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1(16)50 (;'<'>II} 

Identification Mcdi:s 

1(16}51 I'• .lJ 11~1 

General 

1(16)51.1 (.!-2-81) 

Scope 
These anstructions descnbe a.uttlOriZC!d ldcn­

llflcallon mecli;1 wh1ch m;ty b(~ u<-.ed by act1vc 
duly Internal Revenue Service pt;rsonne:l in the 
pc!rformanco of ttwir offici:1l dtJIH~S TIHs also 
prescribes requirements for the issuance. con­
trol and uso of official identification media, ar1LI 
replicas of official ID media for retirement or 
honorary mementos or sirndar purposes. 

1(16)51.2 (1~26-~37) 

Responsibilities 
(1) The Assistant Commissioner (Human Re-. 

sources Management and Support) is autho­
rized to prescribe idcntificntion media for usc 
within the Internal Revenue Service. 

(2) Tho Director, Faciiities and Information 
"..1an<:;gement Support Division, HR:F is respon­
sible for planning. developing, implementing, 
evaluating, and controlling the Serviccwide 

Identification Media program. 

(3) The Chief, National Office Property Secu­
rity and Records Unit and the Chiefs, Regional 
Security function/staff are responsible for im­
plementing, evaluating, and otherwise manag­
ing the regional identification program. 

(4) The Chiefs, Regional Security function/ 
staff. and the local Security offices in each dis­
trict, service center. National Computer Center, 
Data Center. and National Office Property, Se­
curity and Records Unit will implement and con­
trol the identification media program in offices 

for which they are responsible. 

(5) Each supervisor is responsible lor insur­
ing that personnel under his/her supervision 
possess only authorized identification media 
and that such media are used and displayed 
properly. Each supervisor is also responsible 
for reporting unauthorized use of identification 
media to Inspection and to the local Security 

Officer. 

1(16}51.3 (5-3~4} 
Definition; Authorized 10 Media; 
Terms Used 

1(1G)51.31 1<' t!J Ill) 

Definition 
lflt('rnal ncvcnuo ServiCe idAntrfication 

(fia include~ any rhlSS, uadrJe. crodent1<; 
card or snn1lar 1\c:ms, wllicll cor.tC>ill the Int. 
Revenue nan•e, seal or symbol, used to idr 
the bearer and ncrrn<.~lly ca:riec1 or worn b 
U('<!rer. Identification rnedin will 3lso inc 
one or moro ol the follow1ng: the bearer's n, 
sigm>IIHe, birth dale or phy~ical character: 
of the bearer. the bearer's pt1oto, a serial r· 
bcr, an authorizing or v;:t!idnting 5ignature. 
information to indicate the purpose ot 
badge or to indicate tho bcaror llns boon 
cially authori:red to perform certain act 

duties. 

1(16)51.:32 (2-19·~7} 
Authorized Identification Media 

(1) Internal Revenue Service employ 
who are authorized and required to use ider 
cation media in the perlormancc of officiai 
ties may be issued one of the following 

appropriate: 

(a) 10 Card-(see lAM 1(16)52) 

(b) Pocket Commi~sion-(see '' 
1(16)53) 

(c) Enforcement Badge--issued to Cr 
nal Investigation and Inspection person 
only. (See IRM 1(16)54 and 55.) 

(d) Calling Cards-(see IRM 1(16)56) 

(e) Automobile Identification Cards-(. 

lAM 1(16)58) 

(f) Other identification media specific 
approved in writing by the Facilities and 1:1 
mation Managoment Support Division. 

1(16)51.33 (!~26-87) 
Terms Used 

(1) The term identification media will be 

ferred to as ID media. 

(2) The term "center" indudes all ser. 
centers, the National Computer Center, ; 
Data Center, and all assodated "off-site" t 

cafeteria space. 

(3) For the purpose of this Manual, the : 
tiona! Office Property, Security and Reco· 
Unit is considered to be the equivalent c 
Regional Security function. Therefore, any 
quirements placed on the regions also appl} 

the National Office. 

MT 1(16)00-79 1(16)51.: 
IRU&l 
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1(16)51.4 (2-19-87) 

Retirement Mementos, Honorary 
Presentations, and Oth('r Replicas 
of Identification Media 

( 1) lntornal Rovonuo idontrf1cat1on 111cd1<1 ;.Hu 
issued solely for usc by authorized employees 
in tho potiormnncu of otficinl dutio:; and, in tl.u 
case of the ID card, for personal identification. 
10 modia may not bo usnd for rot~rcmt•nt me­
mentos, honorary presentations. or similar pur­
poses, except as follows: 

(a) Pocket Commissions (see I R M 
1(16)53) 

(b) Enforcement Badges (seo iRM 
1(16}55) 

(c) This prohibition does not apply to pho­
tographic or printed reproductions usod in offi­
cial Government publications and displays. 
(See lAM 1(16)51.5:(1)} 

1(16)51.5 (2-1~7) 
Restrictions and Penaltlt:s 

(1) In accordance with Policy Statomont 
P-1-140, Internal Revenue Service employees 
may not display any form of identification asso­
ciating them with the Service which has not 
been officially authorized by the National Of­
fice. Development of new identification media 
or methods of use, assembly or display, or mod­
ifications of existing media or methods of use or 
display must be coordinated in advance with 
the Director, Facilities and Information Man­
agement Support Division and approved by the 
Assistant Commissioners of the functional ar­
eas involved. 

(2) The Director, Facilities and Information 
Management Support Division, (PM:HR:F), will 
authorize the printing or reproduction of any 
type of Internal Revenue 10 Media. Requests 
for authorization must be submitted in writing, in 
advance, to PM:HR:F. 

(3) Section 701, Title 18 of the U.S. Code: 
prescribes a penalty of $250 or six months im­
prisonment, or both for "Whoever manufac­
tures, sells or possesses any badge, identifica­
tion card or other insignia of the design pre­
scribed by the head of any department or agen­
cy of the United States for use by any officer or 
employee thereof, or any colorable imitation 
thereof, or photographs, prints, or in any other 
manner makes or executes any engraving, pho­
tograph, print or impression in the likeness of 
any such badge, identification card, or other 
insignia, or any colorable imitation thereof, ex­
cept as authorized under the regulations made 
pursuant to law." Section 499 of Title 18, U.S. 
Code, prescribes similar penalties. 

1(16)51.4 MT 1(16)00-79 

lA Manual 

(4) Employees should immcdiatc,fy and di 
reclly report alleg:-it1ons or information regard­
Ing unaulht)ri7oc1 u:.o. countorfoiting, allura!ion. 
reproduction, etc., to the nearest servicing ln­
::>pC!ction offico. Tl10 tofophone nurnbors of In­
spection's offices are postfjd on bulletin boards 
in every lntmna: Rc-wcnuo offica. The calls may 
l.Jc made colloct. 

1(16)51.6 (70-<'6-87) 

Protection of lc.lentlflcatlon Medlc::t 

(1) Employees must take precautions to pre­
vent loss or thoft of pocket commissions, 10 
Cards, onforcoment badges, and othor typos of 
identificaticn media. In the hands of an unau­
thorized parson, these items have tho potential 
of bringing serious di~credit and adverse public­
ity to the Service. Identification media should 
not be left in unattended briefcases, unlocked 
desk drawers or automobiles, but should· be 
carried on the person. When not in use they 
should be stored in a locked container or loft 
with the supervisor. (See Exhibit 300-3 in JAM 
1(16)12, Manager's Security Handbook.) 

(2) Managers must counsel employees con­
cerning safeguards when th13re is a repeated 
loss of ID cards, pocket commissions, enforce­
ment badges or other ID media. (See lAM 
1 (16)51. 7:(1 ).) 

1(16)51.7 (2-1~7} 
Lost or Stolen Identification 
Media 

(1) If an employee's ID card or pocket com­
mission is lost, stolon, or destroyed, the em­
ployee will report this immediately, in writing, 
through supervisory channels to the local Secu­
rity Officer, explaining tho circumstances and 
recovery attempts. If en employee's enforce­
ment badge is lost, stolon, or destroyed, the 
employee will report this immediately in writing, 
through supervisory channels to the issuing of­
ficial. (See lAM 1(16)54.4.) These reports must 
be annotated by tho employee's supervisor 
with a statement concerning what disciplinary 
action, if any. was taken. A copy of field employ­
ee reports will be forwarded to the Rogional 
Inspector as soon as possible. A copy of Na­
tional Office employee reports should ba for­
warded to the Internal Security Oiv:sion, I:IS. 
The authorizing officer in the regions will ensure 
both that original reports on lost commissions 
and enforcement badges are kept in a separate 
file in order to make them read:ly available and 
that a copy of each repcrt is sont to Nation&l 
Office, PM:HR:F:S:PS. 
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(2) The recovery of any typo of iuentofocation 
medoa must be reported to thC:? •ssuing official 
and Inspection (if items wero reported to ln­
spoct:on as lust), so th<.~t loc:1l accountal.Hiity 
records may be adjuc;tod to reflocttt1o rocovery. 
1 flo recovuoull mullo<l may bu uotflur t.Jo~troycll 
or reissued, as appropriate. 

(3) In the case of a lost or stolen 10 card with 
a restricted area designator, the employee's 
manager will notify the manager of that restrict­
ed area. If an ID card is lost or stolen from an 
employee on an Authorized Accc~;s List, tho 
employee's manager will notify the restricted 
area managor. 

1(16}51.8 (To-?G-87) 

Supplies 
(1) In order to maintain an adequate supply of 

forms: 

(a) Regions will submit an estimate of 
Forms 6054, 6055, £i056,1owcr pocket commis­
sion inserts and maroon leather pocket com­
mission folders needed for the next fiscal year, 
by July 31st of euch year. Tho regions will con­
solidate the district and service centers esti­
mates. and submit the consolidation to the 
Chief, Physical Security Section, National Of­
fice, HR:F:S:PS. (See Exhibit 1(16)50-1 for sug­
gested format.} 

(b) All other forms will be requisifioned 
through the Centralized Inventory Distribution 
System (CIDS). Regions will dovolop a list of 
authorized persons and advise the appropriate 
distribution center. Only designated employees 
will be able to order ID media forms from the 
distribution centers. 

(2) Other supplies such as filrn, chnins, clips. 
etc. will be obtained locally. 

, (16 )51.9 (5--30-134) 

Mailing of 10 Media 
(1) When mailing ID media, cont~olled means 

must be used. 

(2) The Fac!lities Mail Coordinator should bo 
contacted for the proper method of control. 
Locations with Express Mail networks may uti­
lize that system. 

1(16}51.(10) (5-3()-84) 

Records and Accountability 
(1) Annually, the accuracy of the ID card, 

records will be audited and reconciled aga1· 
the numerical and alphabetical files on a sc.. 
p:o basis (See IRM 1(16)52.(11). Forrn Li665. 
Mot.Jia Review Memorandum, will bo used 
this purposo. Do not mail this form to tho ho• 
addru$s of tile omp/oyoo. (Soo Exhi: 
1 (1 6)50-3.) 

(2) Since every employee muy be authori:.: 
an ID Card, these records will be the prim 
records checked. The back of Form 6665, ao 
asks the ID card holder if they have a ooc' 
commission in their possession. This will e 
satisfy requirements in (1) above for poe'· 
commission5 and enforcement badgus. S 
Exhibits 1(16)50-2 and 1(16)50-3. 

