 
• Percentage of records successfully retrieved by Agency FOIA Officer in response to FOIA 
requests 

@ Yes 

o No 

o Pending final approval 

o Currently under development 

o Do not know 

An evaluation is an inspection, audit, or review of one or more records management programs for 
effectiveness and for compliance with applicable laws and regulations. An evaluation contains 
recommendations for correcting or improving records management practices, policies, and procedures as 
well as follow-up activities, including reporting on and implementing recommendations. Evaluations may be 
comprehensive (agency-wide) or specific to a program area or organizational unit. (36 CFR 1220.18) 

Ql1. Does your agency evaluate, by conducting inspections/auditslreviews, its records management program 
to ensure that it is efficient, effective, and compliant with all applicable records management laws and 
regulations? (36 CFR 1220.34UJ) 

**For this question , your agency's records management program , or a major component of the program (e.g. , 
vital records identification and management, the records disposition process, records management training, 
or the management of your agency's electronic records) must be the primary focus of the 
inspection/audit/review. 

o Yes, evaluations are conducted by the Records Management Program 

o Yes, evaluations are conducted by the Office of Inspector General 

@ Yes, evaluations are conducted by the Records Management Program AND the Office 
of Inspector General 

o 



Yes, evaluations are conducted by: 

o No, please explain 

o Do not know 

. Q12. How often does your agency conduct formal evaluations of a major component of your agency (Le., 
programs or offices)? 

@ Annually 

o Biennially 

o Once every 3 years 

o Ad hoc 

o Do not know 

o Not applicable, agency does not evaluate its records management program 

. Q13. Was a formal report written and subsequent plans of corrective action created and monitored for 
implementation as part of the most recent inspection/audit/review? (Choose all that apply) 

o Yes, formal report was written 

o Yes, plans of corrective action were created 

Pl Yes, plans of corrective action were monitored for implementation 

D Na 

o Do not know 

o Not applicable, agency does not evaluate its records management program 

o Not applicable, agency has less than 100 employees 



.. Click Next to save your current answers and move to Section I: Management 
Support and Resourcing - RM Training . 

.. The following series of questions relates to records management training . 

.. Q14. Has your Agency Records Officer obtained NARA's Certificate of Federal Records Management 
Training or the Agency Records Officer Credential (AROC)? 

@ Yes, NARA's Certificate of Federal Records Management Training 

o Yes, NARA's Agency Records Officer Credential 

o In Progress 

o No 

o Do not know 

Formal records management training is the communication of standardized information that improves the 
records management knowledge, skills, and/or awareness of agency employees. Training can be either in a 
classroom setting or distance-based (e.g. , web-based training), but it must: 

• be regular (occurring more than just once); 
• be repeatable and formal (all instructors must provide the same message, not in an ad hoc 
way); and 
• communicate the agency's vision of records management. 

Q15. Does your agency have internal records management training*, based on agency_p-olicies and 
directives, for employees assigned records management responsibilities? (36 CFR 1220.34(D) 

*Includes NARA's records management training workshops that were customized specifically for your 
agency or use of an ~gency:-customized version of the Federal Records Officer Network (FRON) RM 101 
course. 

@ Yes 

o No 

o No, pending final approval 

o No, under development 

o Do not know 

Q16. Has your agency developed mandatory internal, staff-wide, formal training*, based on ag!illCY_~.....a.o.Q 
directives, covering records in all formats , including electronic communications such as email, text messages, 
chat, or other messaging platforms or apps, such as social media or mobile device applications, which helps 
agency employees and contractors fulfill their record keeping responsibilities?** (36 CFR 1220.34(1)) 



*Includes NARA's records management training workshops that were customized specifically for your 
agency or use of an ~gency'-customized version of the Federal Records Officer Network (FRON) RM 101 
course. 

**Components of departmental agencies may answer "Yes" if this is handled by the department. Department 
Records Officers may answer "Yes" if this is handled at the component level. 

@ Yes 

o No 

o No, pending final approval 

o No, under development 

o Do not know 

.. Click Next to save your current answers and move to Section I: Management 
Support and Resourcing - Senior Officials. 

The following series of questions relates to Senior Officials. 

Senior officials are the heads of departments and independent agencies; their deputies and assistants; the 
heads of program offices and staff offices incfuding assistant secretaries, administrators, and commissioners; 
directors of offices, bureaus, or equivalent; principal regional officials; staff assistants to those 
aforementioned officials, such as special assistants, confidential assistants, and administrative assistants; 
and career federal employees, political appointees, and officers of the Armed Forces serving in equivalent or 
comparable positions. (General Records Schedule (GRS) 6.1, item 010) 

Note: This applies to all senior officials within an agency - NOT just the Senior Agency Official for 
Records Management . 

. Q17. Does your agency reQu.ire. that all senior and appointed officials, including those incoming and newly 
promoted, receive training on the importance of appropriately managing records under their immediate 
control? (36 CFR 1220.34(1)) 

@ Yes 

o No 

o Do not know 

. Q18. Does your agency conduct and document for accountability purposes training and/or other briefings as 
part of the on-boarding process for senior officials on their records management roles and responsibilities, 
including the appropriate disposition of records and the use of personal and unofficial email accounts? (36 
CFR 1222.24(a)(6) and 36 CFR 1230.10(a & b)) 

@ Yes 

o Yes, but not documented 

o No 

o Do not know 



o Not applicable, please explain 

Q19. Is the Agency Records Officer and/or Senior Agency Official for Records Management involved in on­
boarding briefings or other processes for newly appointed senior officials? 

@ Yes 

o No, please explain 

o Do not know 

. Q20. Does your agency conduct and document for accountability purposes exit briefings for departing senior 
officials on the appropriate disposition of the records, including email, under their immediate control? (36 CFR 
1222.24(a)(6) and 36 CFR 1230.10(a & b)) 

@ Yes 

o Yes, but not documented 

o No 

o Do not know 

o 



Not applicable, please explain 

. Q21. Is the Agency Records Officer and/or Senior Agency Official for Records Management involved in exit 
briefings or other exit clearance processes for departing senior officials? 

@ Yes 

o No 

o Do not know 

. Q22. Does the exit or separation process for departing senior officials include records management program 
staff or other designated official(s) reviewing and approving the removal of personal papers and copies of 
records by those senior officials? (36 CFR 1222.24(a)(6)) 

@ Yes 

o No, please explain 

o Do not know 

Q23. Which of the following stakeholders significantly impact and/or support your RM program? (Choose all 
that apply) 

I!ji Chief Information Officer 

o Chief Financial Officer 

o Chief Management Officer 

o Chief Data Officer 



o Office of the General Counsel 

o FOIA Officer 

Pl Records Managers and/or Records Liaison Officers (or equivalent) 

Pl Program Managers and/or Supervisors 

Pl Other, please explain 

I RS Office of Ch i ef Co unsel, IRS Disclosure Policy Office, and Office of 
IRS privacy policy and Compliance 

. Q24. Please add any additional comments about your agency for Section I. (Optional) 

(Q7) Master files plans exist for all IRS business unit (BU) and are shared with every BU employee. This ensures that each of the BU's Records Control 
Schedules (RCS) are up-to-date and reflect current recordkeeping practices. This also ensures that all agency permanent records are identified and 
transferred to the NARA according to approved disposition authorities. This is in full compliance with M-19-21 requirements, including the management 
of electronic permanent records in an electronic format. The Records Office annually reviews the master files plans with Headquarters (HQ) staff for each 
BU to ensure they remain current and accurate. The IRS takes very seriously its responsibility to protect against the erroneous destruction of federal 
records . Records management internal controls are part of the annual IRS Federal Managers' Financial Integrity Act (FMFIA) assessment. The FMFIA 
requires that each agency head establish internal controls to ensure that the agency uses its financial resources effectively and manages them securely. 
The IRS uses the Internal Controls Managerial Assessment (ICMA) to measure compliance and risk related to financial stewardship activities and 
provide a general assessment of all IRS controls. The assessment contains five records-related internal control valuations for Front Line Managers (FM) 
and Senior Managers (SM): • FM-15, I collect Smart ID cards, Physical Access Control (PAC) cards, or any other credentials from employees or 
contractors who leave the IRS and complete the required Separating Employee Clearance documentation for assets and records . • FM-21, I address and 
correct practices in my organization that could put Federal Tax information , taxpayer records, data, or remittances at risk of loss, theft, destruction, or 
disclosure . • SM-l4, I have the knowledge to recognize what constitutes official records, and I preserve them in an electronic or paper format as 
appropriate . • SM-15, I know who to contact or where to find information if I have questions about maintaining or disposing of official records . • SM-16. I 
understand what a litigation hold and know what I should do if I receive notification of one. (Q8) In Fiscal Year (FY) 2021, IRS Records Management 
heavily promoted Integrated Talented Management (ITM) system Course #15701, Records Management for IRCs. More than 88% of the agency's 4,000 
plus Information Resource Coordinators (IRCs) completed the course, as did all RIM HQ staff (including the RIM Records Specialists). Every IRS 
employee takes a Record Management Mandatory Briefing each year. These two training courses emphasize the requirement that federal records are 
not to be destroyed before the end of their retention periods, whether in paper or electronic format. This information is tracked and measured on the RIM 
SharePoint site. The Records Specialists Team sends out newsletters each month to every IRC, who then distribute them to all employees in their BUs. 
This effort helps ensure at least one records management communication to nearly every IRS employee each month on a matter of records 
management importance. In keeping with the RIM Program's mission to manage all IRS records efficiently and effectively until final disposition, IRS has 
procedures to document and control all internal records disposals. Prior to any BU shredding a record, an employee must complete Form 11671, 
Certificate of Records Disposal and submit to the 10ca11RC. The IRC is required to forward the form to a Records Specialist for approval. Additionally, 
wt1en requesting the use of special shred bins or burn boxes due to ramp-downs. reorganizations. and office closures. a Form 11671 must be forwarded 
and reviewed by the IRC prior to the pickup/destruction of any records. The approved Form 11671 provides agency documentation of records disposal in 
accordance wi th approved federal records management rules and regulations. The Records Specialist Team processes/approves approximately 2,500 
Forms 11671 each FY. (Q9) In FY 2021, RIM worked with the HQ BU IRCs and organized training sessions to ensure that all their permanent and 
temporary records are created/captured. classified. filed, and managed according to NARA-approved records schedules using the completed master files 
plans for every IRS BU. This also ensured that each of the BU's RCSs are up-tO-date and reflect current recordkeeping practices. This is incremental 
and in full compliance with M-19-21 requirements, including the management of electronic permanent records in an electronic format. (QlO) The IRS 
Records Office has records management performance measures aimed at modernizing business processes and procedures. and providing staff with 
proper training and guidance to ensure compliance with federal (electronic) records management mandates. Working in partnership with the Enterprise 
Digitalization and Case Management Office (ED&CMO), RIM established an ongoing bi-weekly d igitization working group of key agency stakeholders to 
ensure the integration of records management and preservation requirements into the design, development, enhancement, and implementation of new, 
Cloud-based platforms. RIM completed a comprehensive update to its Internal Revenue Manuals (IRMs 1.15.1-1.15.7). including digitization/digitalization 
requirements for going from a paper-based to an electronic recordkeeping environment. These updates, along with associated communications and 
assessment tools ensure clear understanding of evolving records management requirements and how best to meet them. RIM committed to a 10% 
reduction of total paper volume sent to the Federal Records Centers (FRCs) in FY 2022 to reduce storage costs/footprint compliant with OMB/NARA M-
19-21. RIM is dedicated to streamlining its RCS to make it more user-friendly and adaptable to electronic recordkeeping environments. In FY 2021, the 
IRS started moving Outlook Exchange mailboxes to the Cloud. This is part of its IT Strategic Plan to modernize IRS information technology systems. The 
transition of Outlook mailboxes to the Cloud is transparent to the users and Outlook operates the same as when it was deployed, including retention 
application. IRS applies permanent retentions to Capstone accounts. and a 20-year retention for record emails for everyone else. In FY 2021. IRS RIM 
Records Specialists (in conjunction with contractor support) conducted 1,513 records management training sessions to over 62,866 employees 
Servicewide. The sessions provided an overview of email and electronic records management initiative updates. On August 4,2017, RIM deployed 
companion online training, ITM system Course #67699 (formerly called Email Records Management User Training in Outlook 2016 and recently updated 
as Email Retention Demo Outlook 365). Over 25.000 IRS employees have taken this course since its August 2017 implementation . RIM successfully 



processed 8,481 separating Employee Clearance (SEC) Forms 14757 and achieved a 100% response rate for inquiries made to the *Records 
Management support mailbox to drive timely SEC closures (responded to 133 SEC Form 14757 questions, from 12 BUs. The IRS is currently at 0% on 
all overdue disposals. The IRS has had a disposal control procedure in place since 2014, and since then has not had any overdue disposals. In FY 2021, 
the IRS had 93,061 boxes eligible for disposal and all were identified and settled timely with the Federal Records Centers (FRCs) to ensure the Service 
remained at 0% on overdue disposals. The IRS is also 100% timely on all FRC transfers. IRS has 90 days to ship boxes under an approved transfer 
number to the FRCs and we consistently meet that deadline. (Q11) IRS Records Management has a Standard Operating Procedure (SOP) to review the 
Records Management Program for compliance, including a review of BU master files plans and a review of all 26 IRS BUs. The Records Specialists 
quarterly work with each of the HQ BU IRCs to complete Form 14377-A, Records and Information Management Program Review Checklist, which is 
reviewed by the Records Specialist Manager. The Records Specialist Manager documents in writing the findings of these quarterly reviews. Each 
quarter, the Records Specialist Team meets with its manager and the IRS Records Officer to discuss the findings and areas for BU improvement. This 
ensures IRS Records Management is efficient. effective, and compliant with all applicable records management laws and regulations. The Records 
Specialists also annually complete (each September) Form 14377. Records and Information Management Virtual Program Review Self-Assessment 
Checklist, which is reviewed by the IRS Records Specialist Manager and this checklist ensures internal compliance for the Records Program's Records 
Specialists. Similar to Form 14377-A reviews, the IRS Records Specialist Manager documents in writing the findings of this annual review of the Records 
Specialists' responsibilities and shares with the Records Specialist Team to discuss opportunities for IRS Records Management Programlstaff roles and 
responsibility improvement. RIM regularly meets with IRS BUs and their employees through training and evaluations. RIM consistently recommends best 
practices to ensure records management compliance. RIM creates plans of corrective action that are monitored and conducts follow-up reviews to 
ensure timely implementation. This information is tracked and measured on the RIM SharePoint site. (Q12) Given the response options, "Annually" best 
fits RIM's program and staff evaluation cycles. The Records Specialists, however, quarterly work with each of the HQ BU IRCs to complete Form 14377-
A, Records and tnformation Management Program Review Checklist and use these quarterly reports to produce an annual comprehensive assessment 
of BU records management health. These reviews throughout the year provide convenient and timely opportunities to identify and track BU 
recordkeeping improvements. (Q14) IRS appointed Tracee Taylor as the Servicewide Records Officer in September 2015. Ms. Taylor completed NARA's 
Certificate of Federal Records Management Training in October 2015 and will complete the new Agency Records Officer Credential (AROC) in 2023, as 
required. (QI5) IRCs are required to take ITM system Course #15701, Records Management for IRCs. The Records Specialist Team also actively 
engages with IRS BUs and staff on electronic records management and digitization needs. The Specialists heavily promote ITM system Course #67699, 
Email Retention Demo Outlook 365 for information regarding IRS Exchange email system updates. In addition , each month the Records Specialists 
communicate a specific records management life cycle topic to the IRCs andlor managers for all BUs throughout the agency. (Q16 & 17) All IRS 
employees (including Senior and appointed officials) and contractors are required to complete the ITM Records Management Mandatory Briefing Course 
#62965, Records Management Awareness covering records in all formats, including electronic communications, digitization. and electronic 
recordkeeping systems. Managers must also complete a mandatory briefing every other year (ITM Course #28972, Manager's Role in Privacy, 
Information Protection, Disclosure , and UNAX) designed to specifically address managerial responsibilities regarding oversight of the same business 
objectives. Completion of Mandatory BriefingslTraining is tracked within the ITM system or on learningfteaching history Form 12201, and successful 
completion is monitored at the RIM headquarters level, and within each BU and Business Operating Division (BOD). (Q18) On-boarding senior officials 
receive an automatic assignment from ITM on records management curriculum that covers roles and responsibilities, disposition of records and use of 
personal and unofficial email accounts that is documented in ITMand monitored at the RIM headquarters level. All IRS officials/officers are prohibited 
from using personal email accounts for official business. The Human Capital Office (HCO) also provides an onboarding presentation to all new 
executives as part of the IRS Senior Executive Service (SES) Candidate Development Program (COP). (Q19) The IRS SAORM conducts records 
training to new executives as part of the IRS Senior Executive Service (SES) Candidate Development Program (COP). (Q20-22) The IRS Records 
Officer is responsible for conducting an exit briefing with Senior Executive Team (SET) members and confirms personal papers and copies of requested 
records do not have any restrictions andlor do not have an independent historical preservation interest that must be considered prior to removal. The 
Office of Chief Counsel and the Office of Disclosure have also been consulted on limited occasions. Additionally, this process helps ensure records 
needed for ongoing business needs are identified and moved (if necessary) to an accessible location . 

.. Click Next to save your current answers and move to Section II: Policies. 

Section II: Policies 

A successful records management p rog ram has a governance fra mew ork , articulated policy, a nd clear 

s ta ndards . F or e lectronic records m a nage ment this is particularly important due to fragility, secu r ity 

v ulnerabilities, and o ther unique c h a racteris ti cs of electronic records. This section covers records 

management directives and s pecifi c policies necessary for records management. 

. Q25. Does your agency have a documented and approved records management directive(s)? (36 CFR 

1220.34(c)) 

@ Yes 

o No, pending fina l approval 

o No, under development 

o No 

o Do not know 



· Q26. When was your agency's directive(s) last reviewed and/or revised to ensure it includes all new records 
management policy issuances and guidance? 

@ FY 2021 - present 

o FY 2019 - 2020 

o FY 2017 - 2018 

o FY 2016 or earlier 

o Do not know 

o Not applicable, agency does not have a records management directive 

· Q27. Does your agency's records management program have documented and approved policies and 
procedures that instruct staff on how your agency's permanent records in all formats must be managed and 
stored? (36 CFR 1222.34(e)) 

@ Yes 

o No 

o No, pending final approval 

o No, under development 

o Do not know 

· Q28. Does your agency have documented and approved policies against unauthorized use, alteration, 
alienation or deletion of all electronic records? 

@ Yes 

o No 

o No, pending final approval 

o No, under development 

o Do not know 

· Q29. Does your agency have documented and approved policies for cloud service use that includes 
record keeping requirements and handling of federal records? 

@ Yes 

o No 

o No, pending final approval 

o No, under development 

o Do not know 

· Q30. Does your agency have documented and approved policies and procedures in place to manage 
email records that have a retention period longer than 180 days? (36 CFR 1236.22) 



@ Yes 

o No, pending final approval 

o No, under development 

o No, please explain 

o Do not know 

. Q31. Does your agency have documented and approved policies and procedures to implement the 
guidelines for the transfer of permanent email records to NARA described in NARA Bulletin 2014-04: Revised 
Format Guidance for the Transfer of Permanent Electronic Records - Appendix A: Tables of File Formats, 
Section 9 - Email? (36 CFR 1236.22(e)) 

@ Yes 

o No 

o No, pending final approval 

o No, under development 

o Do not know 

Regardless of how many federal email accounts individuals use to conduct official business, agencies must 
ensure that aI/ accounts are managed, accessible and identifiable according to federal recordkeeping 
requirements. (36 CFR 1236.22) 

Q32. Does your agency have documented and approved policies that address when employees have more 
than one agency-administered email account, whether or not allowed, that states that emai l records must 
be preserved in an appropriate agency record keeping system? (36 CFR 1236.22) 

*Examples of business needs may include but are not limited to: 
• Using separate accounts for public and internal correspondence 
• Creating accounts for a specific agency initiative which may have multiple users 
• Using separate accounts for classified information and unclassified information 

@ Yes 

o No 

o No, pending final approval 

o No, under development 



o Do not know 

· Q33. Does your agency have documented and approved policies that address the use of personal email 
accounts, whether or not allowed , that state that all emails created and received by such accounts must be 
preserved in an appropriate agency record keeping system and that a complete copy of all email records 
created and received by users of these accounts must be forwarded to an official electronic messaging 
account of the officer or employee no later than 20 days after the original creation or transmission of the 
record? (36 CFR 1236.22(b) and P.L. 113-187) 

@ Yes 

o No 

o No, pending final approval 

o No, under development 

o Do not know 

· Q34. Does your agency evaluate, monitor, or audit staff compliance with the agency's email preservation 
policies? (36 CFR 1220.18) 

@ Yes 

o No 

o Do not know 

· Q35. Please add any additional comments about your agency for Section II. (Optional) 



(Q25) The records management function at IRS is authorized by the Policy Directives outlined in RIM IRMs 1.15. The IRS Records Officer is also 
delegated authority by the Commissioner under IRS Delegation Order 1-37, to certify destruction of IRS records for court purposes: under IRS 
Delegation Order 1-50. to direct and conduct (Servicewide) IRS records management and disposal activities; and under IRS Delegation Order 11-2, to 
facilitate NARA records appraisal activities of IRS records protected under Internal Revenue Code Section 6103(1)(17). Additionally, under Servicewide 
Policy Statement P 1-125, RIM ensures that permanent records of significant changes to organizations, policies, or programs are created, preserved, 
and transferred to NARA. (Q27) RIM maintains master files plans for all 26 IRS BUs. This ensures that each BU's RCSs are current and up-to-date. This 
also ensures that all eligible, permanent agency records in all media are transferred to NARA according to approved disposition authorities. and IRS 
policies and procedures. Additionally, IRS uses NARA-generated Archives and Records Center Information System (ARCIS) reports to ensure that all 
eligible, permanent records are transferred to NARA in a timely manner. These reports are generated and tracked by IRS HQ Records Management 
staff, including the IRS Records Officer. All IRS records management functions and requirements, including permanent records responsibilities, are 
outlined in agency/RIM Policy Directives, IRMs 1.15. (Q28) IRS policies against unauthorized use, alteration, alienation, or deletion of electronic records 
are documented in RIM IRM 1.15.3, Disposing of Records and IRM 1.15.6, Managing Electronic Records. New electronic information systems that 
produce, use, or store records must incorporate records management requirements into the system's design and development in accordance with OMB 
Circular A-130, IRM 1.15.6, and NARA's Universal Electronic Records Management (eRM) requirements. RIM has created the System eRM Compliance 
Assessment and Digitization Validation Form to help project stakeholders involved in deploying new eRM systems and updating legacy eRM systems 
incorporate the mandatory eRM requirements into the design/functionality of recordkeeping systems. (Q30) IRS adopted the Capstone approach to 
managing email (approved under NARA Job No. GRS 6.1-0058-2017-0001). All retentions are set at the Enterprise level (permanent for Capstone 
accounts. and 20 years for all other accounts) and dispositions are configured to take place electronically (and automatically, though some manual 
intervention is still necessary). For Capstone officials, even if an email is deleted, it remains permanent (although no longer visible to the end user) until 
transfer to NARA. Electronic records management policies are found in IRS IRM 1.15.6, Managing Electronic Records and policy updates are pan of an 
ongoing Servicewide education and awareness campaign to ensure all staff have a clear understanding of records management requirements in the 
email environment, and as part of daily electronic recordkeeping requirements (in general). The Records Office, tT and Communications partner in the 
publication of online articles and tutorials, Online Resource Center updates, and through demonstrations and briefings. RIM heavily promotes ITM 
system Course #15701, Records Management for IRCs and ITM system Course #67699, Email Retention Demo Outlook 365. All IRS employees 
(including Senior and appointed officials) are required to complete an annual, records management briefing course. These training courses emphasize 
the requirement that federal records are not to be destroyed before the end of their retention periods, whether in paper or electronic forma\. (Q31) IRS 
adopted the Capstone approach to managing email (approved under NARA Job No. GRS 6.1-0058-2017-0001). All retentions are set at the Enterprise 
level (permanent for Capstone accounts, and 20 years for all other accounts). In FY 2021, RIM initiated actions to ensure IRS is able to effectively 
transfer capstone-related emails to NARA as prescribed by M-19-21. Efforts included coordinating with IT, NARA, and Treasury; documenting 
procedures: and facilitating tabletop exercise. This process ensures IRS can effectively encrypt, export, and transmit permanent electronic Capstone 
email records. (Q32) Most IRS staff have just one email account. Exceptions include pseudonym accounts assigned to agents for identity protection. 
Other agency-administered email accounts tied to individuals are those specific to program or project leads. or those that include agency-specific titles to 
provide direction for agency response and action, such as the Commissioner's Mailbox. These mailboxes are also subject to all email records 
management policies. (Q34) IRS adopted the Capstone approach to managing email (approved under NARA Job No. GRS 6.1-0058-2017-0001). All 
retentions are set at the Enterprise level (permanent for Capstone accounts, and 20 years for all other accounts) and dispositions are configured to take 
place electronically (and automatically. though some manual intervention is still necessary). Organizational mailboxes. with few exceptions (some are 
permanent), are maintained as temporary 20-year accounts. For Capstone officials, even if an email is deleted it remains permanent (although no longer 
visible to the end user). For all employees, IRS also places litigation holds (which remove the custodian's ability to delete an email) on any email account 
to safeguard records subject to an eDiscovery, Freedom of Information Act (FOIA), or other investigative process. Email management updates are part of 
an ongoing Servicewide education and awareness campaign to ensure that all staff have a clear understanding of records management requirements in 
the environment, and as part of daily recordkeeping requirements. The Records Office, IT and Communications partner in the publication of online 
articles and tutorials, Online Resource Center updates, and through email demonstrations and briefings. All IRS employees (including Senior and 
appointed officials) are also required to complete an annual. mandatory records management briefing course which addresses email recordkeeping 
responsibilities. Completion of this briefingltraining is tracked within the IRS ITM system. RIM policy manuallRM 1.15.6, Managing Electronic Records, 
establishes expectations for management of email records associated with official record keeping files; when business needs require email records to be 
retained with other records (such as part of an investigation. contract. project, or other case file) , the user must forward or copy these email records to 
the appropriate recordkeeping system (i.e., electronic recordkeeping system or paper file) and maintain according to the appropriate RCS. The role­
based approach does not replace existing business practices that require email messages and other related records to be retained together in 
established recordkeeping systems . 