(3) Form 1930, Custody Receipt for Gove, 
ment PropC:?rty, will be used when issuing any 
media, except ior the ID card. See Exhi: 
1(16)50-13 and Exhibit 1(16)50-15. Sinco t 

employee signs the form used to ma~e tho 
card, the receipt of the card is therefore con~ 
ercd acY.nowledged. Any local forms, that arc 
the same physical size and contain tho sa;· 
information as Form 1930, may be used. 

1(16)51.(11) (2-1~7) 
Recommencied Changes In 
Instructions And Procedures 

Input from all organizations involved in t 

implementation of any ID media program is~ 
licitod so that the Service will derive maximt 
benefit from it. To ~ccomplish this, all propos 
changes or additions to the program outlinec 
this Manual should be submitted through SUP< 

visory channels to the National Offit 
(PM:HR:F:S:PS). 

1(16)51.{12) (5-3()-84) 

10 Media of Other Agencies 

Under normal conditions, except in data P· 
cessing facilrties, the identification media US· 

by Government employees of other agenci 
should be honored lor entry of the bearer, d. 
ing working hours, to Service offices for effie 
business, unless circumstances cast some r" 
sonable doubt on the nuthonticity or validity 
the media, or the mat.:hir;g identity or auth01 
of the bearer. 

1(16}52 (5-3()-84) 

identification Card 

pocket commission and enforcement badge MT 1(16)00-79 1(16)£ 
IR~· 
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1(16)52.1 (10 ;•(; C!) 

General 

(1) 10 earth wolll>o issuod u! t11u di!icrution of 
tho Regional Commissioners. District Directors 
and Reg1onal Counsels for their respective orn­
ployec,s. Local Directives will take into consid­
eration tho: 

(a) m•ods of employoes in off1cial tr;wol 
status; 

(b) community roquirorncnts for ornploy­
mont identification in the check cashing pro­
coss in an effort to minimi:lG omp!oyoo inconve­
nience; and 

{c) local security needs. 

(2) The use of a personnel identification ~ys­
tHm is necessary in locations whcro strict entry 
cont1cl is required. Systems vary betwoen just 
carrying a photo identification card to tho re­
quired wearing of same at ~II times while m ttw 
facility or aroa. 

(3) In order to maintnin the integrity, respect, 
and acceptance of this In card, much effort will 
have to be expended to make certain that unau­
thorized personnel never havo access to tho 
card stock and equipment, that an employee 
never has more than one ID card in their pos­
session and that cards are recovered from per­
sonnel woo leave the Service. 

(4) The torm "ID card" or "card" instead of 
ID badge or badge will be used to avoid the 
possibility of confusing the law enforcement 
badge with the ID card. 

(5) The term "10 card unit," or "10 badge 
unit" whenever referred to means the Security 
function for the issuing office. 

1(16)52.2 (2-fP-87} 

Responsibilities 
(1) Tho Director, Facilities and Information 

Management Support Division, is responsible 
for planning, developing and over a !I direction of 
the program to provide a multi-purpose identifi­
cation card for all Service employees. 

(2) The Chief, Facilities Management 
Branch in the region, is responsible for direct­
ing, monitoring, and evaluating the personnel 
identification program, its operations and pro­
cedures in his/her region. 

(3) The Director, National Office Resources 
Management Division. is responsible for main­
tenance and control of the program at tho Na­
tional Office; and for directing. monitoring and 
evaluating the personnel identification pro­
gram, its operations and procedures in the Na­
tional Computer Center and the Data Center. 

1 (16)52.1 MT 1(16)00-79 

(tl) Ttlo Chl(•fs of tho Socunty function in tho 
regions, sorvico cont0rs, Data Center, and Na­
trona! Con1putor Con tor and tllo di~lrict Security 
function aru rogponsiblo for tho maintononco 
and control of tho program withrn their m~poc­
tive Rreas of responsibility. 

(5) Chiefs, Personnul Branch, are rosponsi­
blo for furnishing tho card units information nec­
essary to onsuru that all now Internal Rovonue 
Service omplcyoos obtain an ID card, wtro1 e 
required. 

\G) All supcrvis::H s have the respons:bility to: 
(a) dutermine that employees ur:der their 

supervision are i::;sued ID cards and wea~ their 
ID cards proporly at all tim•.Js whilo in a contcr, in 
a!l restricted areas in districts and regions. and 
other olficos as spocifiod by local mnnage­
ment. See IRM 1(16)52.4, for proper method of 

. woar1ng card. 
(b) colloct the ID CRrds of intermittent em­

ployoos: employees who resign, rotiro or trans­
fer; employees placed in nonwork status. i.e., 
seasonal, indefinite, LWOP. and WAE, on thoir 
last workday and send them to the Security 
func~ion for disposition per IRM 1(16}52.(10):4. 

(c) determine that only authorized pe~son­
nel are in· the work area for which they Etre 
responsible, and immediately challenge the 
presence of suspected unauthorized persons 
in their area; 

(d) request replacement tD cards for their 
employeas; and 

(e) inform all employees under their con~ 
trol of tho importance of good security 
practices. 

(7) All employees and other persons issued 
ID cards are responsible for: 

(e) safeguarding their ID cards; 
(b) wearing their 10 cards properly at all 

times during working hours when required (see 
IRM 1(16)52.4 for proper method of wearing 10 
card); 

(c) promptly reporting loss of their ID cards 
to their supervisor; 

(d) immediately reporting to their supervi­
sors tho presence of unauthorized personnel in 
the work area; and 

(e) turning their ID cards in to their manag­
er when placed in non-work status or upon 
termination of employment. 

(8) If an employee without a photo ID card is 
detailed or travelling to another facility that usas 
the photo 10 card system, then he/she MUST 
BE ISSUED A PHOTO 10 CARD BEFORE RE~ 
PORTING or they will bo treatod as a "visitor". 

IR Manual (Nolrt page is 1(16)00-26.1) 
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1(16)52.3 I? l~l ~!.") 

Description And Use Of ID Card 

(1) Ttw IriS 10 c~rd rs do~.1gnec1 ilfld 1:; autho· 
rizo::l for 11se as follows: 

(i.l) vrsual IU for entry control 1nto ~II 111S 
of:ic.-!s; 

ttJ) f.H.:rsonal 10 for Serv1cu ern~loyees; 
(c) entry conlr~l for ccnturs (including ex­

ternal perir.1e:ers), region, and district offict' re­
stricted <Hc?.s; and 

(d) term1nal <Jccess c.wthorization on 
eqUipment to be onll~tnccd for ~;UI::h c;,rmbil'ty in 

the future. 

(2) The ID card 1s the ::;<Jme ~;izo <Jnd has the 
appearance of a standard plastic credit card 
(sec Exhib1t 1 ( 1f3)SO-!i): 1! is fac1l1ty identified by 
use of o:1e or two digit location codes (see 
Exhibit 1(16)50-9); serially numbered by each 
issuing facility (region, district, or center) at time 
of issue; color coded to indicate whether tho 
person wearing 1t is a Ft:deral employee (white 
card) or a non-Federal individual (red card). 

(3) All ID cards have a magnetic stripe af­
fixed to the back which allows encoding of cryp­
tocoded information. This permits the card to 
be used as a card key to open doors and/ or gain 
access to computer terminals. The back of ttle 
ID cards for IRS employees is printed in blue 
and has the words DEPARTMENT OF THE 
TREASURY, INTERNAL REVENUE SERVICE, 
a warning against misuse, a return address and 
a large IRS seal in blue in the background with 
the words INTERNAL REVENUE SERVICE 
around the outside of the seal. ID cards issued 
to other than IRS personnel will have the warn­
ing and a return address. but will not have the 
words DEPARTMENT OF THE TREASURY, 
INTERNAL REVENUE SERVICE, or the sflal. 

(4) the front of the 10 card has a color photo 
of the individual to whorn issued, their typEld 
name, signature, one or two digit location codes 
followed by 10 card number, and date of issue. 
The data area on IRS employee 10 cards has a 
large IRS seal in blue in the background with the 
words INTERNAL REVENUE SERVICE around 
the outside of the seal. The photo and data on 
the front of the 10 card contains on an instant 
type composite picture. The upper 60 percent 
of the percent card is the photo area and the 
lower 40 percent is the data area. 

(5) All IRS employoes to be issued an 10 card 
will be issued a white photo ID card clearly 
marked on front and back to identify the individ­
ual as an IRS employee. Other Federal employ-

oos who work at IHS locations whure th( 
m~st bo worn. will be issued whito phc: 
car d!:i, bul ttw::-8 will not identify tho individ. 
a IRS empioyet'. All non-Fedora! ;HHS<. 

who oro authori::cd to enter a center or 
restricted area. on a rcgul~r bas:s wrll be i! 
a red rlloto !D card. f.lod pl1oto cards, incJ. 
those issued ro guards, cannot be rem 
from tho faolity. 

(Cl) Tresinees assigned to IRS under r 
the v~Hiou:> work training progra~s fin:1nc 
the Department of Labor, ttle Depar.mt 
H(!;;lttl and Human Scrvic.es and Compr· 
sive Employment and Training Act (C 
traine0s assi!;ned to IRS under a host-en 
relationship, may be issued a whit.:? caH 
tJoos not iLicnlify tho individual as ar 
employee. 

(b) Personnel hired directly by IRS 1 

the Federal Summer Aide Program, the St: 
School Campaign, the Federal Summer ! 
Program, and the Federal Junior Fello\ 
Program; temporary appointments of 90 
or less, 700 hour appointments, intermit! 
When Actually Employed (WAE's); ant 
counting students appointed under the C. 
erative Work Study Program cr the IRS Scr 
ship Program for Accounting majors aR 
employees and may be issued. at local o; 
white ID cards clearly marked on front and 
to identify them as such. 

(c) Should difficulty be encountered t 
ticipated in recovering cards from an~' c 
types of employees mentioned above ir 
and (b), local management may elect to 
non-photo, rather than photo cards to sucl 
ployees, or establish a procedure restr · 
removal of their photo cards from the fc: 

(6) Fedora! employee visitors on officia: 
ness to a center or other restricted area w: 
not have an ID card with the proper encodi. 
the magnetic stripe, will be issued a white 
photo ID card, with the word VISITOR or 
COAT ONLY as appropriate, (see text 2 
IRM 1 (16)41 Physical Security Hondboc 
place of the photo 10 card. Frequent Fe 
visitors to a center or other restricted are< 
be issued photo 10 cards; however, co, 
shall be established for the issusnce, usc 
return of the 10 card upon complurion of 
visit. In centers, the GSA buildings man; 
and their assistant(s) and Federal Prot(. 
Service supervisory personnel may be all. 

MT 1(1G)00-78 1(16)~ 
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to r~.:t<1•n tho1r c;~rJs prov1cleci th<' nc:cess~ry 
iiCIIOfl C:lll illld 1:. l;lkt'rl to i!~.:...llft! ltlal Ill• .. ' L;trJ I!> 

t(~Coverl'Cl upon ~~~=·•qn;Jt•on. tf~rn11n;~t•on. rt~lliO· 
lllt.'llt. dt•ath or l~Jtl:.f<•r of IIH• ~H>Idvr 

(7) Non-r <'ll<:r<d v1~.11u~:. to a rl>:,lr•clf•d are;1 

w•ll t.Je ISSU<!d il HcJ IIUII·photo ll) card V.i!ll ltH! 

word VISITOFl or ESC0f1T ONLY. as iif:prOpll· 

<lte 1r. place ot tiJC photo. 

(0) Por:-onncl pnrmanently aSSIUill~d to a ro· 
stnctcd ore<1 wl10 forget or lose t~lL'ir ID c;.~rd wdl 
be issued nn appropna!e non-photo 10 card 
with the abbreviation "TEMP" on the front in 
place of the photo. 

(9) TEMP, VISITCH <md ESCORT ONLY ID 
c..:urllz w1ll bo numbered sequc.mtrally anJ tJo 
preceded by the issuing office's location code. 
They w1ll be prepared by eact1 card ur11t rn the 
same manner as any card, except :hat the ap­
propriate words TEMP, VISITOR or ESCORT 
ONLY wiil be photograr;hed. Letters should be 
of sufficient height so that they wi!l till up avail­
ab!e space. 

(10) TEMP, VISITOR and ESCOFlT ONLY 10 
cards cannot be removeo" from the issumg facil­
ity and should never be used as access authori­
zation to a facrlity. They must be returned when 
the individual departs tl>o center or the restrict­
ed area. 

(11) Regional Inspector and Regional Coun­
sel personnel will be issued ID cards by the 
Security function agreed upcn by tho appropri­
ate managers and the regional Chief, Security 
function. 

1 (16 )52.4 (5-J~.J) 

Wearing Of 10 Cards 
(1) All persons will wear an 10 card while in a 

center including the "off-site" space ar.d cafo­
teria, in restricted areas in districts and regions, 
and in other areas as directed by local 
management. 

(2) 10 Cards will bo worn wtth an approved 
clip fastened to either an it£>m of clothing or to 
an approved chain worn around the neck or in 
an approved transparent plastic card holdor. All 
cards must be worn above the wai5t (on the 
torso) in such a manner that the photo is clearly 
visible from the front at all times. Exceptions to 
those instructions for reasons of health, safety, 
or religion must be app:oved by the em;Jioyee's 
supervisor and the Chiof of the Security 
funct.on. 

1(16)52.3 MT 1(16)0~78 
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I (16)52.5 (2 1!1 R:) 

Restricted Areas Designators 

(1) /,cct::,s 1o rc:.fr1c!od arr~a:.; wit11111 cc~ntvrs, 
d1~tnc ts. <Hid rc~.Jion:; wdl I.Je conlroli<.'d as set 
forth 111 [,:tliiHt ,00-1 ollf1M 1(1(;),1, Pt1yS1Cal 
S<:Cullty H<tr1diJuok 

(2) ID C<HcJs uf rncl•viJuals authorrLecJ to entf'r 
rc:;tricted ar c;,s w;ll hnve 01 number or letter 
corrcspomlHig to that arco in H1o lower right 
corner of tile photo mscrt c:n tt1e lront of the 
card. In addition. tt1e b<1ckground color in tt'•e 
photo area will l>f' ye!low (sec IRM 
1(16)52.5:(2)(<1) and Exhibit 1(16)50-!.J). It is por­
m•~;SI!Jio to have two rrumb('rs on n Cilrd (i.e., 
!:3r anch Chief, Rc::;earch Branch could h:wo 5-6; 
computer lrhrnry personnel authori.zou to onter 
computer rc1om could nave 2·3). There is insuffi­
Cient room on tile cnrd to h<:ve more than two 
numbers. 

(c.). Service Center restricted area code 
designators are as follows: 

1 all restricted areas (Form 5520A) (only 
the center drroctor nnd assist<lnl director can be 
given this number)-1 

2 computer room (Form 55208)-2 
3 computer library (Form 5520C)-3 
4 extraction, clearing and deposit, and 

RPS areas (Forrn 55200)-4 
5 returns files (Forrn 5520E)-5 
6 all areas containing accounts and re­

tention registers on microfilm (Form 5520F)-6 
7 Automated Examination System aiea 

(Form 55201)-7 
8 remittance processing areas (Form 

5520G)-8 
9 Protective Console Room (Form 

5520H)-9 

(b) District restricted area code designa­
tors are as follows: 

1 All restricted areas (Form 6028A) (only 
the district director and assistant director can 
bo givon this lottor}-A 

2 Consolidated Files Area (formerly 
Centrtllizod Sorvices} (Form 60288}-8 

3 Automated Collection System area 
(Form 6020C)-{; 

4 /•.utcmated Collection/Examination 
system ar<::a. computer roorn and Tape Li~rary 
(Form 55.208)-2 

(c) National Computer Center (NCC) re­
stricted aroa codo rlcsignators are as foilows: 

1 all restricted areas (Form 5520A) (only 
the center director and assistant director can be 
given this number)-1 
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2 cornpull'r room (rrmn ~rJ?OIJ)-2 
3 computt:!r library and aroas cnnta1n1ng 

accounts and retention rcgi~.tcrs on rn1crof1!m 
(Form 5520C)-3 

4 N 0 C F c o rn p u t o r r o o m ( F o r rn 
55208)-2 

5 N 0 C F co m p u t e r l1 b r<H y ( F or m 

5520C)-3 

(d) Data Cf.mtcr (DC) re~.tricted area code 
designators are as follows: 

1 all restricted areas (Form 55201\) (only 
the center rlircctor and nss1~;tant d1rcctor can !JO 

given this number)-1 
2 computer roorn (Forrn :>5208)---2 
3 computer library (Form 5520C)-3 
4 Error Resolution Soctron Document 

Storage Room (Form 5520T)-T 
5 Third Floor Milii/Rcceipt Room (Fo~rn 

5520U)-U 
6 IV Phase computor room (Form 

6028R)-R 

(e) Regional office restricted area code 
designators are as follows: 

1 Automated Collection Systom arna 
(Form 6028C).-C 

_" 2 IV Phase computer room (Form 
1 6028R)-R 

3 Automated Examination System area 
(Form 6028G)-D 

(f) Tho number or I(Jt!er authorizing access 
to a particular restricted area will be printed on 
tho Form 5519, 5520, or 6028. These identifiers 
can also be added in the field by using pressure­
sensitive vinyl plastic letters such as 3/4' black, 
Helvetica Caps. & Numbers. see Exhibit 
1(16)50-11. 

(g) Managers will undoubtedly desire to 
have areas other than those indicated above 
established as restricted/secured areas. This 
can be done without approval from the National 
Office, unless it is desired to have a letter, num­
ber or symbol added to the ID card to indicate 
authority to enter tho area. If a designator is 
desired on the badge, a request for same must 
be submitted through channels to the National 
Office (PM:HR:F:S:PS) (see also IRM 
1(16)51.(11)). 

(3) If the Automated Collection System area 
or Automated Examination System area is to be 
a controlled area instead of a restricted area. 
and the 10 card used as an identification device 
within the 'controlled area'. then the indicated 

1(16)52.6 r:•--1!1 Ill} 

Issuance Procedures-

(t) II tho authorizing official (IRM 1(16)53.~~ 
determines that an 1D card is to be issued, th( 
following procudures will bo followed; 

(a) All photo ID cards will bo issued by ttu 
appropriate Security function in the N<ttiom: 
Otfico. region, district or center. A record will b< 
maintained on every ID card issued. (See IRII.: 
1(16)52.(11).) 

(b) Unloss an exception oppli~.:'S (sco IR!\-
1(16)52.3:(5)(b)) Service ernployc-es, excep 
t!1osc on non-work stD.tus, will be issuod a photc 
ID card. In locations with 10 card equipment 
employees and recalled soa~onnls will be is 
sued a photo ID card on their first day of duty 
Loc<\lions without 10 card equipment may as 
sign non-photo cards to employees p~nding th<· 
issuance of photo 10 cards. Non-photo cardt 
may not be removed from the facility-see I AI\' 
1(16)52.(10). Employees will complete Items 1 
2, 4, and 5 on Form 5520, "IRS !dentificatior 
Card R~quost" or Items 1 through 5 on Forn 
6028, '"IRS Identification Card Roquest for Re­
gions and Districts," as applicable (see Exhibi; 
1(16)50-6). An appropriate supervi~or in Per· 
sonnel Branch or the employee's .supervisor 
wril verify information. comploto Items 3, and 6-
10 on Form 5520 and items 6-10 on Form 6028 
If the employee is to be authorized access tc 
restricted areas outside the control of their su 
pcrvisor, the Branch chief responsible for thf 
restricted area must cosign the card reques~ 
form. 

(c) GSA employees and any other Federa 
persons who are assigned to a center will bE 
issued a photo 10 card on their first day of duty 
These individuals should complete Items 1 
through 6 on the front and Items 12 through 15 
on the reverse of Form 5519 "Non-IRS Identifi­
cation Card Request" (see Exhibit 1(16)50-6) 
The appropriate supervisor will verify informa­
tion, and initial in Item 8 indicating their approva 
for issuance of an ID card and will onsure tha· 
tho 10 card is returned to tho local Securit~ 
function en the last workday of the employee.- I· 
1~10 non-IRS Federal employee is to be giver 
unescorted access to a restricted or securoc 
area, the Division Chief concerned or his/he: 
assistant must complete and sign in Item 7. Th£ 
Security Officer or assistant, will also sign as th( 
Authorizing Official in Item 8. 

designator MUST be used. MT 1(16)00--78 1(16)52.€ 
IR Manuo 
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(d) Supervisors at centers who have ven­
dors. route persons. repair porsons. ole., vt~~·•· 
ing them on a recurring basis wilt be respon~iblc 
lor obtaining rod photo ID cards lor tt1oso indr· 
viduals. The individual will comploto \terns 1 

through 6 on tho front and ltoms 12 throuuli 15 
on the rovor~e side of Form 5519. Supervisors 
wrll initial in ltom 8 indicating thoir approval for 
the issuance of an ID card. If the non-Federal 
individual is to be given unescortod accos::; to a 
Restricted or Secured area, the Division Chief 
concerned or their assistant must complete and 
sign in Item 7. The Security Officer will sign as 
the Authorizing Official in Item 8. 

(e) District and regional offices mny use 
the same procedures outlined above in IHM 
1(16)52.6:(3) and {4), for GSA omployocs, ottH~r 
Federal persons. vendors, repair persons, etc. 
However, if this is impractical, these personnel 
may be processed at restricted area entrances 
as Federal and non-Federal visitors (see IRM 
1 ( 16)52. 7). 

(f) The procedures set forth in paragraph 
(d) above will also be followed in the issuing of 
re>d photo ID cards to ccntract guards, cafeteria, 
cleaning, and all other non-Federal personnel 
permanently assigned to the center. 

(g) The type of card to be issued to IRS 
omployel;js, other-Federal employees and to 
non-Federal personnel is specified in IRM 
1(16)52.3, and no exceptions can be made with­
out advance approval from the Facilities and 
Information Management Support Division, 
PM:HR:F, National Office. 