.. Click Next to save your current answers and move to Section III: Systems. 

Section III: Systems 

Electronic information system means an information system that contains and provides access to 
computerized federal records and other information. (36 CFR 1236. 2) 

The following types of records management controls are needed to ensure that federal records in electronic 
information systems can provide adequate and proper documentation of agency business for as long as the 
information is needed. Agencies must incorporate controls into the electronic information system or integrate 
them into a record keeping system that is external to the information system itself. (36 CFR 1236.10) 

(a) Reliability: Contro ls to ensure a full and accurate representation of the transactions, activities or facts to 
which they attest and can be depended upon in the course of subsequent transactions or activities. 

(b) Authenticity: Contro ls to protect against unauthorized addition, deletion, alteration, use, and concealment. 



(c) Integrity: Controls, such as audit trails , to ensure records are complete and unaltered. 

(d) Usability: Mechanisms to ensure records can be located , retrieved , presented, and interpreted. 

(e) Content: Mechanisms to preserve the information contained within the record itself that was produced by 
the creator of the record. 

(f) Context: Mechanisms to implement cross-references to related records that show the organizational, 
functional, and operational circumstances about the record, which will vary depending upon the business, 
legal. and regulatory requirements of the business activity. 

(g) Structure: Controls to ensure the maintenance of the physical and logical format of the records and the 
relationships between the data elements . 

. Q36. Has your agency incorporated and/or integrated internal controls to ensure the reliability, authenticity, 
integrity, and usability of agency electronic records maintained in electronic information systems? (36 CFR 
1236.10) 

@ Yes 

o To some extent 

o No 

o Do not know 

o Not applicable, please explain 

. Q37. Does your agency maintain an inventory of electronic information systems that indicates whether or 
not each system is covered by an approved NARA disposition authority? (36 CFR 1236.26(a)) 

@ Yes 

o No, please explain 



o Do not know 

· Q38. Does your agency have a digitization strategy to reformat permanent records created in hard copy or 
other analog formats (e.g., microfiche, microfilm, analog video, and analog audio)? 

@ Yes 

o To some extent 

o No 

o Do not know 

· Q39. Does your agency's email system(s) retain the intelligent full names in directories or distribution lists to 
ensure identification of the sender and addressee(s) for those email messages that are federal records? (36 
CFR 1236.22(a)(3)) 

@ Yes 

o No 

o Do not know 

· Q40. What method(s) does your agency employ to capture and manage email records? (Choose all that 
apply) 

t!3 Captured and stored in an email archiving system 

t!3 Captured and stored in an electronic records management system 

o Captured and stored as personal storage table (.PST) files 

t!3 Captured and stored using cloud services with records management included 

o Captured and stored using cloud services but records management IS NOT included 

o Print and file 

o Not captured and email is managed by the end-user in the native system 

o Other, please be specific: 



Q41. What new method(s) to create and maintain data are being explored and/or employed by your agency 
that will impact records management? (Choose all that apply) 

(For more information on these topics see: hUps://www.archives.gov/files/records-mgmtipolicy/nara-cognitive­
techno log ies-wh ite paper. pdf. ) 

~ Smart devices 

o Sensors that collect and transmit data 

~ Geographic Information Systems 

~ Robotic Process Automation 

~ Software Robot or Bot 

~ Supervised Machine Learning 

o Unsupervised Machine Learning 

~ Reinforced Machine Learning 

L".i Standard Artificial Intelligence 

o Open-source Artificial Intelligence 

o Auto-classification 

o Other, please be specific: 

o My agency is not exploring and/or employing new methods 

. Q42. Please add any additional comments about your agency for Section III . (Optional) 

.. Click Next to save your current answers and move to Section IV: Access. 



Section IV: Access 

Records support an agency's ability to carry out its business functions. Access to records means they remain 
usable, retrievable, and protected throughout their lifecycle. This section contains questions relating to the 
access and usability of records to conduct agency business in accordance with the appropriate transfer and 
disposition schedule and that ensures records are searchable, retrievable, and usable for as long as they are 
maintained in agency custody. 

The following series of questions relates to the impact of the COVID-19 pandemic on access to 
records . 

. Q43. Has the COVID-19 pandemic disrupted your agency's ability to access records? 

@ Yes 

o No 

o Do not know 

. Q44. Please provide details on the impact of the COVID-19 pandemic and what your agency has done to 
mitigate the circumstances. 

With most of the FRCs temporarily closed since March 2020, and NARA only servicing emergency requests, the IRS has a backlog of "routine" Freedom 
of Information Act (FOIA) requests and records that need to be pulled and retired. FY 2021 marked the gradual, steady return of IRS employees to the 
office and thus, an increase in the generation of paper records and the need to retire to the FRCs to alleviate storage space issues, especially in 
Submissions Processing areas where tax returns are processed . The few FRCs open under "CDC Substantial Transmission or lower - "Open with full 
capacity" status accepted what IRS records they could that other closed FRCs normally take, but this does not fully meet storage needs. The IRS 
Records Office is optimistic that all FRCs will reopen soon under "CDC Substantial Transmission or lower - ··Open with full capacity" status and resume 
pre-COVID operations standards . 

.. Click Next to save your current answers and move to Section IV: Access - Vital or 
Essential Records. 

The following series of questions relates to Vital or Essential records. 

Vital records* (also known as Essential Records) are records needed to meet operational responsibilities 
under national security emergencies or other emergency conditions (emergency operating records) or to 
protect the legal and financial rights of the Government and those affected by Government activities (legal 
and financial rights records). (36 CFR 1223.2) 

*pending updates to regulations, the Records Management Self-Assessment still uses this terminology 

A program area is responsible for mission-related activities. An administrative area is responsible for activities 
not specific to the mission of the agency. (36 CFR 1220.34(d)) 



Q45. Has your agency identified the vital records of all its program and administrative areas? (36 CFR 
1223.16) 

*Components of departmental agencies may answer "Yes" if this is handled by the department. 

@ Yes 

o No 

o Do not know 

· Q46. How often does your agency review and update its vital records inventory? (36 CFR 1223.14) 

@ Annually 

o Biennially 

o Once every 3 years 

o Ad hoc 

o Never 

o Do not know 

· Q47. Is your vital records plan part of the Continuity of Operations (COOP) plan? (36 CFR 1223.14 and 
Federal Continuity Directive, Annex 1) 

@ Yes 

o No 

o Do not know 

.. Click Next to save your current answers and move to Section IV: Access - Retrieval 
and Access. 

The following questions relate to retrieval and access. 

· Q48. Are records and information in your agency easily retrievable and accessible when needed for agency 
business? (36 CFR 1220.32(c)) 

o All records are easily retrieved and accessed when needed 

@ Most records can be retrieved and accessed in a timely manner 

o Some records can be retrieved and accessed in a timely manner 

o No 



o Do not know 

Q49. Does your agency ensure that records management functionality, including the capture, retri eval, and 
retention of records according to agency business needs and NARA-approved records schedules, is 
incorporated into the design, development, and implementation of its electronic information systems? (36 
CFR 1236.12) 

*Components of departmental agencies may answer "Yes" if this is handled by the department. 

@ Yes 

o No, please explain 

o Do not know 

o Not applicable, please explain 

.. Click Next to save your current answers and move to Section IV: Access - Migration 

The following question relates to migration. 

Migration is a set of organized tasks designed to achieve periodic transfer of digital materials from one 
hardware/software configuration to another, or from one generation of computer technology to a subsequent 
generation. 

Metadata consists of preserved contextual information describing the history, tracking, and/or management of 
an electronic document. (36 CFR 1236.2) 



· Q50. Does your agency have documented and approved procedures to enable the migration of records 
and associated metadata to new storage media or formats so that records are retrievable and usable as long 
as needed to conduct agency business and to meet NARA·approved dispositions? (36 CFR 1236.20(b)(6)) 

@ Yes 

o No 

o No, pending final approval 

o No, under development 

o Do not know 

.. Click Next to save your current answers and move to Section IV: Access - FOIA. 

The following questions are related to access to records under the Freedom of Information Act . 

Agencies are required to have a Freedom of Information Act (FOIA) program (5 U.s.C. 552). 

The ability to find records is essential for a successful FOIA program. The following questions related to your 
agency's FOIA program may require consultation with your agency's FOIA Officer. 

Please note that FOIA does not apply to Judicial Branch Agencies, as well as a few others. If FOIA does not 
apply to your agency, p-Iease do not skip- these guestions. Select the 'Not applicable' response provided. 

· Q51. Has the COVID-19 pandemic disrupted your agency's abi lity to respond to FOIA requests? 

@ Yes 

o No 

o Do not know 

o Not applicable, Judicial Branch Agency/FOIA does not apply 

· Q52. Which of the following explains why FOIA has been impacted? (Choose all that apply) 

~ Paper records are inaccessible due to office closure 

o FOIA case processing system is not available by remote access 

o Electronic records are not accessible remotely 

~ Agency staff are not avai lable to conduct searches 

o 



Other, please be specific: 

. Q53. Which of the following actions did your agency's FOIA program take in response to the COVID-19 
pandemic? (Choose all that apply) ("Guidance for Agency FOIA Administration in Ught of COVID-19 
Impacts," DOJ, updated May 28, 2020, https:llwww.justice.gov/oip/guidance-agency-foia-administration-light­
covid-19-impacts) 

I!ji Worked directly with requesters to tailor their requests for most efficient processing 

I!ji Posted a notice on the FOIA website informing requesters of most efficient way to 
make a request 

o Posted a notice on the FOIA website informing requesters of any anticipated delays 

I!ji Included information about any anticipated delays in requester communication, 
including acknowledgment letters 

o Used multitrack processing to further triage requests that could be processed more 
efficiently remotely 

o Posted additional proactive disclosures for high public interest topics related to the 
COVID-19 pandemic 

I!ji Assessed technology to ensure most efficient administration of FOIA 

o Other, please explain 

o Not applicable , Judicial Branch Agency/FOIA does not apply 

. Q54. Which of the following describes the working relationship between the Agency Records Officer and the 
Chief FOIA Officer? (Choose all that apply) 

o Work together on Information Technology (IT) requirements that benefit both programs 

o Coordinate search terms to identify responsive records 

o Identify programs or offices most likely to have responsive records 



o Work together on high-profile or complex FOIA requests 

o Provide training on records management and FOIA to each other's staff 

o Training programs include the importance and relationship between FOIA and records 
management 

rl Other, please explain 

he IRS Records and FOIA Offices are both part of the IRS PGLD 
organization . This response is specific to the working relationship between 
these two I RS offices and not with the Chief FOIA Officer which for 

reasury is a position at the Department l evel (and not one that regular l y 
interacts with the IRS Records Office or IRS Records Officer) . 

he I RS Records and FOIA offices s upport each other i n a r eas of mutual 
bus iness concerns, such as ensuring new systems and el ectronic records 
initiatives incorporate functionality needed for record keeping compliance, 
and safeguarding records of separating employees for future access (as 
req uired) . The Records office faci l itates the retrieval of administrative 
records needed for FOIA from the FRCs. Records special ists process requests 
submi tted by I RS BUs and ensure they are requested timely and received from 
the FRCs to meet the FOIA timeline guide l ines. The two offices also conduct 
ross~office training and de l iver presentations and briefings to each 

~ ther's staff as part of routine, informal organization stakeholder 
~eetings and touch points which include t he importance and relationship 
between FOIA and records management . 

o None of the above 

o Not applicable, Agency Records Officer and the Chief FOIA Officer are the same 
person 

o Not applicable, Judicial Branch Agency/FOIA does not apply 

. Q55. Please add any additional comments about your agency for Section IV. (Optional) 

(045) IRS master files plans identify aU records and associated retentions/recordkeeping requirements for each IRS BU. including the identification of 
vital records. (Q46) The IRS master files plans are annuaUy updated. including any vital records identification. (048) IRS implementation of Capstone 
approach to email management significantly improved the agency's ability to retrieve and access agency records and information. Policy and procedure 
updates to modernize/automate business processes and more readily provide network-backed records storage environments (with automated records 
management tools/functionality, M365 migration) represent ongoing operational and organizational priorities. RIM's annual master files plans review for 
every IRS BU ensures identification of current recordkeeping practices across the agency. as well as records locations for ease of retrieval. (Q49) RIM is 
part of the IRS Enterprise Architecture that provides the requirements for recordkeeping systems in accordance with 36 CFR RIM is part of the IRS 
Enterprise Life Cycle (ELC) Privacy and Civil Liberties Impact Assessment (pellA) completion stage. RIM staff review aU electronic systems criteria that 
go through this process to ensure the systems have approved retention schedules. and that record keeping requirements have been identified and 
incorporated into system design. development. and implementation. The IRS Records Office, in coniunction with the IT organization and others are 
actively engaged in multiple digitization/digitalization working groups and initiatives that are transforming the way IRS conducts business and manages 
records. RIM utilizes an electronic records management system assessment check sheet and assessment process that provides RIM with a 
standardized process and form to assess IRS legacy systems against federal recordkeeping requirements and identify needs for increased information 
governance. RIM has also drafted interim guidance on digitalization and digitization requirements for agency-wide modernization initiatives untillRM 
1.15.6, Managing Electronic Records is published. This guidance provides minimum RIM requirements for creating and storing digitized information and 
other analog document formats . 

.. Click Next to save your current answers and move to Section V: Disposition. 

Section V: Disposition 

This area is critical for successfully managing records. Agencies must follow the mandatory instructions 
contained in either agency-specific records schedules or the appropriate General Records Schedule to 
transfer permanent electronic records to NARA's legal custody. This section covers both creation and 
implementation of records schedules. 



Records disposition refers to actions taken with regard to federal records that are no longer needed for 
current government business as determined by their appraisal pursuant to legislation, regulation, or 
administrative procedure. Disposition is a comprehensive term that includes both destruction and transfer of 
federal records 10 Ihe National Archives of the United Slates. (36 CFR ParIs 1222, 1224, 1225 and 1226) 

The next series of questions relates to your agency's efforts to schedule its records. 

· Q56. When was the last time your agency submitted a records schedule to NARA for approval? (36 CFR 
1225.10) 

@ FY 2020 - 2021 

o FY 2018 - 2019 

o FY 2016 - 2017 

o FY 2014 - 2015 

o FY 2013 or earlier 

o Do not know 

Q57. Does your agency periodically review agency-specific records schedules to ensure they still meet 
business needs, to identify gaps that may indicate unscheduled records, or to make needed revisions? 

Note: An agency-specific records schedule means it covers items that are not covered by the General 
Records Schedules (GRS). 

@ Yes 

o No 

o Do not know 

· Q58. Does your agency have agency-specific records schedules currently in use that include items 
approved before January 1, 1990? 

@ Yes 

o No 

o Do not know 

· Q59. Are you currently reviewing agency-specific records schedules with items approved before January 1, 
1990, for updaling and/or rescheduling? (36 CFR 1225.22) 

@ Yes, this is in progress 

o Yes, this has been completed 

o No, but are planning to do so 

o No, and have no plans to do so 

o Do not know 



· Q60. Are records and information in your agency managed throughout the lifecycle [creation/capture, 
classification, maintenance, retention, and disposition) by being properly identified, classified using a 
taxonomy, inventoried, and scheduled? (36 CFR 1222.34, 36 CFR 1224.10, and 36 CFR 1225.12) 

@ Yes 

o To some extent 

o No 

o Do not know 

· Q61. Does your agency disseminate every approved disposition authority (including newly approved records 
schedules and General Records Schedule items) to agency staff within six months of approval? (36 CFR 
1226.12(a)) 

@ Yes 

o No 

o Do not know 

· Q62. Which of the following describes the disposition authority for email records being used by your 
agency? (Choose all that apply) 

l!i GRS 6.1: Email Managed under a Capstone Approach; agency has an approved form 
NA-1005 

o GRS 6.1: Email Managed under a Capstone Approach; agency does not have an 
approved form NA-1005 

o Agency-specific email schedule 

l!:i Traditional records management (i.e., retention based on content, usually applied on an 
email-by-email basis, utilizing multiple NARA-approved disposition authorities) 

o Email retention method has not been decided/scheduled by agency 

o Do not know 

o Other, please explain 

· Q63. Does the current NARA-approved form NA-1005 or agency-specific email schedule adequately reflect 
your existing organizational structure? 



@ Yes 

o To some extent 

o No 

o Do not know 

· Q64. Why does the email schedule not adequately reflect. or only to some extent reflect, your existing 
organizational structure? (Choose all that apply) 

This question was not displayed to the respondent. 

· Q65. Does your agency track changes in Capstone accounts to ensure they are accurate and complete? 

@ Yes 

o To some extent 

o No 

o Do not know 

· Q66. Please explain how your agency tracks changes to Capstone accounts. (Be specific) 

IRS regularly monitors and updates staff email account configurations to comply with its Capstone approach to email management. HCO and IT work 
together to identify and capture Senior Official and executive email accounts as these roles are newly filled. RIM receives reports from IRS Executive 
Services at least monthly and tracks the opening/closing of email archiving tickets processed by IT. 

.. Click Next to save your current answers and move to Section V: Disposition -
Transferring Permanent Records. 

The next series of questions relates to transferring permanent records. 

· Q67. Did your agency transfer permanent non-electronic records to NARA during FY 2021? (36 CFR 
1235.12) 

o Yes 

o No 

@ No - Transfers were impacted by the COVID-19 pandemic 



o No - No records were eligible for transfer during FY 2021 

o No - New agency, records are not yet old enough to transfer 

o No - My agency does not have any permanent non-electronic records 

o Do not know 

o Other, please explain 

. Q68. Did your agency transfer permanent electronic records to NARA during FY 2021? (36 CFR 1235.12) 

o Yes 

@ No 

o No - Transfers were impacted by the COVID-19 pandemic 

o No - No electronic records/systems were eligible for transfer during FY 2021 

o No - New agency, electronic records/systems are not old enough to transfer 

o No - My agency does not have any permanent electronic records 

o Do not know 

o Other, please explain 

.. Click Next to save your current answers and move to Section V: Disposition -
Websites and Related Records, 

The next question relates to the management of websites and related records. 



· Q69. Does your agency ensure that all records on agency websites are properly managed? 

@ Yes 

o No 

o Do not know 

.. Click Next to save your current answers and move to Section V: Disposition -
Storage. 

The next series of questions relates to where your agency stores its inactive temporary and/or 
permanent records, regardless of format. 

Commercial records storage facilities are private sector commercial facilities that offer records storage, 
retrieval, and disposition services. 

An agency-operated records center is a records storage facility, operated by a federal agency and capable of 
storing more than 25,000 cubic feet of records. (36 CFR 1234) 

· Q70. Does your agency store inactive temporary and/or permanent records in a commercial records storage 
facility? 

o Yes 

@ No 

o Do not know 

· Q71. Has the facility been approved by NARA? (36 CFR 1234.30(a)(2)&(e» 

This question was not displayed to the respondent. 

· Q72. Does your agency store inactive temporary and/or permanent records in an agency-operated records 
center? (Note: This does NOT include agency staging areas and temporary holding areas.) 

o Yes 

@ No 

o Do not know 

· Q73. Has the facility been approved by NARA? (36 CFR 1234.30(a)(1)) 

This question was not displayed to the respondent. 

· Q74. IS your agency making plans to move records from an agency-operated records center to a 
commercial records storage facility? 



This question was not displayed to the respondent . 

. Q75. IS your agency making plans to move records from an agency-operated records center to a Federal 
Records Center before December 31, 2022? 

This question was not displayed to the respondent . 

. Q76. Please add any additional comments about your agency for Section V. (Optional) 

(Q60) RIM maintains an inventory of electronic information systems that indicates whether each system is covered by a NARA-approved disposition 
authority. RIM maintains master files plans for every IRS BU and annually reviews them for accuracy, including updated ReS information for electronic 
systems that support business processes. IRS has createdfdeployed a taxonomy, categorized permanent records against that taxonomy, and associated 
permanent records schedules to taxonomy terms. (Q68) RIM initiated actions to ensure IRS can effectively transfer Capstone-related emails to NARA as 
prescribed by M-19-21. Efforts included coordinating with IT, NARA, and Treasury; documenting procedures; and facilitating tabletop exercise. This 
process ensures IRS can effectively encrypt, export, and transmit permanent electronic Capstone email records, and paves the way for the transfer of 
other permanent electronic records. (Q70) All IRS Records are stored internally and transferred to NARA!FRCs when eligible . 