(h) Division chiefs and heads of non-IRS 
groups (GSA, guards, cafeteria, cleaners) at 
centers, regions and district restricted areas 
must be required to furnish a memorandum to 
the Security function listing the namt3 and orga­
nizational element of the supervisors author­
ized to request an identification card for an 
employee. When completed. 10 card requ~st 
forms are received by the Security function, the 
signature element of the supervisor will bo 
checked by using the personal 10 card request 
form on lito lor that supervisor or tho acting 
supervisor. 

(i) The data area on the left end of Form 
5519, 5520, and 6028 under the heading, "Se­
curity Function Use Only," will be completed by 
the Security Clerk using, if possible correcting 
typewriter, with 10 pitch and a typing element 
designated, "Orator," 10 pitch. Any typewriter 
that will give equivalent size letters and spacing 
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between letters can also bo used. Tho followmg 
proce>durcs wtll be followed: 

1 Namo-Tho first name, mtddlo inttial 
and last name wrll bo typud tn upper case and 
slightly above the line. o.g., EDWARD W. 
SAMPLE. 

2 Card Number-Soo IRM 
1(16)~2.(t 1):(3) and Exhtbit 1(16)50-9. 

3 Date of lssue-Nurnbcrs will bo used 
to indicate the month, followed by the day and 
year, for example, if an ID card is issued on 
November 12, 1980, the date should be indicat­
ed as 11/12/80 or 11-12-00. 

4 The signature must be wit!1in the width 
of the signature line. 

1 (16 )52. 7 (5-JCHI.J) 

Procedures For "isitors 10 Cards 
(1) In offices or areas where wearing the 10 

card is required, visitors will report to the recep­
tion desk in centers, or control points in districts 
and regions. and will be issued an 10 card. Tile 
receptionist I guard or rcsponsibie employee at 
the reception desk or control point will: 

(a) verify tho visitor's authority and 
cred~ntials; 

(b) wili make the necessary entries in the 
"Visitors Registration", Form 5422; 

(c) issue appropriate 10 cards; and 
(d) instruct recipient concerning the prop­

er procedures for wear, use, and turn-in of the 
10 card. 

(2} Authorized IRS personnel visiting a cen­
ter or restricted area on official business will be 
issued a visitors card for that facility/area. At 
the option of the local Security function, the 
visitor's own card will be exchanged for the 
"local" TEMP card for the duration of the visit 
(see IRM 1(16)52.(13)). 

(3} Authorized IRS personnel visiting a re­
gional office, district office, or centers on official 
business for a week or longer, who require ac­
cess to a restricted area, may be issued a photo 
10 card by the visited office with approval from 
tho appropriate local management official(s). 
The visitor's own co.rd will be exchanged for the 
"local" photo card for the duration of the visit 

1(16)52.8 (5-30-84) 

Forgotten Or Lost Cards 
(1) Employees reporting for work withoUi 

their 10 card (in offices or areas where wearin~ 
the 10 card is mandatory) will report to the re 
caption desk in centers or control points in dis 
tricts and regions. The receptionist/ guard will 
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(a) havo the ornployl:e compiL•te Form 
4589. Lo::.t or Forgotten 10 Card F!ecord. If tllo 
c;1rd is notloca:cd within 5-7 days, p1 occduros 
for ~~suinn a roplaccrnent 10 C<HtJ, lnM 
1(16)52 9, w11l be 1n1tiated; 

(b) havo ltv..! employcu's ~;up(!rvtsor como 
forward and tdL'rt!lfy the employeo <llld !;iyn tho 
Form 4589. Only a supervisor or e~ctin~1 supervi­
sor can sign Form 4589; 

(c) issue the employee an appropriate 
"TEMP" 10 card; and 

(d) forward tho completed Form 4~·89 to 
the Security function. 

(2) Employees at all otl1er locat1ons who lose 
their lD cards will complete a Form 4589," Lost 
or Forgotten 10 Card Record." The manager 
will forward tho Form 4 589 along w1th the appli­
cation form for a replacement 10 card (Form 
5520 or 6020). to the Security function. (See 
lAM 1(16)52.9) 

(3) If an 10 card with encoded information is 
lost. the appropriate Center Security Officer 
must be notified immediately. The Security Offi­
cer wilt immediately invalidate the card in the 
.co11trollod access system (whcro applicablo). 
At locations equipped with a security computer, 
the Security Officer will obtain a printout report 
from the security computer showing any activity 
involving the lost card since it was last known to 
be in proper custody. (Any improper use identi­
fied will be evalueted by the Security Office, and 
referral mado to Inspection if appropriate). 

1(16)52.9 (1~25-87} 

Replacement Of Cards 
(1) Supervisors will submit an applicable 10 

card request (Form 5519, 5520, or 6028) to the 
secur:ty function to obtnin a replacement photo 
10 card when the: 

(a) 10 card is lost (a wait of 5-7 . days is 
usually appropriate to make sure the card is lost 
and not misplaced) (see lAM 1(16)52.8; or 

(b) card holder's name changes; or 
(c) card holder's picturo doos not accu­

rately represent the card holder. 

(2) If the 10 card becomes worn, damaged, 
or the photo fades, the data card on file may be 
used to make a new 10 card. Supervisors need 
not submit a request for this action. 

(3) If an 10 card is lost or stolen, the Security 
function will annotate this face, and the date of 
occurrence, on the back of the 10 request form. 
Also. the date will be posted on the Form 5903, 
Numerical Card Record. Tho lost or stolon 10 
request forms will be filed in a doad file, in 

alphal•ettcal order. by -:alcndar year. An 10 c~ 
r.umt){:r w·ll not bo reu~ocllor at loast one y< 

P.flt:r '' was reported lost or stolon. 

(4) WtJCn a lost 10 card ha:; boun roplac, 
<md 11 is subsequently found and returned tot 
Security functiOn, It will bo du~troytld and t 
records reconciled. 

1(16)52.{10) (2-19-87) 

Return of Cards 
(1) Non-photo 10 cards may not be remov 

from the facility. Individuals issued non-ph' 
10 cards will return them at the close of oa 
workday. Issuing points for non-photo 10 car 
will inventory such cards once every twen 
four hour~. using Form 6662, Daily 10 C<.. 
Inventory Report. If any are missing, immedi< 
recovery action will be taken and the Secur 
iunclion will be notified if recovery attempts f; 
(See Exhibit 1 (1 6)52-3 for example of com pl­
ed form.) Frequently, visitors and pcrsonr 
who have lost or forgotten their 10 card will w<, 
to exit out of a door other than the ono wht 
they were issued the non-photo 10 card. A~ 
sorvico to the individual concerned, local p1 
cedures can be established whereby U 
guard/receptionist or monitor on d~ty at t 
door the individual elects to exit can collect t: 
10 cards and return them to the issuing pc 
(i.e .. at a centor the guard could return them 
the main guard control center, which in turn c 
return them to tho proper control point.) 

(2) The Security function and appropriate~ 
pervisors will need to closely coordinc.te 
make sure that non-IRS Federal personn-. 
who separate or transfer from the issuing c 

fico's jurisdiction, return their 10 cards on th. 
last workday. 

(3) Managers are responsible for initiati 
the employee's separation clear.:nce form · 
that the security function may collect the 
cards, if issued, of employees who separa· 
are furloughed or are transferred out of th 
jurisdiction. In service centers, where It is CO' 

mon practice to notify seasonal employees tr 
they will not work next week but the wae.k aft. 
the manager will collect these cards on t. 
employee's last workday, and forward su, 
cards to tho Security function before the clo 
of business each Friday. (See Exhit 
1(16)50-8). Recovery of an 10 card on the doc. 
of an employee should be arranged through t~ 
Personnel Office. Under these circumstanc£ 

MT 1(16)00-79 1 (16)52.(1 ( 
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1(16)52.(12) (!> .10114) 

Auditing and Reconciling 
Numerical and Alphabelical Files 

(1) 1-.tle<~st <~nnually. the issuinq ID care! unit 
will bv r~~~pons•lJh.! lor auth\11\(J ;HH.J recor•c•hnq 
the numerical <tno ~lphabel•cal fik'~ ~;:h each 
ottwr <:~nd !or vur~fying their accuracy Of tracing 
a random sample ("x" nurntJer) of the c,utstand-

~ ing 10 cards to t~1e 10 card holder. See Exhibit 
1(16)50-3. 

(a) Cbj8ctivcs-10 cmds are s;:~mpled in 
order to: 

1 maintain t~o int(·g~•ty of tt1c 10 c~rds; 
2 assure tllat no one possesses moro 

than one 10 card; 
3 assure tt•at 10 carrls arc recovered 

from personnel who leave the Internal Revenue 
Sorvico; and 

4 make certain that unauthorizod per­
sonnel do not have access to badge stock and 
equipment. 

(b) Expected Sample Size-the expected 
sample size is approximately 7,600 10 cards for 
employees working for the Internal Revenue 
Service nationwide during each calendar year. 

~ See (~;h~~~~:)::-c~dure--the sampling will 

take place annually at a suitable time for the 10 
card unit of the Service. The Security function 
will be responsible for performing the sampling 
by using the following procedures: 

1 Selecting the first 10 card from tho al­
phabetical file that corresponds with the ran­
dom start. The random start for each 10 card 
unit of the Service is shown in Exhibit1(16)50-2. 
Example: if the random start is 2. then select the 
second 10 card in the alphabetical file .. 

2 Selecting the "X" numbered 10 card 
thereafter. until the complete file is sampled. 
Example: If X= 10, then you will select tho 12th 
10 card, 22nd 10 card, 32nd 10 card, etc. 

3 Fill in the information for the sample 
selected 10 cards using Form 6810, 10 Media 
Recap Sheet (Report Symbol: N0-1(16)00-1 
(formerly NO-RM:S-1), see Exhibit 1(16)50~. 
Enter the line count number, 10 card number, 
and name of the 10 card holder in the appropri­
ate columns. Then send to the employees 
POD. Form 6665--10 Media Review Memoran­
dum, to each name you have listed on your 10 
Media Recap Shoot. DO NOT MAIL TO EM­
PLOYEE'S HOME. When the Form 6665 is re­
turned to you, indicate on the Recap Sheet if the 
individual is presently within the Security func­
tion's jurisdiction; has accounted for their 10 

C<:~rd; was isSUlld a Pockot Com.m,ssion (PC). 
and •ndicato PC number. If the individ~al wa~ 
tr:m~.fwwd 01;t c.,! the S•Jt.uflty functi(m·~~ juris 
J,ction. was the 10 c;,rd recoverud-yos or no. 
w:1~ the PC turned in-yos or no. 

4 Provide the actual count of tho "silm­
pl0 tot;::!" taken and also the "populntion iotar· 
for all p!1oto 10 cards listecj in tho alphabetica: 
!do. 

5 Reporting procedure: districts am. 
cer~t(JI s wi!l-scnd their reports to tho rt.gio'1 

6 If Fom1 6665 indicates a Cl cniorco 
:-ncnt badge has boon issued, that in!ormatior 
should bo givon to the office having accounta· 
bility for Cl enforcement badgos. 