.. Click Next to save your current answers and move to Section VI: Agency 
Demographics. 

Section VI: Agency Demographics 

This section covers some basic demographic-type information needed for analysis of the data 
gathered by the Records Management Self-Assessment. 

Q77. How many fUll-time equivalents (FTE) are in your agency/organization? 

o 500,000 or more FTEs 

o 100,000 - 499,999 FTEs 

@ 10,000 - 99,999 FTEs 

o 1,000 - 9,999 FTEs 

o 100 - 999 FTEs 

0 1 - 99 FTEs 

o Not Available 

Q78. What other staff, offices, or program areas did you consult when you completed this self-assessment? 
(Choose all that apply) 



~ Senior Agency Official 

o Office of the General Counsel 

~ Program Managers 

o FOIA Officer 

~ Information Technology staff 

~ Records Liaison Officers or similar 

o Administrative staff 

~ Other, please be specific: 

IRS Chief Privacy Officer and IRS SAORM, IRS Disclosure Policy Office. 

o None 

Q79. How much time did it take you to gather the information to complete this self-assessment? 

o Under 3 hours 

@ More than 3 hours but less than 6 hours 

o More than 6 hours but less than 10 hours 

o Over 10 hours 

Q80. Did your agency's senior management review and concur with your responses to the 2021 Records 
Management Self-Assessment? 

@ Yes 

o No 

o Do not know 

Q81. Are you the Agency Records Officer? 

@ Yes 

o No 



Q82. Please provide the Agency Records Officer's contact information. 

This question was not displayed to the respondent 

Q83. Does your agency use your Records Management Self-Assessment scores to measure the 
effectiveness of the records management program? 

L".i Yes 

o No 

o Do not know 

o Comments (Optional): (Please include in your comments how you use the Records 
Management Self-Assessment.) 

Q84. Do you have any suggestions for improving the Records Management Self-Assessment next year? 

No . 

.. Please REVIEW your agency's RMSA responses by hitting the "Back" button at the 
bottom of each page. !1you wish to make any changes,_You must do this before 
hitting the "Next" button below. This is your last opportunity to make changes before 
you submit your agency's response! 

Embedded Data 



Agency: Department of the Treasury 

Component: Internal Revenue Service 

First Name: Tracee 

Last Name: Taylor 

Scoring Results 

Score 

Mean Score: 96.00 

weighted Mean of Items: 1.08 

Weighted Standard Deviation of Items: 1.42 

Items: 89.00 



NATIONAL ARCHIVES AND RECORDS ADMINISTRATION (NARA) 
2020 RECORDS MANAGEMENT SELF-ASSESSMENT 

Welcome to the 2020 Records Management Self·Assessment! 

Before you begin, please note the following information. 

Except where indicated, the questions in this survey are intended to cover all records regardless of format, as 
defined in 44 U.S.C. 3301 . 

The questions apply regardless of whether your agency's work processes are conducted manually or 
electronically. 

Your answers to the self-assessment questions must be specific to records management activities in your 
agency. We have added a "Not Applicable" answer option to some questions. In general, use this option only 
if a question references an activity or action that is not conducted in your agency because of its size or if you 
are a Departmental Records Officer and are not responsible for the activity or action. In some cases, if the 
activity is being done by a departmental records management program, component agencies of that 
department may answer "Yes. " 

NOTE: Please note that your responses to questions in this assessment may be subject to public release 
pursuant to the Freedom of Information Act (FOIA). However, we will not release responses to questions that 
contain detailed descriptions of agency activities. 

NARA reserves the right to follow up with agencies to obtain additional information and/or documentation that 
supports their answers to the questions in this self-assessment. 

As in previous years we will be conducting a validation process. Your agency may be selected at random to 
provide additional documentation and/or take part in interviews to discuss your records management program 
activities. 

If you have any questions about this self-assessment or need additional information to answer a question(s), 
please contact us at rmselfassessment@nara.gov . 

. Please enter your contact information below. 

First Name: 

Last Name: ITaYlor 

Job Title: I Records Officer 

Email Address: 

Phone Number: 

. Please select the agency and, if applicable, component agency or office for which you are reporting by 
clicking on the drop down arrows below. 



Department/Agency I Department of the Treasury ,. [ 

Component Agency/Office [ Internal Revenue Service "1 

· PLEASE NOTE: Jiyou need to exit the survey before completing each Section, you 
MUST click on the NEXT button at the bottom of the Section before exiting to ensure 
your answers to that point are saved. 

Section I: Management Support and Resourcing 

Management support and a strong positioning of an agency's records management program in the 
organizational structure is key to program success. This section includes questions related to the areas that 
support the records management program including responsibilities , internal controls, performance 
management, training, monitoring of program implementation, and the records of senior officials and 
executives. 

The following series of questions relates to RM Program leadership. 

· 01. Is there a person in your agency who is responsible for coordinating and overseeing the implementation 
of the records management program? (36 CFR 1220.34(a» 

® Yes 

o No 

o Do not know 

· 02. Please provide the person's name, position title, and office. 

Tracee Taylor. IRS Records Officer [Privacy, Governmental liaison and Disclosure (PGLD)/Identity and Records Protection (IRP)lRecords and 
Information Management (RIM)) 

· 03. Does your agency have a Senior Agency Official for Records Management (SAORM)? (For components 
of a department this is most likely at the department level, and you may answer "Yes," even if this is not being 
done at the component level.) 

® Yes 

o No 

o Do not know 

· 04. Does your Agency Records Officer meet regularly (four or more times a year) with the SAORM to 
discuss the agency records management program's goals? (For components of a department, this is most 



likely at the department leveL) 

® Yes 

o No 

o Do not know 

· 05. Does your agency have a network of designated employees with in each program and administrative 
area who are assigned records management responsib ilities? These individuals are often ca lled Records 
Liaison Officers (RLOs), though their titles may vary. (36 CFR 1220.34(d)) 

® Yes 

o No 

o Do not know 

o Not applicable, agency has less than 100 employees 

o Not applicable, Departmenta l Records Officer - this is done at the component level 

The following series of questions relates to RM Program Controls, Monitoring and Oversight. 

Agency records management programs must provide for effective controls over the creation, maintenance, 
and use of records in the conduct of current business. (36 CFR 1220.30(c)(I)) 

Internal controls are integral components of an organization's management that provides reasonable 
assurance of the effectiveness and efficiency of operations; reliability of financial reporting; and compliance 
with applicable laws and regulations. ("Standards for Internal Control in the Federal Government" (GAO-14-
704G), U.S. Government Accountability Office, September 201 4.) 

Internal controls are: 

• Geared to the achievement of objectives in one or more categories-operations, reporting, and 
compliance; 
• Processes consisting of ongoing tasks and activities- a means to an end, not an end in itself,· 
• Carried out by people-not merely about policy and procedure manuals, systems, and forms, 
but about people and the actions they take at every level of an organization to effect internal 
control; 
• Able to provide reasonable assurance, but not absolute assurance, to an entity's senior 
management; 
• Adaptable to the organization 's entire structure-flexible in application for the entire entity or 
for a particular regional office, division, operating unit, or business process. 

Control activities occur throughout the organization, at all levels and in all functions. They include a range of 
activities as diverse as approvals, authorizations, verifications, reconciliations, reviews/audits of operating 
performance, security of assets (limited access to inventories or equipment), and segregation of duties 
(separate personnel with authority to authorize a transaction, process the transaction, and review the 
transaction). Monitoring the effectiveness of internal controls should occur in the normal course of business. 
Periodic assessments should be integrated as part of management's continuous monitoring of internal 
control, which should be ingrained in the agency's operations. (,,2013 Internal Control- Integrated 
Framework, " Committee of Sponsoring Organizations (COSO) Executive Summary, May 14, 2013; and OMB 
Circular A-123, "Management's Responsibility for Enterprise Risk Management and Internal Control, " July 15, 
2016.) 



· 06. In addition to your agency's established records management policies and records schedules, has your 
agency's records management program developed and implemented internal controls to ensure that all 
eligible, permanent agency records in all media are transferred to NARA according to approved records 
schedules? (36 CFR 1222.26(e)) 

UThese controls must be internal to your agency. Reliance on information from external agencies (e.g. , 
NARA's Federal Records Centers) or other organizations should not be considered when responding to this 
question. 

*Examples of records management internal controls include but are not limited to: 

• Regular briefings and other meetings with records creators 
• Monitoring and testing of file plans 
• Regular review of records inventories 
• Internal tracking database of permanent record authorities and dates 

® Yes 

o No 

o No, pending final approval 

o No, under development 

o Do not know 

Q7. In addition to your agency's established policies and records schedules, has your agency developed and 
implemented internal controls to ensure that Federal records are not destroyed before the end of their 
retention period? (36 CFR 1222.26(e)) 

UThese controls must be internal to your agency. Reliance on information from external agencies (e.g., 
NARA's Federal Records Centers) or other organizations should not be considered when responding to this 
question. 

*Examples of records management internal controls include but are not limited to: 

• Regular review of records inventories 
• Approval process for disposal notices from off-site storage 
• Require certificates of destruction 
• Monitoring shredding services 
• Performance testing for email 
• Monitoring and testing of file plans 
• Pre-authorization from records management program before records are destroyed 
• Ad hoc monitoring of trash and recycle bins 
• Notification from facilities staff when large trash bins or removal of boxes are requested 
• Annual records clean-out activities sponsored and monitored by records management staff 

® Yes 

o No 

o No, pending final approval 

o No, under development 

o Do not know 



08. In addition to your agency's records management policies and records schedules , has your agency 
developed and implemented internal controls to ensure that all permanent records are created/captured, 
classified, filed and managed according 10 their NARA-approved records schedules? (36 CFR 1220.34(i)) 

® Yes 

o No 

o To some extent 

o Do not know 

An essential control for any records management program is the establishment of performance goals and 
associated performance targets and performance measures. 

Performance goals are the target levels of performance. Performance goals should be specific, measurable, 
attainable, results-oriented, and time-bound. 

09. Has your agency established performance goals for its records management program? 

*Examples of performance goals include but are not limited to: 

• Identifying and scheduling all paper and non-electronic records by the end of DATE 
• Developing computer-based records management training modules by the end of DATE 
• Planning and piloting an electronic records management solution for email by the end of DATE 
• Updating records management policies by the end of the year 
• Conducting records management evaluations of at least one program area each quarter 

® Yes 

o No 

o Pending final approval 

o Currently under development 

o Do not know 

Performance measures are the indicators or metrics against which a program 's performance can be gauged. 
Performance measures should provide a basis for comparing actual results with established performance 
goals. ("Performance Measurement Challenges and Strategies, " June 18, 2003, white paper associated with 
the Office of Management and Budget's Program Assessment Rating Tool (PART); and "Government 
Performance and Results Modernization Act of 2010," Section 4, Performance Reporting Amendments. See 
a/so hffps:llwww.performance.govl. ) 

Q10. Has your agency's records management program identified performance measures for records 
management activities such as training, records scheduling , permanent records transfers, etc.? 

*Examples of performance measures include but are not limited to: 

• Percentage of agency employees that receive records management training in a year 
• A reduction in the volume of inactive records stored in office space 



• Percentage of eligible permanent records transferred to NARA in a year 
• Percentage of records scheduled 
• Percentage of offices evaluated/inspected for records management compliance 
• Percentage of email management auto-classification rates 
• Development of new records management training modules 
• Audits of internal systems 
• Annual updates of file plans 
• Performance testing for email applications to ensure records are captured 
• Percentage of records successfully retrieved by Agency FOIA Officer in response to FOIA 
requests 

® Yes 

o No 

o Pending final approval 

o Currently under development 

o Do not know 

An evaluation is an inspection, audit, or review of one or more records management programs for 
effectiveness and for compliance with applicable laws and regulations. An evaluation contains 
recommendations for correcting or improving records management practices, policies, and procedures as 
well as follow-up activities, including reporting on and implementing recommendations. Evaluations may be 
comprehensive (agency-wide) or specific to a program area or organizational unit. (36 CFR 1220.18) 

Q11. Does your agency evaluate, by conducting inspections/audits/reviews, its records management program 
to ensure that it is efficient, effective, and compliant with all applicable records management laws and 
regulations? (36 CFR 1220.340») 

"·For this question , your agency's records management program, or a major component of the program (e.g., 
vital records identification and management, the records disposition process, records management training, 
or the management of your agency's electronic records) must be the primary focus of the 
inspection/audiVreview. 

o Yes, evaluations are conducted by the Records Management Program 

o Yes, evaluations are conducted by the Office of Inspector General 

® Yes, evaluations are conducted by the Records Management Program AND the Office 
of Inspector General 

o Yes, evaluations are conducted by: 

o 



No, please explain 

o Do not know 

· Q12. How often does your agency conduct formal evaluations of a major component of your agency (i.e ., 
programs or offices)? 

® Annually 

o Biennially 

o Once every 3 years 

o Ad hoc 

o Do not know 

o Not applicable, agency does not evaluate its records management program 

· Q13. Was a formal report written and subsequent plans of corrective action created and monitored for 
implementation as part of the most recent inspection/audiUreview? (Choose all that apply) 

o Yes, formal report was written 

o Yes, plans of corrective action were created 

~ Yes, plans of corrective action were monitored for implementation 

o No 

o Do not know 

o Not applicable, agency does not evaluate its records management program 

o Not applicable, agency has less than 100 employees 

The following series of questions relates to records management training. 

Formal records management training is the communication of standardized information that improves the 
records management knowledge, skills, and/or awareness of agency employees. Training can be either in a 
classroom setting or distance-based (e.g. , web-based training), but it must: 

• be regular (occurring more than just once); 
• be repeatable and formal (all instructors must provide the same message, not in an ad hoc 
way); and 
• communicate the agency's vision of records management. 



Q14. Does your agency have internal records management training"' , based on agencY .... Rolicies and 
directives, for employees assigned records management responsibilities? (36 CFR 1220.34(f» 

"'Includes NARA's records management training workshops that were customized specifically for your 
agency or use of an .ag~y'·custQmized version of the Federal Records Officer Network (FRON) RM 101 
course. 

® Yes 

o No 

o No, pending final approval 

o No, under development 

o Do not know 

o Not applicable , please explain 

Q15. Has your agency developed mandatory internal, staff-wide, formal training"' , based on age.ru;y .... P-Qll~y_gn.Q 
directives, covering records in all formats , including electronic communications such as email, text messages, 
chat, or other messaging platforms or apps, such as social media or mobile device applications, which helps 
agency employees and contractors fulfill their recordkeeping responsibilities?"" (36 CFR 1220.34(f» 

"'Includes NARA's records management training workshops that were customized specifically for your 
agency or use of an .ag~y.·customized version of the Federal Records Officer Network (FRON) RM 101 
course. 

"' '''Components of departmental agencies may answer "Yes" if this is handled by the department. Department 
Records Officers may answer "Yes" if this is handled at the component level. 

® Yes 

o No 

o No, pending final approval 

o No, under development 

o Do not know 

The following series of questions relates to Senior Agency Officials. 



Senior officials are the heads of departments and independent agencies; their deputies and assistants; the 
heads of program offices and staff offices including assistant secretaries, administrators, and commissioners; 
directors of offices, bureaus, or equivalent; principal regional officials; staff assistants to those 
aforementioned officials, such as special assistants, confidential assistants, and administrative assistants; 
and career Federal employees, political appointees, and officers of the Armed Forces serving in equivalent or 
comparable positions. (General Records Schedule (GRS) 6.1, item 010) 

. 016. Does your agency reg!.!lre. that all senior and appointed officials, including those incoming and newly 
promoted, receive training on the importance of appropriately managing records under their immediate 
control? (36 CFR 1220.34(1)) 

® Yes 

o No 

o Do not know 

. 017. Does your agency conduct and document for accountability purposes training and/or other briefings as 
part of the on-boarding process for senior officials on their records management roles and responsibilities , 
including the appropriate disposition of records and the use of personal and unofficial email accounts? (36 
CFR 1222.24(a)(6) and 36 CFR 1230.10(a & b)) 

® Yes 

o Yes, but not documented 

o No 

o Do not know 

o Not applicable, please explain 

Q18. Is the Agency Records Officer and/or Senior Agency Official for Records Management involved in on­
boarding briefings or other processes for newly appointed senior officials? 

o Yes 

® 



No, please explain 
The BCO provides on-boarding r e cords manageme n t brief i ng assignme nts in ITMS 
a nd other e xpert guidance a nd policy information re l ated to the mission of 
the IRS . The IRS Records Of f icer conducts an e xit interview wi t h al l 
depart ing se nior agency o f ficials . 

o Do not know 

· 019. Does your agency conduct and document for accountability purposes exit briefings for departing senior 
officials on the appropriate disposition of the records, including email , under their immediate control? (36 CFR 
1222.24(a)(6) and 36 CFR 1230.10(a & b)) 

@ Yes 

o Yes, but not documented 

o No 

o Do not know 

o Not applicable, please explain 

· 020. Is the Agency Records Officer and/or Senior Agency Official for Records Management involved in exit 
briefings or other exit clearance processes for departing senior officials? 

@ Yes 

o No 

o Do not know 

· 021 . Does the exit or separation process for departing senior officials include records management program 
staff or other deSignated official(s) reviewing and approving the removal of personal papers and copies of 
records by those senior officials? (36 CFR 1222.24(a)(6)) 

@ Yes 



o No, please explain 

o Do not know 

. Q22. Please add any additional comments about your agency for Section I. (Optional) 



07. Master fites plans exist for all IRS business unit (BU) and are shared with every BU employee. This ensures that each of the BU's Records Control 
Schedules (RCS) are up-to-date and reflect current recordkeeping practices. This also ensures that all agency permanent records are identified and 
transferred to the NARA according to approved disposition authorities. This is in full compliance with M-19-21 requirements, including the management 
of electronic permanent records in an electronic format. The Records Office annually reviews the master files plans with HO staff members for each BU 
to ensure they remain current and accurate. 08. In FY 2020, IRS Records Management heavily promoted Integrated Talent Management System (ITMS) 
Course #15701, Records Management for IRCs. More than 85% of the agency's 4,000 plus Information Resource Coordinators (IRCs) completed the 
course, as did all Records and Information Management (RIM) Headquarters (HO) staff (including the RIM Records Specialists). Every IRS employee 
takes a Record Management Mandatory Briefing each year. These two training courses emphasize the requirement that Federal records are not to be 
destroyed before the end of their re tention periods, whether in paper or electronic formal. This information is tracked and measured on the RIM 
SharePoint si te. The Records Specialists Team sends out newsletters each month to every IRC, who then distribute them to all employees in their BUs. 
This effort ensures at least one records management communication to nearly every IRS employee each month, and reinforces the importance of 
maintaining all Federal records for approved retention periods. In keeping with the RIM Program's mission to efficiently and effectively manage all IRS 
records until final disposition, IRS has procedures to document and control all intemal records disposals. Prior to any BU shredding a record, they must 
complete Form 11671, Certificate of Records Disposal and submit to their 10ca11RC. The IRC is required to forward the form to a Records Specialist for 
approval. Addi tionally, when requesting the use of special shred bins or burn boxes due to ramp-downs, reorganizations, and office closures, a Form 
11671 must be forwarded and reviewed by the IRC prior to the pickup/destruction of any records. A similar validation process exists for the disposal of 
administrative paper records at the Federal Records Centers (FRCs). Prior to NARA's destruction of original paper records stored at the FRCs, IRS must 
complete NA Form 13001 , Notice of Eligibility for Disposal consenting to the disposal. The approved Form 11671 and NA Form 13001 provide agency 
documentation of records disposal in accordance with approved federal records management rules and regulations. The Records Specialist Team 
processes/approves approximately 2,300 Forms 11671 each fiscal year. In FY 2020, the Records Specialists reviewed and approved 2,790 NA-13001s 
containing 96,480 boxes for disposal. 09. In FY 2020, RIM worked with the HO BU IRCs to schedule staff training sessions to ensure that all permanent 
and temporary records are created/captured , classified, filed and managed according to NARA-approved records schedules and BU master files plans. 
This provided opportuni ties to update as necessary and ensure each of the BU's RCSs reflect current recordkeeping practices, including the 
identification of agency permanent records for transfer to NARA according to approved disposition authorities. This is in full compliance with M-19-21 
requirements, including the management of electronic permanent records in an electronic formal. 010. The IRS deployed Outlook 2016 to all IRS Main 
employees. NARA approved an update to IRS's email management schedule which established permanent re tention for Capstone accounts, and a 20-
year retention for record emails for all other accounts. RIM, in conjunction with contractor support, provided staff training to ensure employees knew if 
they had created a Federal record and if they did, how to appropriately manage its retention. In FY 2020, IRS RIM Records Specialists conducted 1,482 
records management training sessions to more than 48,035 employees Service-wide, including 41 Outlook 2016 email demo training sessions to 6,840 
employees via Live Meeting. The sessions provided an overview of email and electronic records management ini tiative updates. On August 4, 2017, RIM 
deployed a companion online ITMS training Course #67699, Email Records Management User Training in Outlook 2016. More than 15,000 IRS 
employees have taken this course since its August 2017 implementation. The IRS is currently at 0% on all overdue disposals. The IRS has had a 
disposal control procedure in place since 201 4, and since then the IRS has not had any overdue disposals. In FY 2020, the IRS had 96,480 boxes 
eligible for disposal and all were identified and settled timely wi th the Federal Records Centers (FRCs) to ensure the Service remained at 0% on overdue 
disposals. 011 . IRS Records Management has a Standard Operating Procedure (SOP) to review the Records Management Program for compliance, 
including a review of BU master files plans and a review of each of the 26 IRS Business Units. Records Specialists work wi th each of the HQ BU IRCs to 
have each IRS BU complete Form 14377-A, Records and Information Management Program Review Checklist quarterly, which is reviewed by the 
Records Specialist Manager. The Records Specialist Manager documents in writing the findings of these quarterly reviews. Each Quarter, the Records 
Specialist Team meets with their manager and the IRS Records Officer to discuss the findings and areas for improvement for the BUs they oversee. This 
ensures IRS Records Management is efficient, effective, and compliant with all applicable records management laws and regulations. RIM regularly 
meets with IRS BUs and their employees through training and evaluations. RIM routinely recommends best practices to ensure records management 
compliance. RIM creates plans of corrective action that are monitored and followed-up to ensure timely implementation. This information is tracked and 
measured on SharePoint. 014. IRCs are required to take ITMS Course #15701, Records Management for IRCs. The Records Specialist Team also 
actively engages with IRS BUs and staff on electronic records management and digitization needs. The Specialists heavily promote ITMS Course 
#67699, Email Records Management User Training in Outlook 2016 for information regarding IRS Exchange 2016 Outlook email system updates. In 
addi tion, each month the Records Specialists communicate a specific records management life cycle topic to the IRCs and/or managers for all BUs 
throughout the agency. 015&16. All IRS employees (including Senior and appointed officials) and contractors are required to complete the ITMS 
Records Management Mandatory Briefing Course #62965, Records Management Awareness covering records in all formats, including electronic 
communications, digitization, and electronic recordkeeping systems. Managers must also complete a mandatory briefing every other year (ITMS course 
#28972, Manager's Role in Privacy, Information Protection, Disclosure, and UNAX) designed to specifically address managerial responsibilities regarding 
oversight of the same business objectives. Completion of Mandatory BriefingsfTraining is tracked within ITMS or on learningfteaching history Form 
12201 , and successful completion is monitored at the RIM headquarters level, and within each BU and Business Operating Division (BOD). 017. On­
boarding senior officials receive an automatic assignment from ITMS on records management curriculum that covers roles and responsibilities, 
disposition of records and use of personal and unofficial email accounts that is documented in ITMS and monitored at the RIM headquarters level; this 
includes annual reoccurring mandatory training for existing employees as well. All IRS officials/officers are prohibited from using personal email accounts 
for official business. The Human Capital Office (HCO) also provides an onboarding presentation to all new executives as part of the IRS senior officials 
Candidate Development Program (CDP). Q21 . The IRS Records Officer is responsible for conducting an exi t briefing with Senior Executive Team (SET) 
members and confirms personal papers and copies of requested records do not have any restrictions and/or do not have an independent historical 
preservation interest that must be considered prior to removal. The Office of General Counsel and the Office of Disclosure have also been consul ted on 
limited occasions. Additionally, this process helps ensure records needed for ongoing business needs are identified and moved (if necessary) to an 
accessible location . 