1 {16)52.(13) (5- 30-84) 

Official Visits to a Center /District/ 
Region Restricted Area 

(1) Internal Revenue Service personnel ir• 
the National Office and field offices who plan tc 
visit a center/district or region restricted area 
will take the following actions: 

(a) give the center/district/region restrict· 
ed area advance notice of the visit (See lAM 
1(16)52.3:(6) and 1(16)52.4); 

(b) ·be prepared to identify yourself by 
showing the facility guard or other designatec 
person your IRS Identification card; 

(c) contact the applicable Security func­
tion if there are any questions concerning secu­
rity procedures; and 

(d) be responsible for observing all securi· 
ty procedures which apply to facility employees. 

1(16)52.(14) (5-30-84) 

Instructions for Taking Photo for 
10 Cards 

(1) The Ions to forehead distanco must be 4C 
inches. 

(2) A light blue backdrop is used for non-re­
stricted area 10 card photos. 

(3) A yellow backdrop is used for restricts:: 
area 10 card photos, and a design&tor, alpha 
betical or numerical, must be used. 

(4) Posing-
(a) The individual should be seated ap­

proximately 45 degree:.; to the camera and pho­
tographed with their face looking directly at the­
camera. It is also acceptable to have the individ­
ual sit f:lcing directly towards the camera. 

(b) Individuals wearing eye:glasses shoulc 
turn their heads slightly to the right or left anc 

MT 1(16)00-78 1(16)52.(14} 
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rt rs pcrmrssrble to cut out tt10 plwto and y1vo 11 to 
ttw tilrnriy. ;"~lld n:turn ltlP rf.'rn<tindcr of ttH~ c:;ud 

to the Sccunty funCtiOn. 

(/) f1etunwd 10 cards on InS and non-IHS 
II'H!·IIdueils wiJo separate or tran:;fcr wr:l !Jc do· 
stroycd imrncd:ataiy. Roturned ID cnrds for em· 
ploye:•:s on non-work status may be f1led fer 
poss:bl(~ rouse, rf they :1ro in yood cond111cn If 
they arc 111 poor condition, they should bo 
destroyed. 

1 (16)52.(1 j) (~r-]0-8•:) 

Records ~nd Accountability 

( 1) Tho stocK of ID C<Hd request form~ must 
bo rigidly controlled. Inventory and destruction 
records will be m<:t1nta1nGd. 

(2} 10 cards w1ll be issued by a central point in 
the National Office. regional offices, centers. 
and some districts. L<!r£le districts may have 
more than ono issuing point. 

(3) Tho ··1o Card Number" ponion of oact1 
request form w1ll be completed hy each issuing 
pcint. Tho format of tho card number will bo 
1 1-111 1 1. The first two digits represent tho issu­
ing office's locat1on code. Soo Exhibit 
1 (1 6)50-6. The last 5 numbers are assigned by 
each issuing point. as follows: 

(a) Areas w1th central issuing points will 
assign numbers sequentially within blocks to 
specific categories (!RS employees, other fed­
eral e!'nployeE::s, ar.d non-federal personnel). 

(b) Districts with more than one issuing 
point will assign blocks of numbers to each 
point. For example, numbers 00001-10000 :...-= 

District headquarters issuing point: 
20000-39999 = large post-of-duty issuing 
point; 40000-€9999 = another large post-of­
duty issuing point: etc. 

(4) To assist in the timt:ly recovery of 10 
cards. the Personnel Branch will furn1sh tho 
issuing point a copy of each separated, trans­
forwd. or furloughed pcrsonnol actio:1 form. on 
a daily basis. An alternate procedure that as­
sures daily not1!1cation to the issuing point is 
acccptab:e. 

(a) Employee separation clearance forms 
will clear through the Security function (see JAM 
1(16)52.(10):(2) and (3)). 

(b) At least once a year. a comparison will 
be made of the ID card request forms in the 
active alphabetical file against a list of current 
employees showing those on active and those 
on non-work status in order to disclose names 
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{)f cnr;;loyoos wt:o dcpartocJ .,._,rtnout turning in 
ttoeir I[) CiH(IS. I he E•nployoo SorviciJ Rflcord 
r~uport (E SHR), i!; a docurrwntli!.itlng ull purson­
nel. This report may be usrld :o sa:i:;y this re­
qu:romont and may tlo obt;Jinod frorn your Por­
!.onnol Elmnch. (S.:::e IRM 1(16}52.(12)) Whore 
record~ haY(! boon ar.Jom<:tecJ via a computer, a 
match rn<~y be made r~gainst personnel's cjata 
baso. -

(5) Secunty functiorrs at each center will 
h~~ve GSA, guard company, cafeteria vendor, 
etc., furnish a IJst, annually, of their current em­
ployees. Those lists will uo chocked against 
outst;mding 10 cards. If individuals terminated 
w:ttlOut turning in 1t10ir ID cards, !110 Security 
lunction will contact the company and reque:;t 
them to rccovur tho 10 card. If tho ID ce>rd is not 
received w1tl1in two weeks, the Security func­
tion will contact the individual directry and at­
tempt to recover the 10 card. 

(6) The Security function will maintain both a 
numerical and alpllabotical filo on all photo ID 
cards. 

(a) Numerical File = Forrn 5903, Nurneri­
caiiO Card Record (A computerized listing is an 
acceptab!e alternative.} 

(b) Alphabetical File = 10 Request Forms 
5519, 5520, and 6028. 

(c) If an ID card is losr, stolen, or de­
stroyed, that fact will bo recorded on tho b8ck of 
the applicable ID card request form along with 
the date of tho occurrence. In addition, the date 
of tho occurrence will also be posted in the 
applicable column of the Numerical Card/ 
Badge Record. The request form for that card 
will be filed in alphabotical order in a dead file for 
the current calendar year with other request 
forms for ID cards that have be on lost, stolen, or 
destroyed during the calendar year. An 10 card 
number will not be roused until at least one year 
a:tor it has been reported lost or stolen. 

(7) Visitor's ID record will consist of "Visitor 
Register," Form 5422. This register must be 
reviewed daily by the receptionist/guard or oth­
er designated employee to determine that aliiD 
cards are accounted for. Discrepancies must 
be reponed immediately to the Security func­
tion. A complete inventory of all non-photo ID 
cards and an audit .of non-photo 10 card records 
shall be performed at least twice a year undor 
the supervision or the Chief of the Security func­
tion. See Exhibit 1(16)50-10. 
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not tool-.. dtrectly at tho camera, to avoid a reflec­
tion of their glasses~ 

(5) Polacolor 2. type 108-4680 papor b,1so 
film. must be u!>ed until lt)e plasttc IJase fdm is 
improved to tile point tt wdl not dtstort during 
I<Jrnination. lllis film can IJc outained by !110 
case from Polaroid Servtco Cenh1rs. 

1(16)52.(15) (2-!9-87) 

Protection and Disposition 
Procedures 

(1) The following listed items must at all 
times be under the custody and control cf an 
authorized IRS employee or locked in a security 
containtJr, oven if !n a Sf\CIIred area, unless 
more protection is specified: 

(a) unlaminated cards in stock (Forms 
6054, 6055, and 6056); 

(b) cards awaiting destruction; 

(c) IRS identification cards when not in 
personal custody of authorized holders; 

(d) "10 3" Camera (this do1.:s riot include 
the carrying case): ~nd 

(e) All exposed film, both useable and 
waste. 

(2) The alphabetical records required by IRM 
1(16)52.(11) and all versions of Forms 5519, 
5520, and 6028, both stock and completed, 
must always be under tho custody and control 
of an authorized IRS employee or locked in a 
security container. 

(3) All items listed in (1) and (2) above, ex­
cept equipment, when no longer required must 
be destroyed in accordance with text 345.32 in 
IRM 1(16)41, Physical Security Handbook. 

(4) Tho control and security of 10 card sup­
plies, records, and equipment will be the direct 
responsibility of the Security function. 

(5} The purchase of replacement equip­
ment, equipment repair service and all supplies 
should bo made by the facility in accordance 
with local instructions. 

1 (16)52.(16) (5-30-84) 

Protection of Encrypted Data and 
Passwords 

(1) The following instructions pertain to any 
center or office that uses the magnetic stripe on 
the card, card readers, electric locks, and a 
mini-computer to control entry into restricted 
areas. 

(2) Concurrent with oncodtng, tho holders of 
tlloso cards wtlll>o given a four digit password. 
(Card read- rs will have a key pad which will 
rorJuiro entry of proper password along wtth 
proper card to gain entry.) 

(3) At the time tho ID card is. encodod and at 
loast onco annually thereafter, the holder must 
be given a security indoctrination ccvering the 
following: 

(a) The password is secret in nature, indi­
vidually assigned, must be committed to rn(;';no­
ry and must never be written down. It cannot be 
passed on to nnyone. Everything possible 
should bo done to prevent anyone from lcnrn­
ing your pa.;sword. Should you forget your 
password, you will have to contact your local 
Security function to find out what it is. 

(b) The encrypted data on the magnetic 
stripe is secret in nature. The 10 card must he 
kept in the holder's possession at all times. 
Should you not do so, it is possible that some­
one could ascertc.in the information encoded 
on the stripe and use it to the detriment of the 
Service. (Devices exist that can be worn like a 
wrist watch that permit the "skimming" of infor­
mation from a magnetic stripe in a second.) 

(c) If the 10 card becomes lost or you sus­
pact that tho password has been compromised, 
or that someone may have skimmed the infor­
mation off the magnetic stripo, you should im­
mediately notify, through your supervisor, the 
Chief of the Security function. 

(d) If your card allows you to enter a re­
stricted or secured area, you are responsible 
that no individual follows you through a door to 
such a rostrictod or socurod aroa. 

(4} Security indoctrination, as set forth 
above, should be reduced to writing and given 
to the employee following the verbal 
indoctrination. 

(5) 10 Card unit employees must be instruct­
ed that the listings of 10 digit numbers encoded 
on cards and the passwords must be protected 
at all times. These listings must either be under 
the personal observation of an authorized em­
ployee or locked in a security cabinet. If it be­
comes necessary to mail a listing of passwords 
or 10 digit numbers, Express Mail or Registered 
Mail will be used. 

1(16)53 {~30-84) 
1 {16)52.{14) MT 1(16)00-78 Pocket Commissions 

IR Manual 
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1 ( 16)53.1 (2- ',. -87) 

Authori1ed Use 
Pocket Commissions will be issued only to 

thoso employees wllo aro reqlJired to prose: .1 

proof of their authority in the performance of 
thotr day to day official duties. W1th the o"cop­
tion of their usc by lnspect10n, they are primunly 
1ntcndod to identify Service personnel to the 
public when dealing w1th tax matters. They will 
not be issued to omployees merely to identify 
themselves for tmnsacting routine businuss. At 
tho time of issuance tho employee should bo 
instructed to read Document 7098, Rules of 
Conduct. Misuse of pockot commissions is a 
violation of the Handbook and may be a viula­
tion of Federal Law (18 U.S.C. 499). 

1(16)53.2 {5-3(}-$4) 

Description 
(1) Pocket commissions aro categorized as 

either "enforcement" or "non-onforcomont" 
typos. Enforcement commissions conform to 
the format prescribed by tho Departrncmt of the 
Treasury for Treasury Law Enforcement Offi­
cers, and include those carried by Special 
Agents of the Criminal Investigation Division, 
Inspectors of tho Internal Security Division and 
the executive, managerial and supervisory offi­
cials of these divisions in tho National Office 
and the field. Non-enforcement pocket com­
missions are those held by all othor employees 
authorized in lAM 1(16)53.5. 

(2) The enforcement pocket commission 
consists of a blacf;; leather combination badge/ 
pocket commission case with cut-out on the 
outside for the enforcement badge. Inserted 
inside are laminated upper and lower pocket 
commission inserts. The upper insert contains 
the name of the employee. The lower insert 
contains the title, photograph, and signature of 
the employee, certification of authority, serial 
number, and handwritten signature of the au­
thorizing officer or District Director. The date of 
issue should be placed above the serial 
number. 

(3) The non-enforcement pocket commis­
sion consists of a red leather folder, embossed 
in gold on the outside with the Internal Rovenue 
seal, the words, 'United States Treasury De­
partment, Internal Revenue Service' and a 
straight line border. Affixed to tho inside are 
laminated upper and lowor pocket commission 
inserts. The upper insert contains the photo­
graph and signature of the employee. Tho lower 
insert contains the name and title of tho em­
ployee, date of issue, serial number, certifica­
tion of authority of the employee, and tho hand­
written signature.of the authorizing officer, Re­
gional Counsel, or District Director. 

(4) Each sorial number wall have a prof1x, 
cattng whoro tho pockot commis::..ion wa~ 
suod and ltte ~uff1x 'E' for onforcemont 
suffix 'A' for non-<'nforccment. Tho toll 
prc:frxos aro u~od: 

(a) Commissioner 
(L} Assi~tant Commissioner 

(Inspection) 
(c) Chiof Counsel 
(d) National Office 

(excopt those above) 
(e) Central Region 
(f) Mid-Atlantic Region 
(g) Midwest Region 
(h) North-Atlantic Region 
(i) Southeast Region 
(j) Southwest Region 
(k) Western Region 

(5) The pocket commission will be display 
only as prescribed in IRM 1(16)53.2:(2) a1 
1(16)53.2:(3). Protective plastic covers or oth 
adornments are not authorized. 

1 (16)53.3 (10-25-87) 

Authorizing Officials 
The Commissioner, Deputy Commissioner 

Assistant Commissioners, Regional Commi: 
sioners, District Director and the Chief Couns€ 
Doputy Chief Counsel, Associates Chi(lf Cour 
sel, and Regional Counsels, are the authorizir. 
of!icers for pocket commissions issued to orr 
ployees under their supervi5ion. 

1(16)53.4 (2-19-87} 

Issuing Officers 
(1) Regional Comniissioners and District D 

rectors should designate as issuing officers a~ 
propriate officials who will maintain suppli£ 
and records and process the commissions. 

(2) The Chief, National Office Property, St­
curity and Records Unit (PM:HA:N:FM) is tt: 
designated issuing officer in tho Nalivn< 
Office. 

(3) The Assistant Commissioner (lnspo: 
lion) is the designated issuing officer for <. 
Inspection personnel, Sorvicowide. 

1 {16)53.5 (I 0-26-87} 

Employees Authorized to Hold 
Pocket Commissions 

(1) Employees are authorized to hold pock, 
commissions if they hold positions with star 
dard titles as listed in Exhibit 1 (16)50-19 and a: 
in a classification series also listed in Exhil 
1(16)50-19, and meet the criteria in lA' 
1(16}53.1. 

MT 1(16)00-79 1(16)53. 
lA Man, 
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(2) Any pocket commission issued under ttl<~ 
above prOVi~·iOns Will benr one of tflu ollovn 
titles. 

(3) Pocket commissions issued to !lainnes in 
a coopPrativc CdHiculo (nltcrnating porioJs of 
full-time study on campus and full-tmw employ. 
m<Jnl Willi lntcrr•al novonuo Soivico) will bo 
rocallod and held in accordance with IFlM 
1 (16)53.0:(1 )(a) during period!; the trninee is not 
performing of1icial duties. 

(4) Recommendations for changos to this 
list should bo made by authorizing officials to 
tho Oir£ctor, Facilities and Information Man­
agement Support Division. 

(5) The Commissioner, Deputy Commission­
ors. Assislilnt Commis!;ioncrs, ncgionnl Corn· 
missioners, the Chief Counsel, Deputy Chief 
CounsC'I, Associates Chief Counsel, and Re­
gional Cou:1sels mCly authorize the issuance of 
pocket commiszions to other employees who, 
in the performance of their duties, arc required 
to present proof of their authority on a continu· 
ing basis. It is anticipated, however. that such 
instances will be rare in viow of the carelul 
se:ection of the titles in this list. 

(6) To keep the list of authorized pocket 
cor;1mission holders as current as pos::.ible, rec­
ommendations for changes in the list should be 
forwarded to the Director, Facilities and Infor­
mation Management Support Division, HR:F, 
National Office. 

1 (16)53_6 (5-30-84) 

Issuance Procedures 
(1) Managers will request pocket commis­

sions for authorized employees from the Secu­
rity function (See Exhibit 1(16)5(}-14). Autho­
rized employees (standard titles) are listed in 
JRM 1(16)53.5. The request will contain the 
following: 

(a) type of pocket commission; 
(b) name of standard title for employee; 
(c) employee's POD and phono number; 
(d) circumstances (initial or replace-

ment}--if lost or stolen, attach report; 
(e) manager's mailing address; 
(f) attach photo, if applicable. (See IRM 

1 (16)53.6:(3)) 

(2) If the cmployoo's title is not listod in Ex­
hibit 1(16)50-19, the manager will submit are­
quest to tho Security function which includes a 
justification for the employee's need for a pock­
et commission. The Security function will coor­
dinate the request with tho authorizing official. 

1(16)53.5 MT 1(16)0(}-79 

lA Manual 

(3) Photographs tor pocket commissions 
must l.Jo F/,.; · widu ·~ P/,6 · higt1 and pnntod on 
sin~JIU wcigt1t paper. 

(<.!) Photos made With the 10 card camera 
with tho IRS sc<tl, with any color background, 
and trimmed to !lw appropriate sizo. arc ac­
ceptablo. (Photo ~houtd bo t:1kcn with a fore­
llead di~tanco of ~() inches) 

(b) If 10 card camera or other IRS camr;ra 
is unavwbble. pflotouraphs may bo obtained at 
Government uxper1~;c. 

(4) Either ttw issuing officer's or th8 Oi::.trict 
Director's name should be signed in ink on tho 
lower insert. Rubber stamps or pre-printed fac­
simile signoturcs will not be used in liou of hand 
srgnatures. Authorization enabling others to 
sign in thoir own nam3 for their authorizing offi­
cial or the District Director's should be in writing, 
and in the possession of the issuing officer. 

(5) The insorts, after lamination, should be 
affi>:ed to tho folder in .such a mannor as to 
permit their later romoval without mutilating the 
folder. 

(G) When an tnsert for a pocket commi~~.ion 
becomes dirty or muti!ated, o~ the photograph 
foils to rese·mble the bearer, it should be re­
turned to the issuing officer for dostniction and 
r~placemont. 

1(16)53.7 (::!-1!)....87) 

Supp!ies 
(1) A supply of blank upp€lr and lower inserts 

and red leather folders will be maintained in the 
National Office Property, Security and Records 
Unit (PM:HR:N:FM) and in each regional and 
district office. Restocking supplies should be 
ordered once a yoar in accordance with JRM 
1 (16)51.8 

(2) In addition to the supplies listed above, 
Criminal Investigation and Inspection will main­
tain a supply of black leather combination 
badge/pocket commission holders. 

1(16)53.6 (2-ls;.-87) 

Disposition 
( 1) Pocket commissions are the property of 

the Internal Revenue Service. Immediately 
upon suspension or separation of an employee 
to whom a pocket commission has been issued, 
tho issuing officer must ensure that tho com· 
mission is recalled. Pocket commissions 
should also be recalled from employees trans­
ferring to other positions within the area of juris­
diction of the issuing officer or District Director 
when the new position is not among those au­
thorized in IRM 1(16)53.5. Disposition of re­
called commissions will be as follows. 
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(a) In ca~e of cxtr·nded lc•<Jve w1tl1t>ut pay. 
:tw comrn1s~ron w1ll l>e ht)ld pcndrny the Cln­
ployec's rctt..rn to duty, unl<.•:;s Ore LWOP 1S 
expected to tx: for more thRn one year, in wt·o~ch 
case tl1c com:niSSIOfl :;llOIJid l>e canct"llcd. an:.J 
the inserts destroyed. 

(ll) In case of suspensiCHI, tt1c c:r1ployce: ·s 
commiSSIO'l will be twld pcncil!l<J !1n<tl dct<:rm1-
nat1on of !Ill.! crnploycl.!'s ca~;o. 

(c) In <irl ott1cr case:s, the ins0.rts of ti!C: 
employee's comrniss1on will be cancelled and 
destroyed by the issuing officer, <Jnd the rec­
ords adjusted accordingly. Leather folders 
should be retained for reuse if they arc in satis­
factory corH1rtiO!l. 

(2) When a field employee transfers to a ju­
risdiction ott-ocr than that of the issuinq officur or 
District Director who signed the pod.et corn­
mission, he.'sht~ will: 

(a) NOT carry the commission to the new 
position except as stated in 2c; 

(b) turn in his/her pocket commission to 
the issuing officer who l1olds ll!C custody rec­
ords (who in :urn, will annotate the records to 
reflect the employee's transfer_) 

(c) retain his/her enforcement pocket 
commission, if assigned to Criminal Investiga­
tion as a Special Agent. until arrival at new post 
of duty. The old pocket commission is to be 
returned by certified mail to the issuing office. 

(3) National Office employees must surren­
der their commission to the National Property. 
Security and Records Unit (PM:HR:N:FM) prier 
to: 

(a) transferring to the field; or 
(b) transferring !o another Assistant Com­

missioner area within National Office; and/or 
when their title changes. 

(c) except as stated in 2c above. 

1 (16}53.9 (5-30-84) 

Records and Accountability 
(1) Form 1930, Custody Receipt for Govern­

ment Property, will be required for each pocket 
commission issued. See Exhibit 1(16)50-13. 

(2) Both an alphabetical file and numerical 
file will be maintained for pocket commissions. 

(a) Form 1930 will be used for the alpha­
betical file. 

(b) Form 6663, Numerical Pocket Com­
mission Record, will be used for tho numerical 
file. See Exhibit 1(16)50-12, for example of 
completed form. A computerized listing is an 
acceptable alternative. 

(3) Inventory and destruction records will be 
maintained. A simple log showing receipt and 
use of supplies will be kept. 

(4) Annual:y, and on a sample basis, tho ac­
curacy of the pocket commission records will 
be audited and reconciled against the numeri-

cal <HH..J <tlph;&tH.:llcal f1l(;. Sc:e IR1.1 1(16)51.( 
and 1(1fi)52.(11). 

1(16)53.(10) 11;-;>1-()!_,J 

Retention of C~ncelled Pocket 
Commissions Upon Retirement 

( 1) Rcg1ons ll;we the option to perrnit 
retcnt1on of canc0llud pocket cornrnissions 
those ~i&glblo; however. such rctc:nt1on w1ll1 
lJC' <lutom<ttic. 1\ spoc1f1c request must llo ma 
at the time the pocket commission is turnec: 
by the employoc, the employee's manager, 
an employee's next of kin. 