. Click Next to save your current answers and move to Section II: Policies. 

Section II: Policies 

A successful records management program has a governance framework, articulated policy, and clear 
standards. For electronic records management this is particularly important due to fragility, security 
vulnerabilities, and other unique characteristics of electronic records. This section covers records 
management directives and specific policies necessary for records management. 



· 023. Does your agency have a documented and approved records management directive(s)? (36 CFR 
1220.34(c» 

@ Yes 

o No, pending final approval 

o No, under development 

o No 

o Do not know 

· 024. When was your agency's directive(s) last reviewed and/or revised to ensure it includes all new records 
management policy issuances and guidance? 

@ FY 2020 - present 

o FY2018-2019 

o FY 2016 - 2017 

o FY 2015 or earlier 

o Do not know 

o Not applicable, agency does not have a records management directive 

· 025. Does your agency's records management program have documented and approved policies and 
procedures that instruct staff on how your agency's permanent records in all formats must be managed and 
stored? (36 CFR 1222.34(e» 

® Yes 

o No 

o No, pending final approval 

o No, under development 

o Do not know 

· 026. Does your agency have documented and approved policies against unauthorized use, alteration, 
alienation or deletion of all electronic records? 

® Yes 

o No 

o No, pending final approval 

o No, under development 

o Do not know 

· 027. Does your agency have documented and approved policies for cloud service use that includes 
record keeping requirements and handling of Federal records? 



® Yes 

o No 

o No, pending final approval 

o No, under development 

o Do not know 

. 028. Does your agency have documented and approved policies and procedures in place to manage 
email records that have a retention period longer than 180 days? (36 CFR 1236.22) 

® Yes 

o No, pending final approval 

o No, under development 

o No, please explain 

o Do not know 

. 029. Does your agency have documented and approved policies and procedures to implement the 
guidelines for the transfer of permanent email records to NARA described in NARA Bulletin 2014-04: Revised 
Format Guidance for the Transfer of Permanent Electronic Records - Appendix A: Tables of File Formats, 
Section 9 - Email? (36 CFR 1236.22(e)) 

® Yes 

o No 

o No, pending final approval 

o No, under development 

o Do not know 

Regardless of how many Federal email accounts individuals use to conduct official business, agencies must 
ensure that all accounts are managed, accessible and identifiable according to Federal recordkeeping 
requirements. (36 CFR 1236.22) 



030. Does your agency have documented and approved policies that address when employees have more 
than one agency-administered emai l account, whether or not allowed, that states that email records must 
be preserved in an appropriate agency record keeping system? (36 CFR 1236.22) 

*Examples of business needs may include but are not limited to: 
• Using separate accounts for public and internal correspondence 
• Creating accounts for a specific agency initiative which may have multiple users 
• Using separate accounts for classified information and unclassified information 

@ Yes 

o No 

o No, pending final approval 

o No, under development 

o Do not know 

· 031 . Does your agency have documented and approved policies that address the use of personal email 
accounts, whether or not allowed, that state that all emails created and received by such accounts must be 
preserved in an appropriate agency record keeping system and that a complete copy of all email records 
created and received by users of these accounts must be forwarded to an official electronic messaging 
account of the officer or employee no later than 20 days after the original creation or transmission of the 
record? (36 CFR 1236.22(b) and P.L. 113-187) 

@ Yes 

o No 

o No, pending final approval 

o No, under development 

o Do not know 

· 032. Does your agency evaluate, monitor, or audit staff compliance with the agency's email preservation 
policies? (36 CFR 1220.18) 

@ Yes 

o No 

o Do not know 

· 033. Please add any additional comments about your agency for Section II. (Optional) 



023. The records management function at IRS is authorized by the Policy Directives outlined in RIM Internal Revenue Manuals (IRMs) 1.15. The IRS 
Records Officer is also delegated authority by the Cornmissioner under IRS Delegation Order 1-37, to certify destruction of IRS records for court 
purposes; under IRS Delegation Order 1-50, to direct and conduct (Service-wide) IRS records management and disposal activities; and under IRS 
Delegation Order 11-2, to facili tate NARA records appraisal activities of IRS records protected under Internal Revenue Code Section 6103(1)(17). 
Addi tionally, under Service-wide Policy Statement P 1-125, RIM ensures that perrnanent records of significant changes to organizations, policies, or 
programs are created, preserved, and transferred to NARA. 025. RIM maintains master files plans for all 26 IRS BUs. This ensures that each BU's 
RCSs are current and up-to-date. This also ensures that all eligible, permanent agency records in all media are transferred to NARA according to 
approved disposition authorities, and IRS policies and procedures. Additionally, IRS uses NARA-generated Archives and Records Center Information 
Systern (ARC IS) reports to ensure that all eligible, perrnanent records are transferred to NARA in a timely manner in accordance with approved records 
schedules. These reports are generated and tracked by IRS HO Records Management staff, including the IRS Records Officer. All IRS records 
management functions and requirements, including permanent records responsibilities, are outlined in agency/RIM Policy Directives, IRMs 1.15. 026. 
IRS IRM 1.15.3, Disposing of Records and IRM 1.15.6, Managing Electronic Records include management of permanent electronic records in response 
to NARAlOMB directives. RIM regularly works with BUs to ensure files plans are current, and that all permanent electronic records are managed in 
accordance with NARA laws and regulations. 028. IRS has adopted the Capstone Approach to managing email (approved under NARA Job No. GRS 
6.1-0058-2017-0001). All retentions are set at the Enterprise level (permanent for Capstone accounts, and 20 years for all other accounts) and 
dispositions are configured to take place electronically (and automatically, though some manual intervention is still necessary). For Capstone officials, 
even if an email is deleted, it remains permanent (although no longer visible to the end user) until transfer to NARA. Electronic records management 
policies are found in IRS IRM 1.15.6, Managing Electronic Records and policy updates are part of an ongoing Service-wide education and awareness 
campaign to ensure all staff have a clear understanding of records management requirements in the email environment, and as part of daily electronic 
recordkeeping requirements (in general). The Records Office, IT and Communications partner in the publication of online articles and tutorials, Online 
Resource Center updates, and through demonstrations and briefings. RIM heavily promotes ITMS Course #15701 , Records Management for IRCs and 
ITM Course #67699, Email Records Management User Training in Outlook 2016. All IRS employees (including Senior and appointed officials) are 
required to complete an annual, records management briefing course. These training courses emphasize the requirement that Federal records are not to 
be destroyed before the end of their retention periods, whether in paper or electronic format. 029. RIM maintains master files plans for all 26 IRS BUs. 
This ensures that each BU's records control schedules are current and up-to-date. This also ensures that all eligible, permanent agency records in all 
media are transferred to NARA according to approved disposition authorities, and IRS policies and procedures. Additionally, IRS uses NARA's ARCIS 
reports to ensure that all eligible, permanent records are transferred to NARA in a timely manner in accordance with approved records schedules. These 
reports are generated and tracked by IRS HO Records Management staff, including the IRS Records Officer. In FY 2020, as part of annual, ongoing 
training, RIM completed training sessions with all HO BU IRCs to ensure that all permanent records are created/captured , classified , filed and managed 
according to NARA-approved records schedules using the completed master files plans for every IRS BU. This also ensured that each of the BU's 
records control schedules are up-ta-date and reflect current recordkeeping practices in compliance wi th M-19-21 requirements, including the 
management of electronic permanent records in an electronic format. 030.Most1RS staff have just one email account. Exceptions include pseudonym 
accounts assigned to agents for identity protection. Other agency-administered email accounts tied to individuals are those specific to program or project 
leads, or those that include agency-specific titles to provide direction for agency response and action, such as the Commissioner's Mailbox. These 
mailboxes are also subject to all email records management policies. 032. IRS Records Management has an SOP in place to review the Records 
Management Program for compliance, including a review of BU master files plans and a review of each of the 26 IRS BUs. The Records Specialists work 
with each of the HO BU IRCs quarterly to have each IRS BU complete Form 14377 -A, Records and Information Management Program Review Checklist, 
which is reviewed by the Records Specialist Manager. The Manager documents in writing the findings of these quarterly reviews. Each Quarter, the 
Records Specialist Team meets with their Manager and the IRS Records Officer to discuss the findings and areas for improvement for the BUs. This 
ensures IRS Records Management is efficient, effective, and compliant with all applicable records management laws and regulations. The Records 
Specialists also annually complete Form 14377, Records and Information Management Virtual Program Review Self-Assessment Checklist each 
September, which is reviewed by the Records Specialist Manager. The Manager documents in writing the findings of the annual review and shares with 
the Records Specialist Team and the IRS Records Officer as part of their quarterly discussions. RIM also regularly meets with IRS BUs and their 
employees through training and evaluations. RIM routinely recommends best practices to ensure records management compliance. RIM creates plans of 
corrective action that are monitored to ensure timely implementation. This information is tracked and measured on the RIM SharePoint site. Note: IRS is 
in the process of upgrading to Microsoft's Office 365 which includes Exchange online and we will continue to manage email record records in accordance 
with policies and requirements . 

. Click Next to save your current answers and move to Section III: Systems. 

Section III: Systems 

Electron ic information system means an information system that contains and provides access to 
computerized Federal records and other information. (36 CFR 1236.2) 

The following types of records management controls are needed to ensure that Federal records in electronic 
information systems can provide adequate and proper documentation of agency business for as long as the 
information is needed . Agencies must incorporate controls into the electronic information system or integrate 
them into a record keeping system that is external to the information system itself. (36 CFR 1236. 10) 

(a) Reliability: Controls to ensure a full and accurate representation of the transactions, activities or facts to 
which they attest and can be depended upon in the course of subsequent transactions or activities. 

(b) AuthentiCity: Controls to protect against unauthorized addition, deletion, alteration, use, and concealment. 

(c) Integrity: Controls, such as audit trails, to ensure records are complete and unaltered. 



(d) Usability: Mechanisms to ensure records can be located, retrieved , presented, and interpreted. 

(e) Content: Mechanisms to preserve the information contained within the record itself that was produced by 
the creator of the record. 

(f) Context: Mechanisms to implement cross-references to related records that show the organizational, 
functional , and operational circumstances about the record, which will vary depending upon the business, 
legal, and regulatory requirements of the business activity. 

(g) Structure: Controls to ensure the maintenance of the physical and logical format of the records and the 
relationships between the data elements . 

. 034. Has your agency incorporated and/or integrated internal controls to ensure the reliability, authenticity, 
integrity, and usability of agency electronic records maintained in electronic information systems? (36 CFR 
1236.10) 

® Yes 

o To some extent 

o No 

o Do not know 

o Not applicable, please explain 

. 035. Does your agency maintain an inventory of electronic information systems that indicates whether or 
not each system is covered by an approved NARA disposition authority? (36 CFR 1236.26(a)) 

® Yes 

o No, please explain 

o Do not know 



. 036. Does your agency have a digitization strategy to reformat permanent records created in hard copy or 
other analog formats (e.g. , microfiche, microfilm, analog video, and analog audio)? 

@ Yes 

o To some extent 

o No 

o Do not know 

. 037. Does your agency's email system(s) retain the intelligent full names on directories or distribution lists to 
ensure identification of the sender and addressee(s) for those email messages that are Federal records? (36 
CFR 1236.22(a)(3)) 

® Yes 

o No 

o Do not know 

. 038. What method(s) does your agency employ to capture and manage email records? (Choose all that 
apply) 

@ Captured and stored in an email archiving system 

@ Captured and stored in an electronic records management system 

o Captured and stored as personal storage table (.PST) files 

o Captured and stored using cloud services with records management included 

o Captured and stored using cloud services but records management IS NOT included 

(J Print and file 

[) Not captured and email is managed by the end-user in the native system 

[) Other, please be specific: 

039. What new method(s) to create and maintain data are being explored and/or employed by your agency 
that will impact records management? (Choose all that apply) 



(For more information on these topics see: https:llwww.archives.gov/files/records-mgmtlpolicy/nara-cognitive­
tech n a log ies-wh ite pa per. pdf. ) 

@ Smart devices 

a Sensors that collect and transmit data 

o Geographic Information Systems 

@ Robotic Process Automation 

@ Software Robot or Bot 

@ Supervised Machine Learning 

o Unsupervised Machine Learning 

@ Reinforced Machine Learning 

@ Standard Artificial Intelligence 

[) Open-source Artificial Intelligence 

[) Auto-classification 

[) Other, please be specific: 

[) My agency is not exploring and/or employing new methods 

. Q40. Please add any additional comments about your agency for Section III. (Optional) 

. Click Next to save your current answers and move to Section IV: Access. 

Section IV: Access 



Records support an agency's ability to carry out its business functions. Access to records means they remain 
usable, retrievable, and protected throughout their lifecycle. This section contains questions relating to the 
access and usability of records to conduct agency business in accordance with the appropriate transfer and 
disposition schedule and that ensures records are searchable, retrievable, and usable for as long as they are 
maintained in agency custody. 

The following series of questions relates to the impact of the COVID-19 pandemic on access to 
records . 

. Q41 . Has the COVID-19 pandemic disrupted your agency's ability to access records? 

® Yes 

o No 

o Do not know 

. 042. Please provide details on the impact of the COVID-19 pandemic and what your agency has done to 
mitigate the circumstances. 

Most FRCs have been temporarily closed since March 2020, and only servicing emergency records requests. The IRS Records Office has a plan to 
review all requests against NARA's emergency request criteria. If a request meets the criteria, the Records Office coordinates notice to the appropriate 
FRC. This process helps mitigate access issues, but IRS still has a sizeable backlog of Freedom of Information Act (FOIA) requests and records that 
need to be pulled because most IRS requests tor records do not constitute emergency requests. Furthermore, the increasing return of IRS employees to 
the office and the creation of more records that need to be retired, as well as the pending closure of the Fresno Campus, also contribute to internal space 
issues and concerns. The tew FRCs that are open under a Phase 1 approach are accepting IRS records that need to be retired (even it it is not the 
normal FRC). IRS greatly appreciates NARA's efforts to help meet agency dependencies by having the FRCs that are open make up for the other 
centers that cannot take records due to temporary closures. 

The following series of questions relates to Vital or Essential records. 

Vital records* (also known as Essential Records) are records needed to meet operational responsibilities 
under national security emergencies or other emergency conditions (emergency operating records) or to 
protect the legal and financial rights of the Government and those affected by Government activities (legal 
and financial rights records). (36 CFR 1223.2) 

*pending updates to regulations, the Records Management Self-Assessment still uses this terminology 

A program area is responsible for mission-related activities. An administrative area is responsible for activities 
not specific to the mission of the agency. (36 CFR 1220.34(d)) 

043. Has your agency identified the vital records of all its program and administrative areas? (36 CFR 
1223.16) 

*Components of departmental agencies may answer "Yes" if this is handled by the department. 



® Yes 

o No 

o Do not know 

· Q44. How often does your agency review and update its vital records inventory? (36 CFR 1223.1 4) 

® Annually 

o Biennially 

o Once every 3 years 

o Ad hoc 

o Never 

o Do not know 

· 045. Is your vital records plan part of the Continuity of Operations (COOP) plan? 

® Yes 

o No 

o Do not know 

The following questions relate to retrieval and access. 

· 046. Are records and information in your agency easily retrievable and accessible when needed for agency 
business? (36 CFR 1220.32(c)) 

o All records are easily retrieved and accessed when needed 

® Most records can be retrieved and accessed in a timely manner 

o Some records can be retrieved and accessed in a timely manner 

o No 

o Do not know 

Q47. Does your agency ensure that records management functionality, including the capture, retrieval , and 
retention of records according to agency business needs and NARA-approved records schedules, is 
incorporated into the design, development, and implementation of its electronic information systems? (36 
CFR 1236.12) 

*Components of departmental agencies may answer "Yes" if this is handled by the department. 

® Yes 

o 



No, please explain 

o Do not know 

o Not applicable, please explain 

The following question relates to migration. 

Migration is a set of organized tasks designed to achieve periodic transfer of digital materials from one 
hardware/software configuration to another, or from one generation of computer technology to a subsequent 
generation. 

Metadata consists of preserved contextual information describing the history, tracking, and/or management of 
an electronic document. (36 CFR 1236.2) 

. Q48. Does your agency have documented and approved procedures to enable the migration of records 
and associated metadata to new storage media or formats so that records are retrievable and usable as long 
as needed to conduct agency business and to meet NARA-approved dispositions? (36 CFR 1236.20(b)(6)) 

® Yes 

o No 

o No, pending final approval 

o No, under development 

o Do not know 

The following questions are related to access to records under the Freedom of Information Act. 



Agencies are required to have a Freedom of Information Act (FOIA) program (5 US.C. 552). 

The ability to find records is essential for a successful FOIA program. The following questions related to your 
agency's FOIA program may require consultation with your agency's FOIA Officer. 

· Q49. Does your agency use e-Discovery tools to search for records when responding to FOIA and/or Legal 
Discovery? 

@ Yes 

o No, please explain 

o Do not know 

· 050. For what purposes are e-Discovery tools used? (Choose all that apply) 

o Managing legal holds 

o Lawsuit-related requests 

o FOIA responses involving requests for email records 

o FOIA responses NOT involving requests for email records 

o Legal discovery or third-party subpoena requests 

o De-duplication of records in responding to requests 

o Congressional requests 

o Internal research for or by staff 

o Knowledge management 

· 051. Please explain why e-Discovery tools are not used to search for records. (Choose all that apply) 

This question was not displayed to the respondent. 

. 052. Has the COVID-19 pandemic disrupted your agency's ability to respond to FOIA requests? 

@ Yes 

o No 

o Do not know 



. 053. Which of the following explains why FOIA has been impacted? (Choose all that apply) 

@ Paper records are inaccessible due to office closure 

o FOIA case processing system is not available by remote access 

(J Electronic records are not accessible remotely 

o Agency staff are not available to conduct searches 

[) Other, please be specific: 

. 054. Which of the following actions did your agency's FOIA program take in response to the COVID-19 
pandemic? (Choose all that apply) (DOJ, "Guidance for Agency FOIA Administration in Light of COVID-19 
Impacts," https:llwww.justice.gov/oip/guidance-agency-foia-adm inis tration -I ig ht -covid-19-i m pacts, u pd ated 
May 28, 2020.) 

o Worked directly with requesters to tailor their requests for most efficient processing 

o Posted a notice on the FOIA website informing requesters of most efficient way to 
make a request 

o Posted a notice on the FOIA website informing requesters of any anticipated delays 

o Included information about any anticipated delays in requester communication, 
including acknowledgment letters 

o Used multitrack processing to further triage requests that could be processed more 
efficiently remotely 

a Posted additional proactive disclosures for high public interest topics related to the 
COVID-19 pandemic 

o Assessed technology to ensure most efficient administration of FOIA 

a Other, please explain 



· 055. Which of the following describes the working relationship between the Agency Records Officer and the 
Chief FOIA Officer? (Choose all that apply) 

o Work together on Information Technology (IT) requirements that benefit both programs 

o Coordinate search terms to identify responsive records 

o Identify programs or offices most likely to have responsive records 

o Work together on high-profile or complex FOIA requests 

o Provide training on records management and FOIA to each other's staff 

o Training programs include the importance and relationship between FOIA and records 
management 

o Other, please explain 

The IRS Records and FOIA Of f ices are bo t h part of t he IRS Privacy , 
Governmental Liaison and Disclosure organization . This response is specific 
to t he working relationship between t hese two I RS off ices and not wi t h t he 
Chief FO IA Officer which fo r Treasury is a posi t i on at the Depart ment level 
(and not one t hat regularly interacts with the IRS Records Office or IRS 
Records Officer) . 

The I RS Records and FOIA offices support each o t her in areas of mutual 
business concerns, such as ensuring new systems and electronic records 
initia t ives i ncorpora t e f unct ionali ty needed for record keeping compliance , 
and safeguarding records of separating employees f or future access (as 
required) . The Records office facilitates the retrieval of administrative 
records needed for FOIA from t he FRCs . Records Specialists p rocess reques ts 
submi t ted by IRS business u n i t s and ensure they are req ues t ed t imely and 
received from the FRCs to meet the FOIA timeline guidelines . The two offices 
also conduct cross - office tra ining and deliver presentations and briefings 
t o each other ' s staff as part of routine , informal organization stakeholder 
meetings and touchpoints which include t he importance and re lat ions h ip 
between FOIA and reco rds managemen t. 

o None of the above 

· 056. Please add any additional comments about your agency for Section IV. (Optional) 

043. Master files plans completed for all IRS BUs identify all records and retentions. including vital records identification. 044. The IRS master files plans 
are annually updated. including the vital records identified on them. 046. IRS implementation of Capstone approach to email management significantly 
improved the agency's ability to retrieve and access agency records and information. Policy and procedure updates to modernize/automate business 
processes and more readily provide network-backed records storage environments (with automated records management tools/functionality) represent 
ongoing operational and organizational priorities. RIM's annual master files plans review for every IRS BU ensures identification of current recordkeeping 
practices across the agency, as well as records locations for ease of retrieval. 

· Click Next to save your current answers and move to Section V: Disposition. 



Section V: Disposition 

This area is critical for successfully managing records. Agencies must follow the mandatory instructions 
contained in either agency-specific records schedules or the appropri ate General Records Schedule to 
transfer permanent electronic records to NARA's legal custody. This section covers both creation and 
implementation of records schedules. 

Records disposition refers to actions taken with regard to Federal records that are no longer needed for 
current government business as determined by their appraisal pursuant to legislation, regulation, or 
administrative procedure. Disposition is a comprehensive term that includes both destruction and transfer of 
Federal records to the National Archives of the United States. (36 CFR Parts 1222, 1224, 1225 and 1226) 

The next series of questions relates to your agency's efforts to schedule its records. 

· 057. When was the last time your agency submitted a records schedule to NARA for approval? (36 CFR 
1225.10) 

® FY 2019 - 2020 

o FY 2017 - 2018 

o FY2015-2016 

o FY201 3-2014 

o FY 2012 or earlier 

o Do not know 

058. Does your agency periodically review agency-specific records schedules to ensure they sti ll meet 
business needs, to identify gaps that may indicate unscheduled records, or to make needed revisions? 

Note: An agency-specific records schedule means it covers items that are not covered by the General 
Records Schedules (GRS). 

@ Yes 

o No 

o Do not know 

· 059. Does your agency have agency-specific records schedules currently in use that include items 
approved before January 1, 1990? 

@ Yes 

o No 

o Do not know 

· 060. Are you currently reviewing agency-specific records schedules with items approved before January 1, 
1990, for updating andlor rescheduling? (36 CFR 1225.22) 

@ Yes, this is in progress 



o Yes, this has been completed 

o No, but are planning to do so 

o No, and have no plans to do so 

o Do not know 

· 061 . Are records and information in your agency managed throughout the lifecycle [creation/capture, 
classification, maintenance, retention, and disposition] by being properly identified, classified using a 
taxonomy, inventoried , and scheduled? (36 CFR 1222.34, 36 CFR 1224.10, and 36 CFR 1225.12) 

® Yes 

o To some extent 

o No 

o Do not know 

· 062. Does your agency disseminate every approved disposition authority (including newly approved records 
schedules and General Records Schedule items) to agency staff within six months of approval? (36 CFR 
1226.12(a» 

® Yes 

o No 

o Do not know 

· 063. Which of the following describes the disposition authority for email records being used by your 
agency? (Choose all that apply) 

o GRS 6.1: Email Managed under a Capstone Approach; agency has an approved form 
NA-1005 

o GRS 6.1: Email Managed under a Capstone Approach; agency does not have an 
approved form NA-1005 

o Agency-specific email schedule 

o Traditional records management (i.e. , retention based on content, usually applied on an 
email-by-email basis, utilizing multiple NARA-approved disposition authorities) 

o Email retention method has not been decided/scheduled by agency 

o Do not know 

o 



Other, please explain 

· 064. Does the current NARA-approved form NA-1 005 or agency-specific email schedule adequately reflect 
your existing organizational structure? 

@ Yes 

o To some extent 

o No 

o Do not know 

· 065. Why does the email schedule not adequately reflect, or only to some extent reflect, your existing 
organizational structure? (Choose all that apply) 

This question was not displayed to the respondent. 

· 066. Does your agency track changes in Capstone accounts to ensure they are accurate and complete? 

@ Yes 

o To some extent 

o No 

o Do not know 

· 067. Please explain how your agency tracks changes to Capstone accounts. (Be specific) 

IRS regularly monitors and updates staff email account configurations to comply with its Capstone approach to email management. HCO and IT work 
together to identify and capture Senior Official and executive email accounts as these roles are newly filled. RIM receives reports from IRS Executive 
Services at least monthly and tracks the opening/closing of email archiving tickets processed by IT. 



The next series of questions relates to transferring permanent records . 

. 068. Did your agency transfer permanent non-electronic records to NARA during FY 2020? (36 CFR 
1235.12) 

o Yes 

o No 

® No - Transfers were impacted by the COVID-19 pandemic 

o No - No records were eligible for transfer during FY 2020 

o No - New agency, records are not yet old enough to transfer 

o No - My agency does not have any permanent non-electronic records 

o Do not know 

o Other, please explain 

. 069. Did your agency transfer permanent electronic records to NARA during FY 2020? (36 CFR 1235.12) 

o Yes 

® No 

o No - Transfers were impacted by the COVID-19 pandemic 

o No - No electronic records/systems were eligible for transfer during FY 2020 

o No - New agency, electronic records/systems are not old enough to transfer 

o No - My agency does not have any permanent electronic records 

o Do not know 

o 



Other, please explain 

· 0 70. Does your agency track when permanent records are eligible for transfer to NARA? 

® Yes 

o No 

o No - My agency does not have any permanent records 

o Do not know 

· 071. Please explain your response to the previous question. (If you answered "Yes," please be specific on 
methods used. If you answered "No, " please explain why not.) 

IRS recently deployed records management applications to electronically manage (in-house) permanent electronic records and can now track electronic 
records eligible for transfer to NARA using automated features. IRS can report on any permanent records under control. including when eRecords will 
become eligible for transfer to NARA. Additionally. prior to disposition, records management assistants (RMAs) are poised to notify records managers 
that records are ready for export and transfer to NARA. Finally, RIM has developed training on managing permanent eRecords to help agency staff 
understand how to identify permanent eRecords and how to tell when records will be/are eligible for transfer. IRS timely transfers permanent records to 
NARA identified in ARCIS as part of the Annual Move (of permanent records stored at the FRCs) and is committed to improving permanent records 
identification and tracking as part of M-19-21. 

The next series of questions relates to the management of web sites and related records. 

· Q72. Does your agency ensure that all records on agency web sites are properly managed? 

® Yes 

o No 

o Do not know 



· 073. Did your agency take steps to capture and disposition web records in preparation for an administration 
change? 

@ Yes 

o No 

o Do not know 

· 074. Please explain your response to the previous question. (If you answered "Yes," please be specific on 
steps taken to capture, preserve, and prepare web records in preparation for an administration change. If you 
answered "No," please explain why not, including any challenges.) 

In accordance with NARA guidance, IRS manages its web sites as records. Web content records and records that can be used as evidence of content 
on IRS.gov (public) website are maintained for 20 years in accordance with Job No. N1-058-06-1. IRS did not make any significant web content changes 
or redesign in preparation for the administration change. 

The next series of questions relates to where your agency stores its inactive temporary and/or 
permanent records, regardless of format. 

Commercial records storage facilities are private sector commercial facilities that offer records storage, 
retrieval, and disposition services. 

An agency-operated records center is a records storage facility, operated by a Federal agency and capable of 
sloring more Ihan 25,000 cubic feel of records. (36 CFR 1234) 

· 075. Does your agency store inactive temporary and/or permanent records in a commercial records storage 
facility? 

o Yes 

@ No 

o Do not know 

· Q76. Has the facility been approved by NARA? (36 CFR 1234.30(a)(2)&(e)) 

This question was not displayed to the respondent. 

· 077. Does your agency store inactive temporary andfor permanent records in an agency-operated records 
center? (Note: This does NOT include agency staging areas and temporary holding areas.) 



o Yes 

@ No 

o Do not know 

· Q78. Has the facility been approved by NARA? (36 CFR 1234.30(a)(1)) 

This question was not displayed to the respondent. 

· Q79. Is your agency making plans to move records from an agency-operated records center to a 
commercial records storage facility? 

This question was not displayed to the respondent. 

· Q80. Is your agency making plans to move records from an agency-operated records center to a Federal 
Records Center before December 31, 2022? 

This question was not displayed to the respondent. 

· 081 . Please add any additional comments about your agency for Section V. (Optional) 

061. RIM maintains an inventory of electronic information systems thai indicates whether each system is covered by a NARA-approved disposition 
authority. RIM maintains master files plans for every IRS BU and annually reviews them for accuracy, including updated RCS information for electronic 
systems that support business processes. IRS has created a taxonomy, categorized permanent records against that taxonomy, and associated 
permanent records schedules to taxonomy terms. IRS had been waiting on agency funding to deploy the taxonomy tools, and those funds were awarded 
in FY 2020. Q7S. All IRS Records are stored internally and transferred to NARAI FRCs when eligible. 

· Click Next to save your current answers and move to Section VI: Agency Demographics. 

Section VI: Agency Demographics 

This section covers some basic demographic-type information needed for analysis of the data 
gathered by the Records Management Self-Assessment. 

082. How many full-time equivalents (FTE) are in your agency/organization? 

o 500,000 or more FTEs 

o 100,000 - 499,999 FTEs 

® 10,000 - 99,999 FTEs 



o 1,000 - 9,999 FTEs 

o 100 - 999 FTEs 

o 1 - 99 FTEs 

o Not Available 

083. Which of the following stakeholders significantly impact and/or support your RM program? (Choose all 
that apply) 

@ Chief Information Officer 

a Chief Financial Officer 

o Chief Management Officer 

o Chief Data Officer 

o Office of the General Counsel 

o FOIA Officer 

o Records Managers and/or Records Liaison Officers (or equivalent) 

o Program Managers and/or Supervisors 

o Other, please explain 
IRS Of f ice of Chief Counse l , IRS Disc l osure Po l icy Office and IRS Of f ice of 
Privacy and Compl iance 

084. What other staff, offices, or program areas did you consult when you completed this self-assessment? 
(Choose all that apply) 

o Senior Agency Official 

a Office of the General Counsel 

o Program Managers 

o FOIA Officer 

o Information Technology staff 

o Records Liaison Officers or similar 

o Administrative staff 

@ 



Other, please be specific: 

IRS Chief Privacy Officer and I RS SAORM , I RS Disclosure Pol i cy Office , and 
IRS Office of Chief Counsel Senior Counsel 

o None 

085. How much time did it take you to gather the information to complete this self-assessment? 

o Under 3 hours 

® More than 3 hours but less than 6 hours 

o More than 6 hours but less than 10 hours 

o Over 10 hours 

086. Did your agency's senior management review and concur with your responses to the 2020 Records 
Management Self-Assessment? 

® Yes 

o No 

o Do not know 

087. Are you the Agency Records Officer? 

® Yes 

o No 

088. Please provide the Agency Records Officer's contact information. 

This question was not displayed to the respondent. 

089. Does your agency use your Records Management Self-Assessment scores to measure the 
effectiveness of the records management program? 



o Yes 

o No 

o Do not know 

o Comments (Optional): (Please include in your comments how you use the Records 
Management Self-Assessment.) 

0 90. Do you have any suggestions for improving the Records Management Self-Assessment next year? 

NARA should distribute this assessment via an electronic paning system w/drop down options as we!! as the option to wri te comments. 

Embedded Data 

Q_ U RL: https://archives.qualtrics.com/jfe/formISV _ OoiEfUGgJwAOf3f? 
Q _ DL =Fdp4GfXOTOsNce8 _ OoiEfUGgJwAOf3C MLRP _ 5zn9Ei6vr A2G 7SR&Q _ CH L =email 

Scoring Results 

Score 

Mean Score: 96.00 

Weighted Mean of Items: 1.01 

Weighted Standard Deviation of Items: 1.40 

Items: 95.00 





NATIONAL ARCHIVES AND RECORDS ADMINISTRATION (NARA) 
2019 RECORDS MANAGEMENT SELF-ASSESSMENT 

Welcome to the 2019 Records Management Self-Assessment! 

Before you begin, please note the following information. 

Except where indicated , the questions in this survey are intended to cover all records regardless of format, as 
defined in 44 U.S.C. 3301 . 

The questions apply regardless of whether your agency's work processes are conducted manually or 
electronically. 

Your answers to the self-assessment questions must be specific to records management activities in your 
agency. We have added a "not applicable" answer option to some questions. In general, use this option only if 
a question references an activity or action that is not conducted in your agency because of its size or if you 
are a Departmental Records Officer and are not responsible for the activity or action. In some cases, if the 
activity is being done by a departmental records management program, component agencies of that 
department may answer "Yes." 

NOTE: Please note that your responses to questions in this assessment may be subject to public release 
pursuant to the Freedom of Information Act (FOIA). However, we will not release responses to questions that 
contain detailed descriptions of agency activities. 

NARA reserves the right to follow up with agencies to obtain additional information and/or documentation that 
supports their answers to the questions in this self-assessment. 

As in previous years we will be conducting a validation process. Your agency may be selected at random to 
provide additional documentation and/or take part in interviews to discuss your records management program 
activities. 

If you have any questions about this self-assessment or need additional information to answer a question(s), 
please send an email message to rmselfassessment@nara.gov. 

Section I: Records Management Program - Activities 

The following series of questions relates to administration of the records management program . 

. Q1. Is there a person in your agency who is responsible for coordinating and overseeing the implementation 
of the records management program? (36 CFR 1220.34(a)) 

® Yes 

o No 

o Do not know 



· 02. Please provide the person's name, position title, and office. 

Tracee Taylor, IRS Records Officer [Privacy, Governmental Liaison and Disclosure (PGLD)/ldentity and Records 
Protection (IRP)/Records and Information Management (RIM)] 

· 03. Does your agency have a Senior Agency Official for Records Management (SAORM)? (For components 
of a department this is most likely at the department level, and you may answer "Yes, " even if this is not being 
done at the component level.) 

@ Yes 

o No 

o Do not know 

· Q4. Does your Agency Records Officer meet regularly (four or more times a year) with the SAORM to 
discuss the agency records management program's goals? (For components of a department, this is most 
likely at the department leveL) 

@ Yes 

o No 

o Do not know 

· 05. Does your agency have a network of designated employees within each program and administrative 
area who are as..s.igo.e.d. records management responsibilities? These individuals are often ca lled Records 
Liaison Officers (RLOs), though their titles may vary. (36 CFR 1220.34(d)) 

@ Yes 

o No 

o Do not know 

o Not applicable, agency has less than 100 employees 

o Not applicable, Departmental Records Officer - this is done at the component level 

The next series of questions relates to records management directives. 

· 06. Does your agency have a documented and approved records management directive(s)? (36 CFR 
1220.34(c)) 



@ Yes 

o No, pending final approval 

o No, under development 

o No 

o Do not know 

· Q7. When was your agency's directive(s) last reviewed and/or revised to ensure it includes all new records 
management policy issuances and guidance? 

® FY201 9-present 

o FY 2017 - 2018 

o FY2015-2016 

o FY 2014 or earli er 

o Do not know 

o Not applicable, agency does not have a records management directive 

The following series of questions relates to records management training. 

Formal records management training is the communication of standardized information that improves the 
records management knowledge, skills, and/or awareness of agency employees. Training can be either in a 
classroom setting or distance-based (e.g. , web-based training) , but it!11J,!& 

• be regular (occurring more than just once); 
• be repeatable and formal (all instructors must provide the same message, not in an ad hoc 
way); and 
• communicate the agency's vision of records management. 

08. Does your agency have internal records management training*, based on age.ru;y_pol icies and directives, 
for employees assigned records management responsibilities? (36 CFR 1220.34(f)) 

*Includes NARA's records management training workshops that were customized specifica lly for your 
agency or use of an ggency--custom;zed version of the Federal Records Officer Network (FRON) RM 101 
course. 

@ Yes 

o No 

o No, pending final approval 

o No, under development 

o Do not know 

o Not appl icable, please explain 



09. Has your agency developed mandatory internal, staff-wide, formal training*, based on age.ru;y_~y.....and 
directives, covering records in all formats , including electronic communications such as email, text messages, 
chat, or other messaging platforms or apps, such as social media or mobile device applications, which helps 
agency employees and contractors fulfill their recordkeeping responsibilities?** (36 CFR 1220.34(f» 

*Includes NARA's records management training workshops that were customized specifically for your 
agency or use of an agency.·customized version of the Federal Records Officer Network (FRON) RM 101 
course. 

**Components of departmental agencies may answer "Yes" if this is handled by the department. Department 
Records Officers may answer "Yes" if this is handled at the component level. 

® Yes 

o No 

o No, pending final approval 

o No, under development 

o Do not know 

Senior officials are the heads of departments and independent agencies; their deputies and assistants; the 
heads of program offices and staff offices including assistant secretaries, administrators, and commissioners; 
directors of offices, bureaus, or equivalent; principal regional officials; staff assistants to those 
aforementioned officials, such as special assistants, confidential assistants, and administrative assistants; 
and career Federal employees, political appointees, and officers of the Armed Forces serving in equivalent or 
comparable positions. (General Records Schedule (GRS) 6.1, item 010) 

. 010. Does your agency reg\.l.ire. that all senior and appointed officials, including those incoming and newly 
promoted, receive training on the importance of appropriately managing records under their immediate 
control? (36 CFR 1220.34(1)) 

® Yes 

o No 

o Do not know 

. 011. Please add any additional comments about your agency for Section I: Activities. (Optional) 



06. The records management function at IRS is authorized by the Policy Directives outlined in Internal Revenue 
Manuals (IRMs) 1.15. Additionally, the IRS Records Officer is delegated authority by the Commissioner under IRS 
Delegation Order 1-50, Service-wide Records Management (formerly Delegation Order 46) - to direct and conduct 
IRS records management and disposal activities , and IRS Delegation Order 11-2, Authority to Permit Disclosure of 
Tax Information and to Permit Testimony or the Production of Documents (formerly Delegation Order 156) - to act 
as the sole authority to facilitate National Archives and Records Administration (NARA) appraisal activities of IRS 
records under Internal Revenue Code Section 6103(1)(17). 08. Information Resource Coordinators (IRC) are 
required to take Integrated Talent Management (ITM) system Course #15701 , Records Management for IRCs. The 
Records Specialist Team also actively engages with IRS Business Units (BUs) and staff on electronic records 
management needs. The Specialists heavily promote ITM Course #67699, Email Records Management User 
Training in Outlook 2016 for information regarding IRS Exchange 2016 Outlook email system updates. In addition, 
each month the Records Specialists communicate a specific records management life cycle topic to the IRCs 
and/or managers for all BUs throughout the agency. 09-10. All IRS employees (including Senior and appointed 
officials) and contractors are required to complete the ITM Records Management Mandatory Briefing Course 
#62965, Records Management Awareness covering records in all formats, including electronic communications. 
Managers must also complete a mandatory briefing every other year (ITM course #28972, Manager's Role in 
Privacy, Information Protection, Disclosure, and UNAX) designed to specifically address managerial 
responsibilities regarding oversight of the same business objectives. Completion of Mandatory BriefingslTraining is 
tracked within ITM and successful completion is monitored at the RIM headquarters level, and within each BU and 
Business Operating Division (BOD). 

Section II: Records Management Program - Oversight and Compliance 

Agency records management programs must provide for effective controls over the creation, maintenance, 
and use of records in the conduct of current business. (36 CFR 1220.30(c)(I)) 

Internal controls are integral components of an organization 'S management that provides reasonable 
assurance of the effectiveness and efficiency of operations; reliability of financial reporting; and compliance 
with applicable laws and regulations. ("Standards for Internal Control in the Federal Government" (GAO-14-
704G), U.S. Government Accountability Office, September 2014.) 

Internal controls are: 

• Geared to the achievement of objectives in one or more categories-operations, reporting, 
and compliance; 
• Processes consisting of ongoing tasks and activities- a means to an end, not an end in itself,' 
• Carried out by people-not merely about policy and procedure manuals, systems, and forms, 
but about people and the actions they take at every level of an organization to effect internal 
control; 
• Able to provide reasonable assurance, but not absolute assurance, to an entity's senior 
management; 
• Adaptable to the organization 's entire structure-flexible in application for the entire entity or 
for a particular regional office, division, operating unit, or business process. 

Control activities occur throughout the organization, at all levels and in all functions. They include a range of 
activities as diverse as approvals, authorizations, verifications, reconciliations, reviews/audits of operating 
performance, security of assets (limited access to inventories or equipment), and segregation of duties 
(separate personnel with authority to authorize a transaction, process the transaction, and review the 
transaction). Monitoring the effectiveness of internal controls should occur in the normal course of business. 
Periodic assessments should be integrated as part of management's continuous monitoring of internal 
control, which should be ingrained in the agency's operations. (,,2013 Internal Control- Integrated 
Framework," Committee of Sponsoring Organizations (COSO) Executive Summary, May 14, 2013; and OMB 
Circular A-123, "Management's Responsibility for Enterprise Risk Management and Internal Control, " July 15, 
2016.) 



Q12. In addition to your agency's established records management policies and records schedules, has your 
agency's records management program developed and implemented internal controls to ensure that all 
eligible, permanent agency records in all media are transferred to NARA according to approved records 
schedules? (36 CFR 1222.26(e)) 

"""'These controls must be internal to your agency. Reliance on information from external agencies (e.g., 
NARA's Federal Records Centers) or other organizations should not be considered when responding to this 
question . 

*Examples of records management internal controls include but are not limited to: 

• Regular briefings and other meetings with records creators 
• Monitoring and testing of file plans 
• Regular review of records inventories 
• Internal tracking database of permanent record authorities and dates 

@ Yes 

o No 

o No, pending final approval 

o No, under development 

o Do not know 

Q13. In addition to your agency's established policies and records schedules, has your agency developed 
and implemented internal controls to ensure that Federal records are not destroyed before the end of their 
retention period? (36 CFR 1222.26(e)) 

**These controls must be internal to your agency. Reliance on information from external agencies (e.g. , 
NARA's Federal Records Centers) or other organizations should not be considered when responding to this 
question. 

*Examples of records management internal controls include but are not limited to: 

• Regular review of records inventories 
• Approval process for disposal notices from off-site storage 
• Require certificates of destruction 
• Monitoring shredding services 
• Performance testing for email 
• Monitoring and testing of file plans 
• Pre-authorization from records management program before records are destroyed 
• Ad hoc monitoring of trash and recycle bins 
• Notification from facilities staff when large trash bins or removal of boxes are requested 
• Annual records clean-out activities sponsored and monitored by records management staff 

@ Yes 

o No 

o No, pending final approval 

o No, under development 

o Do not know 



· Q14. In addition to your agency's records management policies and records schedules, has your agency 
developed and implemented internal controls to ensure that all permanent records are created/captured, 
classified, filed and managed according 10 their NARA-approved records schedules? (36 CFR 1220.34(i )) 

® Yes 

o No 

o Do not know 

An evaluation is an inspection, audit, or review of one or more records management programs for 
effectiveness and for compliance with applicable laws and regulations. An evaluation contains 
recommendations for correcting or improving records management practices, policies, and procedures as 
well as follow-up activities, including reporting on and implementing recommendations. Evaluations may be 
comprehensive (agency-wide) or specific to a program area or organizational unit. (36 CFR 1220.18) 

Q15. Does your agency evaluate, by conducting inspections/audits/reviews, its records management program 
to ensure that it is efficient, effective, and compliant with all applicable records management laws and 
regulalions? (36 CFR 1220.340)) 

**For this question, your agency's records management program, or a major component of the program (e.g., 
vital records identification and management, the records disposition process, records management training, 
or the management of your agency's electronic records) must be the primary focus of the 
inspection/audiVreview. 

o Yes, evaluations are conducted by the Records Management Program 

o Yes, evaluations are conducted by the Office of Inspector General 

® Yes, evaluations are conducted by the Records Management Program AND the Office 

of Inspector General 

o Yes, evaluations are conducted by: (fill in the blank) 

o No, please explain 

o Do not know 



· Q16. How often does your agency conduct formal evaluations of a major component of your agency (i.e. , 
programs or offices)? 

@ Annually 

o Biennially 

o Once every 3 years 

o Ad hoc 

o Do not know 

o Not applicable, agency does not evaluate its records management program 

017. Was a formal report written and subsequent plans of corrective action created and monitored for 
implementation as part of the most recent inspection/audit/review? (Choose all that apply) 

~ Yes, formal report was written 

o Yes, plans of corrective action were created 

o Yes, plans of corrective action were monitored for implementation 

o No 

o Do not know 

o Not applicable, agency does not evaluate its records management program 

An essential control for any records management program is the establishment of performance goals and 
associated performance targets and performance measures. 

Performance goals are the target levels of performance. Performance goals should be specific, measurable, 
attainable, results-oriented, and time-bound. 