(:~) Pocket commissions, after cancellatic 
mc;y be presented to employees identified 
tile following criteria: 

(a) employees retiring from the Servict: 
(b) en oploynes who die (pock~! comm 

sions to be presented to next of kin) 

(3) All pocket commissions to bo award 
will be forwarded by mail (see IRM 1(16)51.9) 
the appropriate regional office so that ~hey m 
be properly cancelled. After cancellation, ti 
pockot commissions will be relurne::l to the B 

propriate offices by mail for presontation to' 
tired personnel or the next of kin. 

(4) Each insert of each pocket con1missi• 
will £'ither be perforated or stamped with tt 
word retired. 

(a) If tile stamp is usod, it must be such th 
will leave a colored (gold, red, blue, etc.) i; 
prc3~.icn on oach insert. Tho outside of tl 
pocket commission 'older (holder) will also l 
stamped. 

(b) If perforation is used, both inserts ., 
bo perforated while in the poc~.et commis5iL 
folder {holder) so that the perforation gof 
through tho insert and the folder. 

(c) Enforcement commissions wi:l be r· 
moved from the leather case and mounted or· 
red feather folder before being sent to the r 
gional office for cancellation. 

(5) Records will be maintained by each sen, 
ing office and the regional offico to ensure a 
countability of each pocket commission sent: 
be cancelled. 

1(16)53.(11) (2-19--87) 

Protection and Disposition 
Procedures 

(1) All pocket commission inserts, upper ar 
lower, both stock and completed, must at L 

times be under the custody and control of s 
authorized IRS employee or locked in a socuri 
container, even if stored in a secured are. 
unless more protection is spocified. 

MT 1(16}00-79 1 (16}53.(1 ~ 
lA Marll> 
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(2) The alph:Jbctical record~ required by lf1M 
1 (16}53.9 must alw.:~ys be unc!cr the custody 
a. j control of an authorilCd IRS employee or 
locked tn a security cortl<wwr. 

(3} ltums listud 1n ( 1) <Hid(?) af>ovo. whon no 
longer roquircd, must be destroyed in accord· 
cmcr1 with toxt 345.3:{2) o!IHM 1 (1G)41. Phystcal 
s~~curtty Socur!ty Han<..luook. 

(.:!} Tho control and S6Curity of podet corn· 
mission insorts and supplies will bo tho dirt:;ct 
responsibility of tho Security function. 

1(16)54 (5~1(}~4) 

Enforcement Badges 

1(16)54.1 (~0-IH) 

Authorized Use 
The enforcement badge shall be used only 

for official purposes whon it will increase tile 
effectiveness of the enforcement or investiga­
tive activities of tho Service. 

1 (16)54.2 (5-3()....8..:} 

Description 
Internal Revenue Service enforcement 

Badges (horoinattor referred to as badge or 
badges) are of uniform design for all elements 
of the Service. Title, organization designation 
and a serial number are shown on the face of 
eech badge. 

1(16)54.3 (5-30-84) 

Authorizing Officials 
(1) The following officials will authorize tho 

issuance of badges to appropriate orr.ployees 
in their jurisdictional areas: 

(a) Assistant Commis£ioner (lnspec­
tion}-lnspectors in the National Office and tho 
field. 

(b) Assistant Commissioner (Criminal ln­
vestigation)-Spocial Agents in tho N alional 
Office. 

(c) Regional Commissionors-all autho­
rized field employees excop~ thoso under the 
jurisdiction of the Assistant Commissioner 
(Inspection). 

1(16)54.4 (2-1~87} 

Issuing Officers and 
Responalbllltlcs 

(1} Responsibilities for the issuance and con­
trol of the enforcement badges are specified 
below. 

(a) The Director. Fecilitios and Information 
Management and Support Division (PM:HR:F) 
is rosponsiblo for implomonting. evaluating and 
controlling the Servicewide badg~ program. 

1 (16)53.(11) MT 1(16)00-79 

lA l.lanual 

(b) Each Regionat Commissioner (will as­
sign rcsponstbiltty to an aprro;"'riatc function for 
issuing and ac:countinr:~for tho Cruninal Investi­
gation badges. i:-t ltt<}tr rogions anc.1 dt~tricts. 

(c) lito Adm.m .. trativo Orticor. lnspoction, 
Nation<JI Office is rospons!blo for issuing e:1d 
nccourtltnq lor tlto lr•twnnl Socunty ln~;pec.l0rs 
baducs. Sorvicowtdo. 

(d) Nc::tional Offico Criminal lnvc~>tigation 
will issuo and maintain administrative contro:s 
of tho enforcement badges. pocl<.ct commis­
sions, and credential case~, for all CJ pcrsonnol 
in the G$-1811 series assigned to National Of­
fice, National Training Center, and Federal Law 
Enforo~ment Training Conter. 

1(16)54.5 (5·30-84} 

Employees Authorized to Hold 
Enforcement Badges 

Use of enforcement badges are authorized 
only for Special Agents (G$-1811) in Criminal 
Investigation and Internal Security Inspectors 
(G$-1811) in Inspection. 

1{16)54 .. 6 (J0-2<-S7} 

Control of Enforcement E;:adge~ 

(1) Supply control of enforcement badges is 
tho rosponsibility of tho functional office dosig­
nated by tho Regional Commission'3r or Nation­
el Office Criminal Investigation function 
{CJ:JNV:T). These functional offices shall main­
tain records on all blocks of b~dgos issued to 
the officials noted in IRM 1(16)54.3. Each of 
these officials will be responsiblo for establish­
ing and maintaining necessary controls and 
records to adoquatoly govE=~rn the issuance, 
control and recovery of badges authorized and 
issued to employees under their juri!;diction. 

(2) Records cf issu:ng officers should be:, 
such that they will account for all badgl3s at all 
times. Control records should be by both nama 
and badgG number. Records controlled by 
Criminal lnvesligat:on, will be reviewed at pori­
odic intervals, but no less than once a year. This 
will bo done at National Offics by the National 
Offic8 Property, Security L;nd Records Ur.it, and 
et the Region and Districtlovo!s, where appro­
priate, by the appropriate local Security 
function. 

(3) All authorized personnel issued an en­
forcement badge will keep that badge until leav­
ing the Service or changing job se:ios. When 
the individual leaves the Service or changes job 
series, the badge will bo turned in and placed 
back in stock. The exception for retiring person­
nel is in lAM 1(16)55. 



... · . .,... 

1(1G)00 Physrcal, Document and Computer Systems Secun:y page 1(16)00-2£ 
(10-26-

(·1) Wtwn arr /\ycrl! ur lr~•.puctvr r!; rcas­
!>tgrwr1, IHJI!.Ito wrll hand C<lrry thoir lifotimo 
U<H..lyu to thurr next as~;t\_lrHll<HI! and thu o!fic!ids 
noh..·d rn lHtv1 1(16)54.:3, will I.Jc notified of the 
transfer by ustng Form GC64, Tran:.fer of Crimi­
nC~IInvesltga:ion Enforcement B<!dges, sec Ex­
hti.Jtl l(IG)S0-16 for completed sample. 

(5) Form 19~J0, Cu~.tv<Jy Receipt fer Govern­
ment Prop.::~:y. wtll bo required for each e:-1-
f o r c o m o n ~ b :1 d ~1 c i '> ~; u n d . S c ~ o E x h i b it 
1(16)50-15. 

1(16)54.7 (2-19-07) 

Supplies 

(1) Badge supplies will be coordinated with 
the Facilities and Information Management 
Support Divi5ion (Pr-A:HR:F:S:PS). 

(2) Badges which become worn or unser­
viceable will bo accumulated during the year, 
and destroyed when sufficient quantities war­
rant it. Proper destruction rocords will bo kept 
by the appropriate function office. 

(3) A stock of badges will be maintained for 
replacement of badges which become worn or 
unserviceable during the year. 

(4) Badges needing only minor repairs. cost­
ing less than $5.00, such as a broken clasp or 
bent clasp pin, shou:d be repaired locally. 

1 (16)54.8 (5-30--fl-l) 

Disposition 
(1) Any employee who leaves the Service or 

is reassigned to non-enforcement duties, must 
return his/her badge. In the event of transfer 
see lAM 1(16)54.6. 

(2) In case of extended leave without pay, 
the badge will be picked up and held by the 
supervisor of the employee pending ~he em­
ployee's return to duty. If the employee does 
not return to duty, issue records will reflect re­
covery of the badge. 

(3) In case of suspension, the employee's 
badge should bo secured by his/hor supervisor 
at the time he/she is notified of the suspension. 
The badge will be held pending either his/her 
restoration to duty or separation from the Serv­
ice. If the employee is later separated, the issue 
records will re~lect recovery of the badgo. 

1(16)54.9 (5-30-84) 

Records and Accountability 
(1) The stock of enforcement badges must 

be rigidly controlled. Inventory and destruction 
records will be maintained. 

(2) 1\ rrumer ic;al and <Jiphal>otical f•lo or, 
bmlgos w•iltw rnaintainod. A computorizod 1 

ing is d~l acCCJ..llnllle alt(:rnativo. or: 
(a) Numerical File = Form 5903, Nun,. 

cal 10 Card/Badge Record. 
(b) /\lphabetical File = Form 1930, Cu~ 

cJy Heceipt for Government Property. (See 1 

hibtt 1(16)S0-13} 

1(16)55 1~-.101<4) 

Reter:tion of the Enforcement 
B:'ldge Upon Retirement 

1(16)55.1 (!>-30-M) 

General 

These rnstructions provide guidance for 1 

retention of enforcement badges by Spel 
Agfmts, Crimin?..llnvestigation Division, and 
specters, Internal Security Division, up. 
retirement. 

1 (16)55.2 (5-30-84) 

Background 

For many years employees who have be 
issued enforcement badges have asked tt· 
they be permitted to retain them upon reti1 
mont. Approval has been granted to return t 
enforcement badge to a qualified retiring e~ 
ployeo upon request, after tho badge has be, 
disabled. The cost for disablement must : 
borne by the retiring employee or 
colleague(s). 

1(16}55.3 (2-19~7) 

Responsibilities 

(1) The Group Manager of each Criminal! 
vestigation group in each district is rssponsit 
for determining whether retiring special ager· 
wo:Jid like to have their enforcement badg. 
returned to them, and for sending those badg. 
to the Assistant Regional Commissioner (C 

(2) The Assis:ant Regional Commission 
(CI) in each region is responsible for determi 
ing who thor retiring special agents 8$Signed 
the regional office would like their enforcemo 
badges returned to them, and fo:- sending tho~ 
badges, as well as those received from t! 
districts, to the designated company that v. 
properly disable the badges. 

(3) The Assistant Regional Commission, 
(Criminal Investigation) is responsible for rna 
ing arrangements for tho disablement of Crirr 
nallnvestigation enforcement badges as spec 

MT 1(16)00-79 1(16)55. 
lA Man~.. 
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fiod in IRM 1(1G)55.5:(1)d, and for returning dts­
at.Jiod t.Jac1yos to tho rohrod spociHI nuonts. 