018. Has your agency established performance goals for its records management program? 

*Examples of performance goals include but are not limited to: 

• Identifying and scheduling all paper and non-electronic records by the end of DATE 
• Developing computer-based records management training modules by the end of DATE 
• Planning and piloting an electronic records management solution for email by the end of 

DATE 
• Updating records management policies by the end of the year 
• Conducting records management evaluations of at least one program area each quarter 

@ Yes 

o No 

o 



Pending final approval 

o Currently under development 

o Do not know 

Performance measures are the indicators or metrics against which a program's performance can be gauged. 
Performance measures should provide a basis for comparing actual results with established performance 
goals. ("Performance Measurement Challenges and Strategies, " June 18, 2003, white paper associated with 
the Office of Management and Budget's Program Assessment Rating Tool (PART); and "Government 
Performance and Results Modernization Act of 2010," Section 4, Performance Reporting Amendments. See 
also https://www.performance.govl.) 

019. Has your agency's records management program identified performance measures for records 
management activities such as training, records scheduling , permanent records transfers, etc.? 

*Examples of performance measures include but are not limited to: 

• Percentage of agency employees that receive records management training in a year 
• A reduction in the volume of inactive records stored in office space 
• Percentage of eligible permanent records transferred to NARA in a year 
• Percentage of records scheduled 
• Percentage of offices evaluated/inspected for records management compliance 
• Percentage of email management auto-classification rates 
• Development of new records management training modules 
• Audits of internal systems 
• Annual updates of file plans 
• Performance testing for email applications to ensure records are captured 
• Percentage of records successfully retrieved by Agency FOIA Officer in response to FOIA 
requests 

@ Yes 

o No 

o Pending final approval 

o Currently under development 

o Do not know 

020. Does your agency's records management program have documented and approved policies and 
procedures that instruct staff on how your agency's permanent records in all formats must be managed and 
stored? (36 CFR 1222 .34(e)) 

@ Yes 

o No 

o No, pending final approval 

o No, under development 



o Do not know 

Vital records" (also known as Essential Records) are records needed to meet operational responsibilities 
under national security emergencies or other emergency conditions (emergency operating records) or to 
protect the legal and financial rights of the Government and those affected by Government activities (legal 
and financial rights records). (36 CFR 1223.2) 

"pending updates to regulations, the Records Management Self-Assessment still uses this terminology 

A program area is responsible for mission-related activities. An administrative area is responsible for activities 
not specific to the mission of the agency. (36 CFR 1220.34(d)) 

Q21. Has your agency identified the vital records of all its program and administrative areas? (36 CFR 
1223.16) 

"Components of departmental agencies may answer "Yes" if this is handled by the department. 

® Yes 

o No 

o Do not know 

. 022. How often does your agency review and update its vital records inventory? (36 CFR 1223.14) 

® Annually 

o Biennially 

o Once every 3 years 

o Ad hoc 

o Never 

o Do not know 

. 023. Is your vital records plan part of the Continuity of Operations (COOP) plan? 

® Yes 

o No 

o Do not know 

Agencies are required to have a Freedom of Information Act (FOIA) program (5 U.S.C. 552). 



The ability to find records is essential for a successful FOIA program. The following questions related to your 
agency's FOIA program may require consultation with your agency's FOIA Officer. 

· 024. As the Agency Records Officer (or records management staff) , have you received FOIA training? 

@ Yes, I have received informal FOIA training (briefing by a colleague or as part of agency 

employee orientation) 

o Yes, I have received formal FOIA training (online or in-person instructor-led session) 

o No 

o Do not know 

· 025. Who reviews responses to FOIA requests? (Choose all that apply) 

o Supervisory Government Information SpecialistfTeam Lead 

o FOIA Officer 

o Office of General Counsel 

[) Office of Public Affairs 

a Program office where the records originated 

o Office of the Secretary/Head of Agency 

o Chief FOIA and/or Privacy Officer 

o Other, please be specific: 

The Of f i ce of Chief Counsel and 
various Program Offices review 
responses as needed/upo n reques t from 
t he IRS Disclosure Office . 

· 026. How does your agency handle duplicate records when processing FOIA requests? 

o Agency has software that de-duplicates 

@ Agency manually de-duplicates search results 

o Agency does not separate duplicate records 

o Do not know 



FOIA requires each agency to post on its website "reference material or a guide for requesting records or 
information from the agency" including an index of all major information systems of the agency, a description 
of major information and record locator systems maintained by the agency, and a handbook for obtaining 
various types and categories of public information from the agency. (5 U.S. C. 552(g)) 

. 027. Which of the following does your agency/component have available on its FOIAwebsite for requesting 
records? (Choose all that apply) 

@ Guide to accessing agency information 

~ An index of all major agency information systems 

@ Description of major information 

@ Record locator information 

D None of the above 

D Do not know 

02B. At your agency/component, who ensures that records posted to the FOIA Reading Room are accessible 
to people with disabilities (per 508 compliance)? (Choose all that apply) 

Note: Section 508 of the Rehabilitation Act of 1973 requires all Federal departments and agencies to ensure 
that their electronic information and technology are accessible to people with disabilities. (29 U.S. C. 794d(a) 
(1 )(A)) 

~ FOIA Office 

D Public Information Office 

o General Counsel 

@ IT Office/Web manager 

D Agency does not ensure SOB compliance unless requested 

D Do not know 

@ Other, please be specific: 

I RS Business Units 

. 029. Please add any additional comments about your agency for Section II : Oversight and Compliance. 
(Optional) 

012. In FY 2017, RIM started an initiative to create master files plans for every IRS business unit. This ensures 
that each of the BU's Records Control Schedules (RCS) are up-to-date and reflect current recordkeeping 
practices. This also ensures that all agency permanent records are identified and transferred to NARA according to 
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18/M-19-21 requirements, including the management of electronic permanent records in an electronic format. 
Completed master files plans are shared with every BU employee. The master files plans are reviewed annually 
with BU Headquarters (HQ) staff to ensure they remain current and accurate. Q13. In FY 2019 , IRS Records 
Management heavily promoted ITM Course #15701, Records Management for IRCs. More than 75% of the 
agency's 4,000 plus IRes completed the course, as did all RIM HQ staff (including the RIM Records Specialists). 
Every IRS employee takes a Record Management Mandatory Briefing each year. These two training courses 
emphasize the requirement that Federal records are not to be destroyed before the end of their retention periods, 
whether in paper or electronic format. This information is tracked and measured on the RIM SharePoint site. The 
Records Specialists Team sends out newsletters each month to every IRC, who then distribute them to all 
employees in their BUs. This effort helps ensure at least one records management communication to nearly every 
IRS employee each month and again goes over the importance of maintaining all Federal records for their 
approved retention periods. In keeping with the RIM Program's mission to efficiently and effectively manage all IRS 
records until final disposition, IRS has procedures to document and control all internal records disposals. Prior to 
any BU shredding a record, they must complete Form 11671 , Certificate of Records Disposal and submit to their 
10ca11RC. The IRC is required to forward the form to a Records Specialist for approval. Additionally, when 
requesting the use of special shred bins or burn boxes due to ramp-downs, reorganizations, and office closures a 
Form 11671 must be forwarded and reviewed by the IRC prior to the pickup/destruction of any records. The 
approved Form 11671 provides agency documentation of in-house records disposal in accordance with approved 
federal records management rules and regulations. The Records Specialist Team processes/approves 
approximately 1,500 Forms 11671 each fiscal year. Q14. ln FY 2019, RIM scheduled training sessions with all HQ 
BU IRCs to ensure that all permanent records are created/captured , classified, filed and managed according to 
NARA-approved records schedules using the completed master files plans for every IRS BU. This also ensured 
that each of the BU's records control schedules are up-to-date and reflect current record keeping practices in 
compliance with M-12-18/M-19-21 requirements, including the management of electronic permanent records in an 
electronic format. Q15-16.IRS Records Management has a Standard Operating Procedure (SOP) in place to 
review the Records Management Program for compliance, including a review of BU master files plans and a 
review of each of the 26 IRS BUs. The Records Specialists work with each of the HQ BU IRCs quarterly to have 
each IRS BU complete Form 14377-A, Records and Information Management Program Review Checklist, which is 
reviewed by the Records Specialist Manager. The Manager documents in writing the findings of these quarterly 
reviews. Each Quarter, the Records Specialist Team meets with their Manager and the IRS Records Officer to 
discuss the findings and areas for improvement for the BUs. This ensures IRS Records Management is efficient, 
effective, and compliant with all applicable records management laws and regulations. The Records Specialists 
also annually complete Form 14377, Records and Information Management Virtual Program Review Self­
Assessment Checklist each September, which is reviewed by the Records Specialist Manager. The Manager 
documents in writing the findings of the annual review and shares with the Records Specialist Team and the IRS 
Records Officer as part of their quarterly discussions. RIM regularly meets with IRS BUs and their employees 
through training and evaluations. RIM is always recommending best practices to ensure records management 
compliance. RIM creates plans of corrective action that are monitored to ensure timely implementation. This 
information is tracked and measured on the RIM SharePoint site. 018-19. The IRS deployed Microsoft 2016 
Outlook Exchange Service-wide. NARA approved an update to IRS's email management schedule which 
established permanent retention for Capstone accounts, and a 20-year retention for record emails for everyone 
else. RIM, in conjunction with contractor support, provided staff training to ensure employees knew if they had 
created a Federal record and if they did, how to appropriately manage its retention. In FY 2019, IRS RIM Records 
Specialists conducted 1,823 records management training sessions to over 40,976 employees Service-wide, 
including 41 Outlook 2016 email demo training sessions to 6,840 employees via Live Meeting. The sessions 
provided an overview of email and electronic records management initiative updates. On August 4, 2017, RIM 
deployed a companion online (ITM) training Course #67699, Email Records Management User Training in Outlook 
2016. Over 10,000 IRS employees have taken this course since its August 2017 implementation. All IRS 
employees (including Senior and appointed officials) and contractors are required to annually complete the ITM 
Records Management Mandatory Briefing Course #62965, Records Management Awareness covering records in 
all formats , including electronic communications. The IRS is currently at 0% on all overdue disposals. The IRS has 
had a disposal control procedure in place since 2014, and since then the IRS has not had any overdue disposals. 
In FY 2018, the IRS had 118,760 boxes eligible for disposal and all were identified and settled timely with the 
Federal Records Centers (FRCs) to ensure the Service remained at 0% on overdue disposals. 020. In early FY 
2020, RIM completed all 26 IRS BU master files plans. This ensures that each BU's records control schedules are 
current and up-to-date. This also ensures that all eligible , permanent agency records in all media are transferred to 
NARA according to approved disposition authorities, and IRS policies and procedures. Additionally, IRS uses 
NARA-generated Archives and Records Center Information System (ARCIS) reports to ensure that all eligible, 
permanent records are transferred to NARA in a timely manner in accordance with approved records schedules. 
These reports are generated and tracked by IRS HQ Records Management staff, including the IRS Records 
Officer. Q21-23. In FY 2017, IRS RIM started an initiative to create master files plans for every IRS BU. RIM . ,.., ..... ,. . '" . , 
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schedules are current and up-to-date and all records including vital records are identified. These are annually 
reviewed and updated by every IRS BU. 

Section III: Records Management Program - Records Disposition 

Records disposition refers to actions taken with regard to Federal records that are no longer needed for 
current government business as determined by their appraisal pursuant to legislation, regulation, or 
administrative procedure. Disposition is a comprehensive term that includes both destruction and transfer of 
Federal records to the National Archives of the United States. (36 CFR Parts 1222, 1224, 1225 and 1226) 

The next series of questions relates to your agency's efforts to schedule its records . 

. 030. When was the last time your agency submitted a records schedule to NARA for approval? (36 CFR 
1225.10) 

® FY2018-2019 

o FY 2016 - 2017 

o FY2014-2015 

o FY2012-2013 

o FY 2011 or earlier 

o Do not know 

031. Does your agency periodically review agency-specific records schedules to ensure they still meet 
business needs, to identify gaps that may indicate unscheduled records, or to make needed revisions? 

Note: An agency-specific records schedule means it covers items that are not covered by the General 
Records Schedules (GRS). 

® Yes 

o No 

o Do not know 

. 032. Does your agency have agency-specific records schedules currently in use that include items 
approved before January 1, 1990? 

@ Yes 

o No 

o Do not know 



· 033. Are you currently reviewing agency-specific records schedules with items approved before January 1, 
1990, for updating and/or rescheduling? (CFR 1225.22) 

@ Yes, this is in progress 

o Yes, this has been completed 

o No, but are planning to do so 

o No and have no plans to do so 

o Do not know 

· 034. Are records and information in your agency managed throughout the lifecycle [creation/capture, 
classification, maintenance, retention, and disposition] by being properly identified, classified using a 
taxonomy, inventoried , and scheduled? (36 CFR 1222.34, 36 CFR 1224.10, and 36 CFR 1225.12) 

@ Yes 

o To some extent 

o No 

o Do not know 

· 035. Are records and information in your agency easily retrievable and accessible when needed for agency 
business? (36 CFR 1220.32(c)) 

o All records are easily retrievable and accessible when needed 

@ Most records can be retrieved and accessed in a timely manner 

o Some records can be retrieved and accessed in a timely manner 

o No 

o Do not know 

036. Does your agency disseminate every approved disposition authority (including newly approved records 
schedules and General Records Schedule items) to agency staff within six months of approval? (36 CFR 
1226.12(a)) 

@ Yes 

o No 

o Do not know 

The next series of questions relates to permanent records. 



. 037. Did your agency transfer permanent non-electronic records to NARA during FY 2019? (36 CFR 
1235.12) 

@ Yes 

o No 

o No - No records were eligible for transfer during FY 2019 

o No - New agency, records are not yet old enough to transfer 

o No - My agency does not have any permanent non-electronic records 

o Do not know 

o Other, please explain 

. 038. Did your agency transfer permanent electronic records to NARA during FY 2019? (36 CFR 1235.12) 

o Yes 

o No 

o No - No electronic records/systems were eligible for transfer during FY 2019 

o No - New agency, electronic records/systems are not old enough to transfer 

o No - My agency does not have any permanent electronic records 

o Do not know 



Other, please explain 

038-39 . RIM ' s multi-year initiative to 
conduct a compre hensive i nventory of 
records created and/or maintained by 
al l BUs Service-wide , a nd to 
create/updat e master files p l ans for 
all BUs (includi ng a permanent records 
gap a nalysis) will ensure that age ncy 
records schedul es are up-to-date a nd 
reflect current record keeping 
practices . This a l so ensures t hat a l l 
age ncy perma ne n t records (i ncluding 
perma nent legacy records ) are 
ide n tified a nd transferred to NARA 
according to approved disposition 
a u thori t ies . 

The Records Office understa nds that we 
need to improve our process for fu l ly 
monitoring pe r ma nent records 
compl iance , especially records t ha t 
are stored i n -house/offered to NARA 
directly . Progress is i ncremental , a nd 
wor k is e xpected to run through FY 
2020 . IRS timely transfers permane n t 
records to NARA ident ified in ARCIS as 
part of the Annual Move (of permanent 
records stored at the FRCs ) , but we 
must do a better job of track i ng these 
records series i n -house , t heir forma t 
and time l iness of t ransfer , and we 
need to keep pace with busi ness 
owners/points of contact to ensure 
t hey are aware of their 
responsibili t ies with respect to 
permanent records . The IRS continues 
to be committed to improving our 
perma nent records identificat i on a nd 
tracking as part of M- 19- 21 . 

. 039. Does your agency track when permanent records are eligible for transfer to NARA? 

@ Yes 

o No 

o No - My agency does not have any permanent records 

o Do not know 

. 040. Please explain your response to the previous question. (If you answered "Yes," please be specific on 
methods used. If you answered "No," please explain why not.) 



034. RIM maintains an inventory of electronic information systems that indicates whether or not each system is 
covered by an approved NARA disposition authority. RIM recently completed an initiative started in FY 2017 to 
create master files plans for every IRS BU and that effort identified updated BU RCS information, including 
electronic systems that support business processes. Master files plans are annually reviewed for accuracy. IRS 
has created a taxonomy, categorized permanent records against that taxonomy, and associated permanent 
records schedules to taxonomy terms. IRS is waiting for deployment of the tools that enable the application of this 
taxonomy which is dependent on agency funding. 035. IRS implementation of Capstone approach to email 
management significantly improved the agency's ability to retrieve and access agency records and information. 
Policy and procedure updates to more readily provide network-backed records storage environments (with 
automated records management tools/functionality) represent ongoing operational and organizational priorities. 
RIM's annual master files plans review for every IRS BU ensures identification of current recordkeeping practices 
across the agency, as well as records locations for ease of retrieval. 

The next series of questions relate to your agency's handling of records for senior officials. 

Senior officials are the heads of departments and independent agencies; their deputies and assistants; the 
heads of program offices and staff offices including assistant secretaries, administrators, and commissioners; 
directors of offices, bureaus, or equivalent; principal regional officials; staff assistants to those 
aforementioned officials, such as special assistants, confidential assistants, and administrative assistants; 
and career Federal employees, political appointees, and officers of the Armed Forces serving in equivalent or 
comparable positions . 

. 041 . Does your agency conduct and document for accountability purposes training and/or other briefings as 
part of the on-boarding process for senior officials on their records management roles and responsibilities , 
including the appropriate disposition of records and the use of personal and unofficial email accounts? (36 
CFR 1222.24(a)(6) and 36 CFR 1230.10(a & b» 

® Yes 

o Yes, but not documented 

o No 

o Do not know 

o Not applicable, please explain 

042. Is the Agency Records Officer and/or Senior Agency Official for Records Management involved in on­
boarding briefings or other processes for newly appointed senior officials? 

o Yes 



No, please explain 

No , n o t a t th i s t i me . 

o Do not know 

043. Does your agency conduct and document for accountability purposes exit briefings for departing senior 
officials on the appropriate disposition of the records, including email , under their immediate control? (36 CFR 
1222.24(a)(6) and 36 CFR 1230.10(a & b)) 

® Yes 

o Yes, but not documented 

o No 

o Do not know 

o Not applicable, please explain 

044. Is the Agency Records Officer and/or Senior Agency Official for Records Management involved in exit 
briefings or other exit clearance processes for departing senior officials? 

® Yes 

o No 

o Do not know 

045. Does the exit or separation process for departing senior officials include records management program 
staff or other designated official(s) reviewing and approving the removal of personal papers and copies of 
records by those senior officials? (36 CFR 1222.24(a)(6)) 

® Yes 

o 



No, please explain 

o Do not know 

The next series of questions relates to where your agency stores its inactive temporary and/or 
permanent records, regardless of format. 

Commercial records storage facilities are private sector commercial facilities that offer records storage, 
retrieval, and disposition services. 

An agency-operated records center is a records storage facility, operated by a Federal agency and capable of 
storing more than 25,000 cubic feet of records. (36 CFR 1234) 

Records staging or holding areas are areas designated within the agency's office space that are used for the 
temporary storage of records. The term does not include off-site storage such as commercial or agency 
records storage facilities. Records staging or holding areas may be established by an agency for maintaining 
records no longer needed in office space but whose volume or retention periods are insufficient to warrant 
transfer to a records center before final disposition. (36 CFR 1234) 

. Q46. Does your agency store inactive temporary andlor permanent records in a commercia l records storage 
facility? 

o Yes 

@) No 

o Do not know 

. Q47. Has the facility been approved by NARA? (36 CFR 1234.30(a)(2)&(e)) 

This question was not displayed to the respondent. 

Q48. Does your agency store inactive temporary andlor permanent records in an agency-operated records 
center? (Note: This does NOT include agency staging areas and temporary holding areas.) 

o Yes 

@) No 

o Do not know 



049. Has the facility been approved by NARA? (36 CFR 1234.30(a)(1)) 

This question was not displayed to the respondent. 

050. Is your agency making plans to move records from an agency-operated records center to a commercial 
records storage facility? 

This question was not displayed to the respondent. 

051. Is your agency making plans to move records from an agency-operated records center to a Federal 
Records Center before December 31, 2022? 

This question was not displayed to the respondent. 

052. Does your agency store inactive temporary and/or permanent records in an agency records staging or 
holding area? 

o Yes 

@ No 

o Do not know 

053. Does the staging or holding area(s) comply with the standards prescribed by 36 CFR 1234.10, 36 CFR 
1234.12, and 36 CFR 1234.14?' 

*It is not required but encouraged that staging or holding areas comply with 36 CFR 1234. 

This question was not displayed to the respondent. 

. 054. Please add any additional comments about your agency for Section III: Records Disposition. (Optional) 



041. In accordance with P.L.114-113 (H.R. 2029), Consolidated Appropriations Act, 2016 Division 0 section 402, 
all IRS officials/officers are prohibited from using personal email accounts for official business. IRS ensures 
compliance per Treasury's Directive Publication (TOP) 85-01 by ensuring each senior official takes the Record 
Management Mandatory Briefing Course #62965, Records Management Awareness at onboarding, and annually 
thereafter. Human Capital Office (HeO) also provides an onboarding presentation to all new executives as part of 
the IRS senior officials Candidate Development Program (COP). All completions are tracked within ITM; an 
individual's learning history can be pulled and referred to, upon request, to verify the completion of these courses. 
This applies to all employees, including senior officials. 043. Generally, the senior official (or his/her office) notifies 
RIM via email (the Records Officer also receives HCO notice of executive separations and may contact the senior 
official) about the pending separation and requests that the Records Officer conduct an exit interview and assist in 
the completion of Form 14757, Records Management Checklist for Separating Employees. The Records Officer 
also ensures the senior official schedules a briefing with his/her manager and documents all efforts via HR­
Connect and Form 14757. Q45. The IRS Records Officer is responsible for conducting an exit briefing with Senior 
Executive Team (SET) members and confirms personal papers and copies of requested records do not have any 
restrictions and/or do not have an independent historical preservation interest that must be considered prior to 
removal. The Office of General Counsel and the Office of Disclosure have also been consulted on limited 
occasions. 

Section IV: Records Management Program - Electronic Records 

Electronic information system means an information system that contains and provides access to 
computerized Federal records and other information. (36 CFR 1236.2) 

The following types of records management controls are needed to ensure that Federal records in electronic 
information systems can provide adequate and proper documentation of agency business for as long as the 
information is needed. Agencies must incorporate controls into the electronic information system or integrate 
them into a recordkeeping system that is external to the information system itself. (36 CFR 1236.10) 

(a) Reliability: Controls to ensure a full and accurate representation of the transactions, activities or facts to 
which they attest and can be depended upon in the course of subsequent transactions or activities. 

(b) Authenticity: Controls to protect against unauthorized addition, deletion, alteration, use, and concealment. 

(c) Integrity: Controls, such as audit trails, to ensure records are complete and unaltered. 

(d) Usability: Mechanisms to ensure records can be located, retrieved, presented, and interpreted. 

(e) Content: Mechanisms to preserve the information contained within the record itself that was produced by 
the creator of the record. 

(f) Context: Mechanisms to implement cross-references to related records that show the organizational, 
functional, and operational circumstances about the record, which will vary depending upon the business, 
legal, and regulatory requirements of the business activity. 

(g) Structure: Controls to ensure the maintenance of the physical and logical format of the records and the 
relationships between the data elements. 

055. Has your agency incorporated and/or integrated internal controls to ensure the reliability, authenticity, 
integrity, and usability of agency electronic records maintained in electronic information systems? (36 CFR 
1236.10) 

® Yes 

o To some extent 



o No 

o Do not know 

o Not applicable, please explain 

Migration is a set of organized tasks designed to achieve periodic transfer of digital materials from one 
hardware/software configuration to another, or from one generation of computer technology to a subsequent 
generation. 

Metadata consists of preserved contextual information describing the history, tracking, and/or management of 
an electronic document. (36 CFR 1236.2) 

056. Does your agency have documented and approved procedures to enable the migration of records and 
associated metadata to new storage media or formats so that records are retrievable and usable as long as 
needed to conduct agency business and to meet NARA-approved dispositions? (36 CFR 1236.20(b)(6)) 

® Yes 

o No 

o No, pending final approval 

o No, under development 

o Do not know 

. 057. Does your agency maintain an inventory of electronic information systems that indicates whether or 
not each system is covered by an approved NARA disposition authority? (36 CFR 1236.26(a)) 

@ Yes 

o No, please explain 

o Do not know 



058. Does your agency ensure that records management functionality, including the capture, retrieval , and 
retention of records according to agency business needs and NARA-approved records schedules, is 
incorporated into the design, development, and implementation of its electronic information systems? (36 
CFR 1236.12) 

·Components of departmental agencies may answer "Yes" if this is handled by the department. 

@ Yes 

o No, please explain 

o Do not know 

o Not applicable, please explain 

. 059. Does your agency's records management program staff participate in the acquisition, design, 
development, and implementation of new electronic information systems? 

o Yes 

@ To some extent 

o No, please explain 

o Do not know 

o Not applicable, please explain 



060. Which of the following best describes your agency's records management staff's participation in the 
procurement, acquisition, or other development of new electronic information software and systems, including 
but not limited to COTS purchases, database creation, and the software development lifecycle (regardless of 
methodology) to ensure appropriate records requirements are properly implemented? 

The records management staff: 

o Is regularly consulted by other parts of the agency to provide information only. 

o Regularly participates, before system or capability requirements are defined, as a 

procurements and acquisition stakeholder, but without approval or sign off authority 

before such efforts move forward. 

o Regularly participates, before system or capability requirements are defined, as a 

procurement and acquisition stakeholder, and must approve procurements and 

acquisitions before they move forward. 

o Regularly partiCipates as a stakeholder throughout the procurement and acquisition 

process, including concept, contracting, deSign, development, testing , and system 

acceptance phases, and must approve procurements and acquisitions before they 

move forward. 

o Do not know 

® Other engagement, please explain 

Limited by t h is tool on how to respond 
- wanted to indicate that (I) RM staff 
is reg ularly consulted by o t her parts 
of t he agency (2) regularly 
participate s , before system or 
capabi l i ty requirements are defined , 
as a procureme n ts and acquisition 
sta ke ho l der , and o t herwise RIM is part 
of t he IRS Enterprise Arch i t ecture 
that provides the requirements for 
recordkeeping systems in accordance 
wit h 36 CFR . RI M is part of t he IRS 
Enterprise Life Cycle (ELC) Privacy 
and Civil Liberties Imp ac t Assessmen t 
(peLlA ) completion stage . RI M staff 
revi ew all e l ectronic systems criteria 
that go t hrough this process to ensure 
t he systems have approved retent io n 
sched u les , a nd t hat recordkeeping 
requirements have been identified . 

I n FY 2019 , RI M re leased a new 
electronic reco r ds manag e me n t system 
assessment c heck sheet and assessmen t 
process that provide RIM a 
standardized process and f orm to 
assess I RS l egacy systems aga i nst 
Federa l record keeping requ irements and 
ide n tify needs for increased 
i nformation governance . 

. 061 . Does your agency have a process or strategy for managing permanent electronic records and related 
metadata in an electronic form? 



@ Yes 

o No 

o No, under development 

o Do not know 

· 062. Does your agency have documented and approved policies against unauthorized use, alteration, 
alienation or deletion of all electronic records? 

@ Yes 

o No 

o No, pending final approval 

o No, under development 

o Do not know 

· 063. Does your agency have a digitization strategy to reformat permanent records created in hard copy or 
other analog formats (e.g. , microfiche, microfilm, analog video, and analog audio)? 

@ Yes 

o To some extent 

o No 

o Do not know 

· 064. Does your agency use cloud services for any of the following? (Choose all that apply) 

o Email 

o Communication tools other than email (calendars, messaging apps, etc.) 

o Administrative functions such as payroll , purchasing , and financial management 

@ Mission/program-related functions 

o Customer Relationship Management 

o Case management 

o Office tools/software 

o Streaming services 

o 



Other, please explain 

o My agency does not use cloud services 

o Do not know 

065. Does your agency have documented and approved policies for cloud service use that includes 
record keeping requirements and handling of Federal records? 

@ Yes 

o No 

o No, pending final approval 

o No, under development 

o Do not know 

The next series of questions relates to email. 

An electronic mail system is a computer application used to create, receive, and transmit messages and other 
documents. Excluded from this definition are file transfer utilities (software that transmits files between users 
but does not retain any transmission data), data systems used to collect and process data that have been 
organized into data files or databases on either personal computers or mainframe computers, and word 
processing documents not transmitted on an email system. (36 CFR 1236.2) 

. 066. Does your agency have documented and approved policies and procedures in place to manage 
email records that have a retention period longer than 180 days? (36 CFR 1236.22) 

@ Yes 

o No, pending final approva l 

o No, under development 

o No, please explain 

o Do not know 



· 067. Does your agency have documented and approved policies and procedures to implement the 
guidelines for the transfer of permanent email records to NARA described in NARA Bulletin 2014-04: Revised 
Format Guidance for the Transfer of Permanent Electronic Records - Appendix A: Tables of File Formats, 
Section 9 - Email? (36 CFR 1236.22(e» 

@ Yes 

o No 

o No, pending final approval 

o No, under development 

o Do not know 

Regardless of how many Federal email accounts individuals use to conduct official business, agencies must 
ensure that aI/ accounts are managed, accessible and identifiable according to Federal recordkeeping 
requirements. (36 CFR 1236.22) 

068. Does your agency have documented and approved policies that address when employees have more 
than one agency-administered email account, whether or not allowed, that states that email records must 
be preserved in an appropriate agency record keeping system? (36 CFR 1236.22) 

*Examples of business needs may include but are not limited to: 

• Using separate accounts for public and internal correspondence 
• Creating accounts for a specific agency initiative which may have multiple users 
• Using separate accounts for classified information and unclassified information 

@ Yes 

o No 

o No, pending final approval 

o No, under development 

o Do not know 

069. Does your agency have documented and approved policies that address the use of personal email 
accounts, whether or not allowed, that state that all emails created and received by such accounts must be 
preserved in an appropriate agency record keeping system and that a complete copy of all email records 
created and received by users of these accounts must be forwarded to an official electronic messaging 
account of the officer or employee no later than 20 days after the original creation or transmission of the 
record? (36 CFR 1236.22(b) and P.L. 113-187) 

® Yes 

o No 



o No, pending final approval 

o No, under development 

o Do not know 

· 070. Does your agency's email system(s) retain the intelligent full names on directories or distribution lists to 
ensure identification of the sender and addressee(s) for those email messages that are Federal records? (36 
CFR 1236.22(a)(3)) 

® Yes 

o No 

o Do not know 

· Q71. What method(s) does your agency employ to capture and manage email records? (Choose all that 
apply) 

o Captured and stored in an email archiving system 

o Captured and stored in an electronic records management system 

o Captured and stored as personal storage table (.PST) files 

o Captured and stored using cloud services with records management included 

o Captured and stored using cloud services but records management IS NOT included 

o Print and file 

o Not captured and email is managed by the end-user in the native system 

o Other, please be specific: 

· Q72. Which of the following describes the disposition authority for email records being used by your 
agency? (Choose all that apply) 

o GRS 6.1: Email Managed under a Capstone Approach; agency has an approved form 

NA-1005 

o GRS 6.1: Email Managed under a Capstone Approach; agency does not have an 

approved form NA-1005 

o Agency-specific email schedule 

I?J 



Traditional records management (Le., retention based on content, usually applied on an 

email-by-email basis, utilizing multiple NARA-approved disposition authorities) 

o Email retention method has not been decided/scheduled by agency 

o Do not know 

o Other, please explain 

· 073. Does the current NARA-approved form NA-1 005 or agency-specific emai l schedule adequately reflect 
your existing organizational structure? 

® Yes 

o To some extent 

o No 

o Do not know 

· 074. Why does the email schedule not adequately reflect, or only to some extent reflect, your existing 
organizational structure? (Choose all that apply) 

This question was not displayed to the respondent. 

· 075. Does your agency track changes in Capstone accounts to ensure they are accurate and complete? 

® Yes 

o To some extent 

o No 

o Do not know 

076. Please explain how your agency tracks changes to Capstone accounts. (Be specific) 



IRS regularl y monitors and updates staff email account configurations to comply with its Capstone approach to 
email management. HCO and IT work together to identify and capture Senior Official and executive email accounts 
as these roles are newly filled . RIM receives reports from IRS Executive Services at least monthly and tracks the 
opening/closing of email archiving tickets processed by IT . 

. Q77. Does your agency evaluate, monitor, or audit staff compliance with the agency's email preservation 
policies? (36 CFR 1220.18) 

@ Yes 

o No 

o Do not know 

078. Does your agency have documented and approved policies and procedures in place to manage 
electronic messages including text messages, chaUinstant messages, voice messages, and messages 
created in social media tools or applications? 

® Yes 

o No 

o No, pending final approval 

o No, under development 

o Do not know 

o Other, please explain 

. Q79. How often does your agency evaluate, monitor, or audit staff compliance with the agency's policies for 
email preservation and the management of electronic messages including text messages, chaUinstant 
messages, voice messages, and messages created in social media tools or applications? 

o Quarterly 

@ Annually 

o Biennially 



o Once every 3 years 

o Ad hoc 

o Do not know 

· Q80. Please add any additional comments about your agency for Section IV: Electronic Records. (Optional) 

062. IRS updated IRM 1.15.6, Managing Electronic Records to include management of permanent electronic 
records in response to NARAfOMB M-12-18. Meanwhile, RIM regularly works with BUs to ensure files plans are 
current, and that all permanent electronic records are managed in accordance with NARA laws and regulations. 
066. IRS has adopted the Capstone Approach to managing email (approved under NARA Job No. GRS 6.1-0058-
2017-0001). All retentions are set at the Enterprise level (permanent for Capstone accounts, and 20 years for all 
other accounts) and dispositions are configured to take place electronically (and automatically, though some 
manual intervention is still necessary). For Capstone officials, even if an email is deleted , it remains permanent 
(although no longer visible to the end user) until transfer to NARA. Electronic records management updates are 
part of an ongoing Service-wide education and awareness campaign to ensure all staff have a clear understanding 
of records management requirements in the email environment, and as part of daily electronic record keeping 
requirements (in general). The Records Office, IT and Communications partner in the publication of online articles 
and tutorials, Online Resource Center updates, and through demonstrations and briefings. RIM heavily promotes 
ITM Course #15701 , Records Management for IRCs and ITM Course #67699, Email Records Management User 
Training in Outlook 2016. All IRS employees (including Senior and appointed officials) are required to complete an 
annual, records management briefing course. These training courses emphasize the requirement that Federal 
records are not to be destroyed before the end of their retention periods, whether in paper or electronic format. 
068. Most IRS staff have just one email account. Exceptions of other agency-administered email accounts tied to 
individuals are those specific to program or project leads, or those that include agency-specific titles to provide 
direction for agency response and action, such as the Commissioner 's Mailbox. These mailboxes are also subject 
to all email records management policies. 073.IRS has adopted the Capstone Approach to managing email 
(approved under NARA Job No. GRS 6.1-0058-2017-0001). All retentions are set at the Enterprise level 
(permanent for Capstone accounts, and 20 years for all other accounts) and dispositions are configured to take 
place electronically (and automatically, though some manual intervention is still necessary). 079. Electronic 
records management updates, including email , are otherwise part of an ongoing Service-wide education and 
awareness campaign to ensure that all staff have a clear understanding of records management requirements in 
the email environment, and as part of daily electronic recordkeeping requirements (in general). The Records 
Office, IT and Communications partner in the publication of online articles and tutorials, Online Resource Center 
updates, and through demonstrations and briefings. The RIM Records Specialists are trained on the agency 
electronic records management requirements and are actively engaged with IRS BUs and staff on electronic 
records management needs. There is no response option that specifically matches how often IRS monitors 
email/electronic messaging compliance, so "Annually" was chosen as the closest option. 

· Section V: Agency Demographics 

· 081. How many full-time equivalents (FTE) are in your agency/organization? 

o 500,000 or more FTEs 

0 100,000 - 499,999 FTEs 

® 10,000 - 99,999 FTEs 

o 1,000 - 9,999 FTEs 

o 100 - 999 FTEs 

o 1 - 99 FTEs 



o Not Available 

· 082. What other staff, offices, or program areas did you consult when you completed this self-assessment? 
(Choose all that apply) 

o Senior Agency Official 

o Office of the General Counsel 

o Program Managers 

o FOIA Officer 

o Information Technology staff 

o Records Liaison Officers or similar 

o Administrative staff 

o Other, please be specific: 

SAO (specifical l y Ce l ia Dogge t t , I RS 
SAO) . Also consulted were the IRS 
Disclosure , Policy and Program 
Operations staff , and IRS Office of 
Chief Counsel . 

o None 

· 083. How much time did it take you to gather the information to complete this self-assessment? 

o Under 3 hours 

® More than 3 hours but less than 6 hours 

o More than 6 hours but less than 10 hours 

o Over 10 hours 

. 084. Did your agency's senior management review and concur with your responses to the 2019 Records 
Management Self-Assessment? 

® Yes 

o No 

o Do not know 

· 085. Please provide your contact information. 



Name: ITracee Taylor 

Agency, Bureau , or Office: pnternal Revenue Service (IRS) 

Job Title: I Records Officer 

Email Address: 

Phone Number: 

. 086. Are you the Agency Records Officer? 

@ Yes 

o No 

.087. Please provide the Agency Records Officer's contact information. 

This question was not displayed to the respondent. 

088. Does your agency use your Records Management Self-Assessment scores to measure the 
effectiveness of the records management program? 

o Yes 

o No 

o Do not know 

o Comments (Optional): (Please include in your comments how you use the Records 

Management Self-Assessment.) 

. 089. Do you have any suggestions for improving the Records Management Self-Assessment next year? 
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3. Does your agency have a Senior Agency Official for Records Management (SAORM)? (If you are a component of a department, you may answer "Yes," even if this IS not being done at the 
component level.) 

• ...n .... ' So. R .. pon.. .,. 
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X Do"'" know 
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, x ~ 

X Do"'" know 

,~, 



5. Does your agency have a network of designated employees within each program and administrative area who are assigned records management responsibilities? These individuals are 
often called Records liaison Officers (RLOs), though their titles may vary. (36 CFR 1220.34(d)) 
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6. Does your agency have a documented and approved records management dlrectlve(s)? (36 CFR 1220.34(c)) 
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8. Does your agency have Internal records management training", based on agency policies and directives, for employees assigned records management responsibilities? (36 CFR 1220.34(f)) 
"Includes NARA's records management training workshops that were customized specifically for your agency or use of an agency-customized version of the Federal Records Officer Network 

(FRON) RM 101 course. 
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10. Does your agency require that all senior and appOinted officials, including those Incoming and newly promoted, receive training on the Importance of appropriately managing records 
under their Immediate control? (36 CFR 1220 34(f)) 

11. Please add any additional comments about your agency for Section I' Activities (Optional) 
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19. Does your agency's records management program have documented and approved policies and procedures that Instruct staff on how your agency's permanent records in all fonnats 
must be managed and stored? (36 CFR 1222 34(e)) 

• .......... , 8. R .. pon...,. 
./' " '00' , X ~ , ~ 

./ NO . .,...,.,;ng fin .. """""",I , ~ 

• ./ No, ur>d6r~ , ~ , X Oonook,- , ~ ,-

20. Has your agency identified the vital records of all its program and administrative areas? (36 CFR 1223.16) ~Components of departmental agencies may answer "Yes" if this is handled by 
the department 

• An ..... ' Bar Rupon.. % 

, 

21. How often does your agency review and update Its vital records Inventory? (36 CFR 1223.14) 
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25. How often does the FOIA program submit to agency leadersh1p reports on such measures as pending requests and backlog? 

o 
o 
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o 
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26. Do your agency's employee performance work plans and appraisals include FOIA performance measures for non·FOIA professionals to ensure compliance with the requirements of FOIA? 
(Note . The 2016·2018 term of the Freedom of Information Act Advisory Committee endorsed inclusion of FOIA performance standards in Federal employee evaluations and work plans 

government·wide.) 
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27. Does your agency have procedures for preparing documents for posting on FOIA reading rooms? (Note. The FOIA Improvement Act of 2016 amended Section 3102 of the Federal Records 
Act, 44 U.S.C., to include a requirement that agencies establish "procedures for identifying records of general interest or use to the public that are appropriate for public disclosure, and for 

posting such records In a publicly accessible electronic format." This requirement is now included in 5 U.S.C. 552(a)(2).) 
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29. Please add any additional comments about your agency for Section II . Oversight and Compliance. (Optional) 
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cun-MI _ up._te a nd • • """"". in<:IOOing """' """""" aro 0cIMti1ied. C23. The IRS Disclo",,,, 0II'.::e ..... procedure. establi.hed within thO ~'" InternOl R"""""" Ma",",1 (IRM) """_. thO ,equiro<l ..,arch _ (i." .. IRM 11 .3,13,6), R"""""" 0I.Cli<'!<:l 10 tho FOIA sometimes ""u .. itate tetne.at 
from bu_ .. ~ opanning multiple IRS operation. __ ophic 1oca1ion', which can oompIicate "'" pro<:e ... C25. Information 00 """,,,,,res incIOOing pending roq_" and I>acklog oro provido>d monthly to tho Chiol P .... acy 0NIc..-. C28. FO"" .taI'I_ documon ...... , """" "'" Rule 01 3 and wOO< 
will> the Indlvlch.,' IRS B ........ lIriits ..... 1Oing jurlsdiclion 0Ye< tho documents • • ",01 . s IRS ~ SeMce. 10 "'..".,., ."" posl documor>ts •• a~ ..... In addition. IRS au ....... UnIIo .......... ntiIy do«.moonts for public poSling """ \00I"I; will> FOIA s l.ff 'o .... ~ '0 1_ documonts lrom lho IRS FOIA LIb<II'I', 

, 

• , 
• 

, 
, 

X FY2015.2016 

X FY2013 - ro" 
X FY 2011 ·2012 

X FY2010 "' .. _ 

X Do noIknOw 

Tota' 

../ To"""",."""" o 
o 
o 

0 

0 

0 

0 

0 

"' 
"' 
"' 
"' 
"' 

"' 
"' 
"' 



.,/ AIIIlICOflIs are eas4I)o f8Iri4Ivabie am ltCCMoible wh"" n<H>ded 0 ~ , .,/ MOoI """"«10 """ be ",Irioved and ~ in a timl!Oly """"- ,~ 

.,/ Some _ CM be ",Irioved ond O<OIISoed in "1m./y ....... .-.e' 0 ~ 

• X ~ 0 ~ 

, 
~~- 0 ~ 

, .. 
33. Does your agency disseminate every approved diSposition authority (Including newly approved records schedules and General Records Schedule Items) to agency staff within SIX months 

of approval? (36 CFR 122612(a)) 

• ...n .... ' Bo, Rnpon.. 'I. 

, 

,~, 

35. Old your agency transfer permanent non-electronic records to NARA during FY 20187 (36 CFR 1235.12) 

• ... ". ... , Bo, ~.pon.. '4 

./ '" ,-
x ~ 0 "' , ../ No • No ,ecord. wero lllio;J_lor """010, during FY 201S 0 "' 
../ No • Ne w agency. _ "''' not yel Ok! eoou(jIllO """ole, 0 "' , .,/ No . My __ • no! n . ..... ony P6f""""'nl ~roric _ 0 "' • X Do not k"""" 0 "' X Ol~. pI&a ... explain 0 "' Tolal 

Olho,_ pi .... oxplam 



36. Did your agency transfer permanent electronic records to NARA during FY 20187 (36 CFR 1235.12) 

• Anow.. Bar R .. pono..... 

"/ Ye> 0 ~ , X ~ 0 ~ 

./ ~ No oIe<!rOnIe reeo«Is/'syst_ -.. ..og;bIo Jot tr...,ol., clcor'ing FY 2016 0 ~ 

• ./ ~. _~, .lOI:troni<; """"'''''oystomo~" not oIcI """"Ijh 10 .. ansfer 0 ~ 

, ../ No · My "9'"f'C)' don flOt Mve any pI"m .. "."" ........ onic record. 0 ~ 

• X Do not Iu'IOW 0 ~ 

X OthOl, pI6a ..... pI<>'" ,~ 

,~ 

RIM'. "",1Ii·year iniIiat",. to ooOOucI. a ~ in,,,,,,,,.., 01 fIICOfds CfMlOd aOOIo< main ... ined by " BU. s.._, and to CfM1<Ilupdat. ma."" ~Io. plan. for al BUo unil wiI""'Ufll that 1I!l"JlC)' record. _ .... up-to-dat. and rtIII8d cumtnt recoo:lkeeping p<aetioo •. Tflis also on.urM that alt 
~ po""",*,t recorda ,oncI<>ding POI"""""" Ieg.ac'y recoo:l.1 a r. Odontif4cl a"" transfer"." to NMIA a<.;<;<)f<Jing to """"""'" diwooition autl'oo<ibo •. I'rogro" .. incremental. and _ ... """"eeI 10 ""' into FY 2020 (due to ~ ""ut<',ywn 0010)'$). IRS Iim<tIy " ansi ... POI"""""" recoo:l. to NMIA 
_ In ARC IS as pM 0111>0 AI>.-....I """"" (01 pot"-' reeo<cIs _ '" 11>0 FRCs). and "'" ,... . xplorlng .. """""""" tooIsIoptions 10 cIo .. ben., job 01 ~ado. lng 11>0 ... recoo:lo.- '"'-house. tne;r 10"',",. and t_ of ~ .... o""'. 11>e IRS ooot ....... to be 0>IT0"!lil1<ld to I~ 0., p",,,,,,"''''''' ,ecord. 
idenlificalion ."" tracking as part 01 M-12· 19 IGoai 1.1 ) 

, 

• 

../ Y •• , but not documOI>1ee1 

X ~ 

X Do not Iu'IOW 

Not appllcabl. pion. .. plain 

, 



39. Does your agency conduct and document for accountability purposes exit briefings for departing senior officials on the appropriate disposition of the records, including email, under their 
immediate control? (36 CFR 1222.24(a)(6) and 36 CFR 1230.10(a & b)) 

• ...n. .... Bar R .. pon.. '4 

"/ Ve. , ../ VM,oot llOt_"" " 
X ~ " • X Do not !<now " , ..I Not applicable. pi8a ... exptaif1 " ,-

Not opplrcablo plo ...... pl .. n 

40. Is the Agency Records Officer and/or Senior Agency OffiCial for Records Management Involved in eXit briefings or other eXit clearance processes for departing senior offiCials? 

, 
X Ve. 

X ~ 

X Dono! know 

,~, 

''''' 
~ 

~ 

~ 

~ 

41. Does the exit or separation process for departing senior officials Include records management program staff or other designated officlal(s) reviewing and approving the removal of 
personal papers and copies of records by those senior officials? (36 CFR 1222.24(a)(6)) 

• ...n..... B.. Rn po..... '4 

, 

NO pl .... .. plaln 

X'" 
X No , ptsa ... explain 

X 00 not k.--

TO .. I 

" 

" 
" 

( 

'" 



43. Has your agency incorporated and/or integrated internal controls to ensure the reliability, authenticity, integrity, and usability of agency electronic records maintained in electronic 
information systems? (36 CFR 1236.10) 

• An.,... 1Ia, R .. pon.. '4 

"/ Ye> ''''' , ../ To""""' .... 1<0<11 " ~ 

X ~ " ~ 

• X Do not !<now " ~ 

, ../ Not applicable. pI8a ... expIair1 " ~ 

,-
Nol opplrcabl. pt. ...... plaon 

44. Does your agency have documented and approved procedures to enable the migration of records and associated metadata to new storage media or formats so that records are retnevable 
and usable as long as needed to conduct agency business and to meet NARA·approved diSpositions? (36 CFR 1236 20(b)(6)) 

.t' " '00' , x ~ " ~ 

.,/ NO. p.oOOing final approval " ~ 

• ../ NO. uod ... ~ " ~ , X Donook,,- " ~ ,-

45. Does your agency maintain an Inventory of electronic Information systems that indicates whether or not each system is covered by an approved NARA dispOSition authority? (36 CFR 
1236.26(a)) 

• An.,.o, B., R •• po".. "" 

No pl ...... plo,n 

./ '" 
X NO. pI8a ... ~in 

X Do not !<row 

Tolal 

" 
" 



46. Does your agency ensure that records management functionahty, including the capture, retrieval, and retention of records according to agency business needs and NARA·approved 
records schedules, is incorporated into the design, development, and implementation of its electronic information systems? (36 CFR 1236.12) 'Components of departmental agencies may 

answer "Yes" If this is handled by the department. 

• An.w.. 1Ia, R .. pon.. '4 

"/ Yeo ''''' , X NO, plea'" ""I>I&in 0 ~ 

X Doo"lOl~r>Ow 0 ~ 

• ../ Not applicable. piN ..... pIain 0 ~ ,-
No plono "pla,n No. opoplicoblo pI ..... oxpla'" 

X Y • • 0 ~ , X To """'" ... !&O' ''''' , X NO, pIsa ... explain 0 ~ 

• X Do 0"lOI knOw 0 ~ 

piN .... "1>1'''' 0 ~ ,-
No plouo oxplaln No •• p.pllcoblo pI ..... o.pI.,n 

48. Which of these activities does your agency's records management program staff participate in to ensure that records requirements are part of the recommended solution? (Choose all that 
apply) 

• Ano_ Ba, Reopon.. "" 

X Particip .... in ",view '00 ~"""" 01 prop<>s8I' k>f _ '1"_' ''''' , X p..-tldp .... !II SI3~_ in ...,......._ ~""ri<Ig ''''' , X p..-tldp .... !II . .. ~_ in !he dos.ign ph .... ''''' X Parricip.", a .... _ in !he do",,1opm<!nI pho ... indOOing te.ting !he system ''''' , X Provi<l<> o4gn 011 fllJthori!y k>f Ih<I implementation 01_ 'Y't""'" 0 ~ 

• X ~ .ys!<tm k>f -....eel<> OIanOor<ls. poIiciM, _ p<oe&Ou"" ''''' 
X ~in!""""",,,,<:ffy 0 ~ 

• X Do oot know 0 ~ 

• X Clthe<, pie'''' expl&in ''''' 
Othor. pl ....... pI.," 
Records ~ is parr 01 ..... IRS E"'~ Ar<;hi!«tU ... rIIo' prolfidos ..... rt>q<>nmont. '0< '-HPi"!l .y ... _ in ~ with 36 CFR . RIM is parr of ..... IRS EnIO<Pf'ise LQ Cy<:le (ElC) PrNO<Y and CMll_1mpact .o.s...oment IPellA) COfI"IQIetion .rage. RIM .,.ft .- .1 _ 
' Y'"'''' oriIeria 'M, goOlhfOugh Ini. PI"""" '" " no ..... II>e '1"'''''''' h/I ... "pprov<t<1 retention Od>O<luIM, ...., 'M, _ keeping """"""",nto .... "" b<tM identified, ~. """'" ."",.10< improvement """"",, R"""'<l' ()Ifi(;e participation is """"""'1rningI)' ,&I"" '" t .... <leSign, _~. and 
~ration 01 oysroms !hat man"l1" un.uu:ol.......:l ........ onic d ... . RIM', g<lOl is to upda'" reoortl. manag<>ment policy OIJrrouooing _ .yotorm and '" improlOl R IM ""..-sighl ""'" "'" deoign pho ... aoo "'" d i.position ph ..... 1or .rrucruHld ,yorem • . RIM is wo1OOg wirh IT 10 0ncIud0 reoo<ds manage.-.. 
1_1)' artifa<ts in "'" design pho ... prior 10 .yo ..... _Ioprno .... R IM is in ..... proe<>ss 01 P*>Iir>g. new elKtronic '""""'" """'_ • • y .... m ...... oment ch.ek _ . and ........ .-.1 PfOC<I" rh., provides R IM. ,"""ard"ed """'"" and Iofm to ....... IRS ~ 'yste"'" ~n" -.1 """"" 
k""pino require"""''' and idenlily .-. for ~ ",!ormation goOVe"",,,,,,,, 



, X" " "' , X No, pending final awroval " "' • X No. ooder development " "' , 
""~- " "' 

Total 

""" , X 'o " "' , X No ..... fld ifl\l final approva l " "' • X No,....-.de' development " "' , 
""~- " "' 

,~, 

'''''' , X 'o " "' , X No ..... ooi'lll final approva l " "' • X No,.....-.de' development " "' , 
""~- " "' 

,~, 



54. Does your agency use cloud services for any of the following? (Choose all that apply) 

• Answo, Ila, R .. ""nso % 

X Email 0 '" X Communicalion 1001. oIhII, Ihon <>ma' {cal<!OOa~, "", • .aging apps. IIlc··I 0 '" X Ad_tr_ ru_....:h as p.yroIl, ""J<;h.$ing, a<wJ f....-.cia! manag<>m<l" 0 '" , X MOssionIPfOlJl' ........... '&d ru_ 0 '" 
X Cust"""" RoI. lionohip Management 0 '" 

• X Case "-agement 0 '" 
X 0!fI0e loo+s1oo1tware 0 '" 

• X Streaming -.... 0 '" 
X OII1e< , pIo· ... e"""'"' 0 '" 

'" X M1~-.roo( "...cIoud_ ,~ 

" X Ooroo(~f>OW 0 '" 

x Ye. 0 '" , X ~ 0 '" • X No, pendinli IiMI """"",aI 0 '" 
X No, ....;." developrnenl 0 '" , X Do no! know 0 '" • X No! applicable. my &ger.::y -. no! .- cloud """'""'" ,~ 

,~ 



TO .. I 

NO plouO •• plaln 

57. Does your agency have documented and approved policies and procedures to implement the gUidelines for the transfer of pennanent email records to NARA described in NARA Bulletin 
2018-01. Format Guidance for the Transfer of Permanent Electronic Records - Appendlll A. Tables of File Formats, Section 9 - Email? (36 CFR 1236 22(e)) 

, 
, 
• 

• ...n ...... ' Ba, RHpon.. % 

, 
, 

,~, 

x ~ 

./ No. pending final approval 

./ No. urne< ""veIOprrM!nl 

X Do""'~.--

o 
o 

o 
o 

o 
o 

59. Does your agency have documented and approved policies that address the use of personal email accounts, whether or not allowed, that state that all emalls created and received by such 
accounts must be preserved in an appropriate agency recordkeepmg system and Ihat a complete copy of all email records crealed and received by users of these accounts must be forwarded 

10 an official electronic messagmg account of the officer or employee no later than 20 days after the onginal creation or transmission of the record? (36 CFR 1236.22(b) and P.L. 113-187) 

• "'MW", Bat Rupon.. % 

"'- ,~ 

, X ~ 0 ~ , ./ No. pending final approval 0 ~ 

• ./ No. Under~ 0 ~ 

X Do ""'know 0 ~ 

,~ 



60. Does your agency's email system(s) retain the intelligent full names on directories or distribution lists to ensure identification of the sender and addressee(s) for those email messages 
that are Federal records? (36 CFR 1236.22(a)(3)) 

• An.""" Bo, R .. pon.. ">'0 

, 
,~, 

X Captulliod 800 otored in "" email """'ivinIJ .\'Stem ,-
X CaptulM 000 . IOIM in "" " It<:lroni<; ~. """,_I syolern 0 ~ , X Captun><i 000 >Ion><! as P<I"SO""ISlorogo t;>bIo (.PST) ,.. 0 ~ 

X POOI .rId li10 0 ~ , X NOt <apl\n<l aod email is """'''11''<1 by 11>0 eod·u_ in t f\< ",,1M! O)'Otem 0 ~ 

• X 01"",. pI6a .. be opKAtc: 0 ~ 

OlhO'. pi ..... be opoolfio 

62. What percentage of your email systems are cloud-based solutions? 

• An.""" Bo> Roo.pon.. % 

X'- 0 ~ , X 75% 0 ~ 

X- 0 ~ 

• X <5">'0 0 ~ 

, X L .... lhan 25% 0 ~ 

• X My ageocy _ . nOI """ <lOud .. rvices for_ ,-
X OonOl know 0 ~ 

,~ 

,~, 



, 

• , 

X Bionn"'y 

X 01>00 e»e.,. 3 )Ie .... 

XM~ 

~~-

65. Does your agency have documented and approved policies and procedures in place to manage electroniC messages including text messages, chat/Instant messages, vOice messages, 
and messages created In social media tools or applications? 

• Anawor Bo< Rnpon.. 'I. 

X'- '00' , X ~ , ~ 

X NO. """""'" fin .. approval , ~ 

• X No. und6r~ , ~ , X Oonook,- , ~ 

• X OIhor. plMS4I oxplain , ~ 

,~ 

Othor, pi .... npolom 

66. In which of the following areas does your agency have challenges with managmg permanent electronic records, and related metadata, In an electrOniC form? (Choose all that apply) 

X'- , ~ 

, X Communication _ . OIhor!han emai (caleodars, ~ _ '. Ole.) , ~ , X _.I,.1ive !unction. OUCh ... payroll. puro!I8' in\i . lind f"""""",,, mao_I , ~ 

X Mi.o.Ion/p<og'~t<td funebOo1. , ~ , X Cus''''''''' Rotationship Ma""9'l"'l'"' , ~ 

• X ca...""'~nt , ~ 

, X OIIloetoolo/'ooftw_ '00% 

• X s .... aming_ , ~ 

• X ett-. plea ... . , plain , ~ 

" X My _rIC)' <10M not hOve """1IOf>\IeS mIIIlll\iing 1>0"""",,,,1_ """"<dO """ _ metad8la , ~ 

" X Oo""'~""", , ~ 



67. Please add any additional comments about your agency for Section IV: Electronic Records. (Optional) 

T ... RKPon •• 

~9. IRS updated IRM 1.15.6, Ma""llin\l EIecIronic Reconl. '" _ manag<!lTlOnt 01 POIJlllWlM' oIe<:Ironic ~ in "'spon" to OMB M·1 2_1S. M .... nwhilo. RIM is """"""II with al l BU. '" e._ up-_Ie 1iIo. plan. and "".",e tha. all permanent &Ioc!ronic rtK:OIt!s "'" mafIa9"d in accon!anco with N"-RA 
...... and rtog .... tiono, 052, IRS .... odople<l the CapSlOr>e ApptoacI>,o managong....,... (~ """'" NARA Job No. OOS 6.1-0056-2017-00(1), AJI ",!<tr"4IOrIO .'" .... .., the Ent«¢se 10 .... (Pe~ 101 Coopsl_ lIoCGOUnts. and 20 y ...... lor .. ", ...... """"""'1 and dIspoollotls "'" 0011,*,"'" 10 ""'e place 
,"""""","",1Iy (and a~lIy, th<><l\ll1 -.", m<I<lual inte",...-.fun is st~ oeceS""YI, FOf Caps_ 011'."., ... """" ~ on "mIIiI is _ted. l remains p."m',,""" laltI'lOugh 00 k>nger visible 10 Ih<t and ~I ~ tnIooler to N"-RA, RIM is pa~ Ollh<t HC p,;.,.ocy and CMllibertie. """OCI 1\O..,_nt IPClL.o.) 
~ stage. RIM olaf! ftIYiew all eleclronic .yolems en"";" that go 1hroogI1this proce •• \0 en."," HOCOrd . ... ping ,equnm....t. flav. boen _ pOOr t> any ~ do.1ruction, and 10 identify rtK:OIt!s Idloduling _. RIM and IT 0 .. wor'<in<;I tlQOlhM t> Lljldate poIicie. and JlfOC8du"'" to bello< "".u .. 
"""""" m<I<lago"""" lunttionalrt1 is considoro<l <luring SlrUt1lJred .nd unS1r\O;llnd sys ..... dosig> (Email .M_E.<cl><ln9t a_).nd~ ... el:tbuil.inlO •• oyslem. lincIIJ<;jjng • • islngcolot.>rabon .... ~." anddocu ........ ~I.YOIo...").IRS IRM 1 .15 . 5 . ReIoco~.."...W>g Re<:Ofds 
indudeS in_ion on "'" Form 14157, R"""""s Ma_", CIlIJCJ<list 'Of Sepa,ating Employees (SEC), whion ,equireo ~ thaI """"'11"'" and <ep"",ting 0ITlpI0yee0 fIa", P«>I>MY ~ all """'rill '''''''''<l' (paperloi<loCtrOf'li<llh3l fIa", "'tention ,equirements, It\at all <ep"",ting Senior E.<<t<ulivo 
Team ISET) ""'~ porticip31O in a SEC E.~ _ting with "'" IRS _. orr.:e" and au1horiz.olion is _from Ih<t IRS Re<:Ofds orr""" lor ,erroval 01 a ny non-recortI malefial. indOOing ~ papers. IRS updated IRM 1.15.6, Ma""lJing EIecIronic Reconl. '" _ manag<!lTlOnt 01 permanenl 
ei«lronic '""""'" in ",spon'" t> OMB M·12·16 . In FY 201 r . IRS updated its poIicie. an<! _ed ....... JlfOC8dure. 10< ~ to RIM and w.RA. inQdents 01 ~.loo$Ida1O and ~pmenl. RIM <:rN1od Form 15035, RKOfII.loo. R~"!l that wiI f>eII> bello< n ..... inQdents 01 poI",,1io1 """""" 10M and 
pro...ido mor" timely """"" ... and """"""'" _, __ , ~"",ie HOCOrd. management upda"'" "'" part 01 an <>nQoOir>Ii SefVic.e.._ <tOOcalion and awa.-ones. """"",iI/n to """"''' .. stall have a dea, _tanding 01 ,""""", ma~ ,~. in "'" email onviroorneol and • • part 01 <lllity 
electronic HOCOrd~ 'equir8m<In!s lin 11"""'01). Tho Re<:Ofds Office, IT and Communications portner in Ih<t publication 01 online _ and ttooriaIs , Online R"""""" Cent ... updat • •• and through •• "...".otr.tions and briefJnQs. RIM helM"y promotes ELMS eo.n.. "5701, Record. Manag<rnent 10< IRC. and 
ELMS CW_ ~r6~. Email Reo:>«IsManage ........ U_ T...;ning in o...lIooI< 2016. ~ IRS ompIojteK (including Se<>iOf an<! """,,",Iod oIflCiol. ) "'" ~ 10 complete on amual. ~ ~I b<i<IIing <:OI.-""M. The ... 1rain4ng coo ...... omphasinllho ~ tha. F"",*"I ~ a re nollO be 
do'~O)Ied bel"", "'" e nd oI lhoi, ..... ant;.", ,,...I0<I0, _he, in po"... Of e1Ktronic Iormat. O~. IRS I0<>I<o for 0WOf".,,_ 10 _Ie _ and ...... _onic «K»I'd~~ 10 "'" ma,lmum ."' .... poosObIo. MucI> 01 ... agor>e1'. !I'e<Id !<om paper '" e lectronic ~1<e<Iping is _ n by G'PKiod and """" .... '1' 
bu ...... proeM' 'e--d0<SilJn • . RIM •• si . .. IRS BU. on """' and ,~ar digitizalion initiab"""0 identify -.. digitizing record. _ be coollidered , "'" onl)' from a ~ ~I.landpoinl. but_I",!<om agoocy """"""'" and elliciency~. when leg",,! possible. RIM is an activo por1icipanl on 
an agoocy """.·lunttional digilizalion ~ QtO<IP tha. _ k.1O S""_ Iho <Iigitiz.at;.", of po"... form. a nd """".pon<Ionce (01 " ' '''"o'a<)' OIl pe<ma"",,, val",,) _ b11ho IRS. and 10 'UWOfI ~ """_ 10 ""' ..... "..,-.ago a nd ac<:<I .. tho da1O. _, with limited e l<CePlio<> •• Iho Intomal 
R."" ...... Code ICode) pro/>_ "'" IRS !<om mandating lhal ..."...,., .. eIooctronColy '" (.fiIe) la' retum • • thus la'pa.,., .. may file ......... um. on po"..., The Code only ~ "'" IRS 10 ..",.. ... ... 1YO"Ig by ctortM1 ......... um prepa< .... , ""rlllin pa~"."..n;po. and _ filing .t IN.I 250 reIui'", during • """'ndar 
year. Tho Code _100 «>QuirtI.1h<t "9"n<:)' 10 ..... _ in tho conduct 01 cortain bu ......... indOOing "'" issuanco oI . ummoo .... and no-. 01 do_n<:)'o While these ""'payer rtK:OIt!s "'" "'" permanent HOCOrd', modernizing ""' ... _ ............... mi • ..." critic.ol bu ....... proc&SH' (dospile IRS' coolim>lld 
papo' 'ecord' reoeipt an<! main"' .... """ Olatut><y '*1........--.), "-to _ o! Ih<t "9"n<:)'" "'We" oper.tionaI ~ and ~. 058. Most IRS stall ha"" joJ .. _ ....... """"",,. E'~ 01 "'hoi' agency._ omall aceounts lied 10 in<IM<Iuolo a", ""'"" ..,-10 l>'09'am OIl ~ lead., 
Of I"" ... lhal fooIudo agoocy-JPK'\< 1iIIe.1O i>fO'I'Ido dO'<I<ljon 10< agor>e1 ,upon ... and a.cIion. o.uoh a s tho CooM>I_. Mallbo., The ... mai!bo'G' .... aI"'...cjoocI t> . . ....... ~. mao_I poIIcIe., Q6oI, IRS regularI)' monlto<l and up<ialet 0Iaff ....... aoceounl ~"";.,,,.1O """'I'i)' wilh ~. 
CoopsIOne approach to ema. fflIII"IIOgemeoi. HCO """ IT """"" IogeIher 10 """,lily and ""pI\Ke s..,iOf 0Ifcial and ".<t<ulivo email ..".,.,.,1:1 .. _ """" "'" newly Med. RIM .-..c.eive. ",pOrto I""" IRS E.ecutiwl Services M ..... , monll"lly and t,-. "'" <>penin9ldOOing 01 om •• flr<flMng tic"" .. "..".,.,._ by IT, 
EIe<:tr<>rVc """""" mao_' upda .... , incIu<ting email, are OIho<wise part 01 an ongoing ~_ e<!Ix.olion an<! _ _ campaign 10 en."," th .. .. Ola~ ..... e a clear \IfIdofSIanding 01 ~ manageme-n1 «>Quire",""," in "'" ,,"w __ ""Won",""" ond • • part of <laity __ ping 
__ 1:1 (in ~I ), Tho Records ~. IT . nO Communicalions "..rtm!o' in ... p.JbIieaI;"" of ""'"'" a~ieIo. """ 1IJ1OtIaI • • ~ RGSOUO'Ce C.nw updales, """ lhroug/"l_stratio<>a and bIIoMgs, Tho RIM Reo:>«Is ~ ... a.-o I,,,",,,,, on the agoocy eIoc\ronic ~ __ """'I ~ts, . nO 
ar" actr.-efy engageo:I with IRS BUt and , tall on _ """""'" ma __ .-dO, The", ", 00 _ pan'" Option that 0p0Ci1ic.II1Iy malClleO ,.". oIIen IRS mon""'" email ............. .".... . so 'Mnually" wa. """""" •• "'" dOSeSt "",ion. 

68. How many full-time equivalents (FTE) are in your agency/organization? 

X 500,OOO Of"""" FTE. 0 ~ , X l 00,ooo-~99,999FTE. 0 ~ 

, X 10.000 - 99,999 HE. ,-
X l .ooo _ 9.999FTEs 0 ~ , X l 00 - 999FTE. 0 ~ 

• X ' -~FTE • 0 ~ 

, X NoI Available 0 ~ 

,-

69. What other staff, offices, or program areas did you consult when you completed this self-assessment7 (Choose all that apply) 

• An .... , B., R •• ponu,. 

X _ ~ 0tfIci0I 0 ~ , X 0IIice 01 ~ Ge,.,.,aI C<:oJnseI 0 ~ 

, X Program MaoagoB ,-
X FOL.o. OffIce, 0 ~ , X Im"",,"lion Tecf>ooIogy 0Iaff ,-

• X Re<:Ofds l.ioison 0IIicer1 OIl _, ,-, X I\dminist,alMo stal! 0 ~ 

• X Other, ""'_ bOsp.o<;iIi<;; ,-
• X- 0 ~ 



2 

3 

4 

2 

3 

X Under 3 hours 

X More than 3 hours but less than 6 hours 

X More than 6 hours but less than 10 hours 

X Over 10 hours 

Total 

X Do not know 

Total 

73. Are you the Agency Records Officer? 

o 

o 

0 

0 

0 

0% 

0% 

0% 

100% 

0% 

0% 

fI. Answer Bar Response %--. 
2 

X Yes 

X No 

Total 

100% 

o 0% 



2 X No 

3 X Do not know 

4 X Comments (Optkmal): (Please include in your comments how you use the Records Management Sell-Assessment.) 

Comments (Opllonal) (Please Include In your comments how you use the Records Management Self-Assessment) 

77. Q_URL 

o 

o 

o 

100% 

0% 

0% 

0% 

V/ltue Total 

https:llarchives.qualtrics,comljleIfOffil/SV _6JbFtEoKyZRZ7md?Q_DL:09WwbtNGx;wQb5Zu5_6JbFtEoKyZRZ7md_ MLRP _1 CguIrHX5Sja58t&QSHL=email 



79. Score 

Statistic Value 

Mean Score 

Score Standard Deviation 

Weighted Mean 01 Items 

Weighted Standard Deviation of Items 

Items 

96.00 

0.00 

1.20 

1.45 

80.00 