{4) Tho As!;tstant Commissionor (CI), is ro­
sponsiblo for: 

(a) designating a commercial company 
that will properly disable tho onforcomcnt 
badge; 

(b) rn!orrn111g each Assistant Rogional 
Commi5sionor (Criminal lnvosttgation) of tho 
arrangoment5 mado to disablo oach badge to 
include the nama and address of tho company 
that will provide the service, tho cost involvod 
and tho procedures for payment; and 

{c) making arrangements for the disable­
ment of badges of retiring ~pecial agents as­
signed to the National Office, who desire to 
havo them returned. 

{5) The Director, Internal Security Division, 
National Office, is responsible for: 

(a) dosignating a commercial company 
that will properly disable tho inspection badge 
(lt1is designation may be mado in coordination 
with the designation made L>y tho Assistant 
Commissioner (CI). 

(b) determining whether retiring inspec­
tors would like their enforcement badges re­
turned to them; and 

(c) making arrangements for the disable­
ment of enforcement badges of retiring 
inspectors. 

(6) The Director, Facilities and Information 
Management Support Division, National Office, 
is responsible for: 

(a) implementing, evaluating and control­
ling tho Sorvicewide program for returning en­
forcement badges to qualified employees; and 

(b) determining the criteria and standards 
for disablement of the onforcemant badge. 

1 (16)55.4 (5--30-JJ.4} 

Retention Qualifleation 
(1) Enforcement badges, after being dis­

abled, may be presented to employees identi­
fied by the following qualifications: 

{a) Special Agents (G$-1811), Criminal In­
vestigation Division, and Inspectors (GS-1811), 
Internal Security Division, retiring from the serv­
ice on or after January 21, 1980. 

(b) Special Agents (GS-1611), Criminal In­
vestigation Division, and Inspectors (GS-1811), 
Internal Security Division, who die on or after 
January 21, 1980. (Enforcement badge to bo 
presented to next of kin.) 

1 (16)55.3 MT 1(16)00-79 

lA Manual 

1(16)55.5 (2-1~7) 
Procedures 

(1) Spacial Agent. Cnmtnallnvestigation En­
lorcomont Badge. 

(a) When a rotireo lurns in tho onlorco­
mont badgo to tlto Group Manager, Crimimd 
lnvestrgation, a dt!ter mination will be m~de t;y 
the retrring spocial ::~gHnt whother lttG :Jad1Jo3 is 
to be returned by completing Form 6102, Eo­
forcamcnt Badge Disposition (see Exhibit 
1(16)50-17). A Form G402 will be completed Ly 
all special ag(•nts turning in an enforcement 
badgo upon retirement. If the rotiroe olocts to 
have the badge rotur ned, the individual spocial 
agent or a collenguo(s) will provide payment for 
disablement of the badgo by check or money 
order made out as dt>terrnined by tho Assistant 
Regional Commissic>n13r (Criminal Investiga­
tion), in accordance with instructions provided 
by the Assistant Commissioner {Criminai Inves­
tigation). Tho check or money order will be 
attached to the Form 6402. 

(b) If the rotiring special agent does not 
desire to have the badge returned, the badge is 
to be placed back in stock for future issuance. 

(c) The Assistant Regional Commissioner 
(Criminal Investigation) will send the enforce­
ment badge to a company as specified by the 
Assistant Commissioner (Criminal Investiga­
tion). The company specified will cut the badge 
in half horizontally just below the Treasury De­
partment inscription, place the badge together 
and encase it in a block of lucile approximately 
5lj4 " W x 3%" L x 11f4 " Ba~.e and 3/ ... • Top. 
Paymont will be made with private funds as 
specified by the Assistant Commissioner (Crim­
inal Investigation). After the badge tias been 
properly disabled the Assistant Regional Com­
missioner (Criminal Investigation) will return it to 
the retiring special agent. Form 6402 will then 
be sent to the Assistant Commissioner (Crimi­
nal Investigation). 

(d) Retiring special agents assigned to the 
National Office will turn their enforcement 
badge in to the National Office Criminal Investi­
gation. When the enfo~cement bc:dge is turned 
in, tho special agent will complete Form 6402 
indicating whether the enforcement badge Is to 
be returned. If the retime alects to have the 
enforcement badge returned, the special agent 
will provide payment for disablement of the 
badge by chock or money order made out as 
determined by the Assistant Commissioner 
(Criminal Investigation). For those badges to be 
returned, tho Assistant Commissioner (Criminal 
Investigation) will make arrangements to have 
tho enforcement badge disabled by a commer­
cial company and returned to the retiree. Those 
badges that are not returned to a retiree will be 
placed back in stock for future issuance. 
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(2) Inspector. Internal Secuflty Enforcement 
R:-~c1~JO 

(a) When a reltree turns in the enforce­
mt:nt tJ.,C1!JO, 1110 rf'tiring Hl~·rnctor will m;>ko a 
detPrminat•on whotl1cr the badge is to be re­
lllrnod. by complcttng Form !i-102. A rurm G·102 
wtll be completed by a!l mspc-ctors turning in an 
enforcement b<1dgo upon retirement. If tiJC retir­
ee elects to have the badge returned, the in­
spector or a colleague(s) w1ll prov1de payment 
for dtsablement of the badge by check or mon­
C'i order made out as deterrntned by tile Direc­
tor. Intern~! Security D1vtsion. N<Jtional Olficc. 

(b) If the rctinng inspector docs not de~ire 
to have th0 badge returned, ltte badge wtll be 
placed back in stock for future issuance. 

(c) If the retiring inspector elects to have 
the badge returned, the Director. Internal Secu­
rity Division. National Office. will send the en­
forcement badge to the company wtlich has 
been selected to perform tho roquirod service. 
The company specified will cut the badge in half 
horizontally just below tho Treasury Depart­
ment inscription. place the badge together and 
encase it in a block of lucile at least 53/". W X 
37/11 • L X 1 1j4 • Base and 3;;. • Top. Payment will 
be made with private funds. After the badge has 
been properly disabled the Director, Internal 
Security Division. National Office, will return it to 
the retiring inspector. 

(3) Only special agents (GS-1811) or inspec­
tors (GS-1811) are authorized to have an &n­
forcement badge disabled and returned to 
them upon retirement. 

1 (16)55.6 ($-30-84) 

Supplies 
Form 6402 w11l bo distrul>uted through distri­

bution channels and will be available in each 
district, region and the National Offico Criminal 
Investigation function. 

1(16}55.7 (2-19-87) 

Reporting Requirements 
(1) At the end of each month all Forms 6402 

completed by retiring Crimina/Investigation en­
forcement personnel (GS-18 11) will be son! to 
the Assistant Commissioner (Criminal Investi­
gation) (OP:CI:P:B) Forms 6402 completed by 
retiring Internal Socurity Division enforcement 
personnel (GS-18 1 1) will be sent to tho Direc­
tor, Internal Security Division. National Ofiice, 
Attention: I:IS:M. 

(2) The Form 6402 for those enforcement 

turned to them will ncccssarrly be dolayod i 
cause of tho certtficat .. :.n roquirod by the oft 
of :he Assistant Regaonal Commissioner (Crir 
nal lrwo~tiuataon). Ass1st;wt Commissior 
(Cflmtnal Investigation). or Dir~?ctor, lnterr 
Sl'curaty Davisron. 

1 (16)56 (!> ·JO-Il4) 

Calling Cards 

1(16)56.1 (5-:10·-11~) 

Authorization 

The blank contact form, Form 4811, is av: 
abiP. for usc by Sorvice personnel to leave th 
narm~. address and telephone number wr 
business i'\nd professional people, police c 
partmont personnel. representatives of forea' 
governments. members of the press corps at 
individuals being actively recruited as pr 
scribed in IRM 1(17)27.23. Service personrc 
wr.o would havo a usc for Form 4811 but wOl. 
prefer to use a personalized calling card o 
tainod at their personal expense may usesu, 
personalized cards provided they are procur. 
in accordance with established procedures. 

1{16)56.2 (10-26--lJl) 

Authorizing Officials 
(1) The Commissioner, the Deputy Commi 

sioners, Assistant Commissioners and Regio. 
al Commissioners. District Directors. and tt 
Chiof Counsel are the authorizing officials f( 
personalized calling cards to be usod by or. 
ployeos under their supervision. This authori: 
may be reassigned to subordinate officials. 

(2) The Assistant Commissioner (Huma 
Resources Management and Support) will b 
respor.sible for prescribing implementing pn 
cedures for all National Offico employeos. 

(3) Regional Commissioners will be respor 
s1ble for prescribing implementing procedur( 
for employees under their jurisdiction. 

(4) Authorizing officers may authorize th 
usc of personalized calling cards by any pe: 
sonnel under their jurisdictioil. 

1 (16)56.3 (5-30-84) 

Description and Procurement 
(1) While tho calling card will be permitted fc 

use on a voluntary basis. it shall conform to ~ 
standard design for uniformity and quality con 

. trol. All personalized calling cards obtaine<. 

persorynel who desire to have their badge re- MT 1(16)00-79 1(16)56.:: 
IR MllllUII 
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must conform to tho weight of paper. size of 
card. color, layout and production po1nt spcci· 
f10d m IRM 1(17)27.23. Calling Cards and Groot­
ing Cards. 

{2) 1 heso persons authonzod to usc callmg 
C<Jrds shCIII obt<.~in t11cm in accordance w1tll pro­
cedures prescr~bed in IRM 1(17)27.23 ond ar~y 
unplcmenting Instructions. 

1 (i 6)56.4 (5-.?o-84) 

Use 

(1) Calling cards may ~Jenmally be u::;ed by all 
Service officials and personnel who have a con­
tinuing need to leave w1th non-Service individu­
als or companies a ready rcff'rencc for contact 
by telephone or at an offrco address. 

(2) Only ttloso employees wt10 follow pro­
scnbcd procedures for obtaining calling cards 
may usc such personalized cards associating 
tt1em with tho Service. 

(3) Calling cards conforming to the pro­
scribed standards will be used only for official 
purposes. 

(4) Calling cards may be used by Revenue 
Officers. Revenue Agents, Special Agents. and 
Inspectors in addition to Form 2246, Field Con­
tact Card, but not in lieu of Form 2246. 

(5) Calling cards will not be used to identify 
the bearer in lieu of other identification media 
provided for this purpose. 

1(16j57 (2-19-87} 

(Reserved) 

1 (16)58 (5-3Q-84} 

Automobile Identification Cards 

1 {16)56.3 MT 1(16)00-79 

1(16)56.1 (5-.1~84) 

Purpose 

Autornobilu idontrl•c.:ation cards approvod lor 
uso by Internal Revcnuo Service omployoos 
aro tlloso issut~d by Statu or rnun1c1pal authori­
ties to permit parking in space designated by 
t11oso authorit1cs; cards 1ssued by l:-1ternal Rev­
enuo. both in Washington and !wid cflices. lor 
parl\ing space directly under Internal f=levenuo 
Service control, or cmds issued by General 
Services Administration for space under con· 
trol of that agency. In accordnnce with pol;cy 
statement P-1-141, no signs or other media 
identifying it with tho Service or tho U.S. Gov­
ernment (except authorized GSA, IHS or local 
government nulllorities' pcuking p']rmits) will be 
d•splayod on a Service-operated enforcomont 
vehicle or on a privately owned vt:hiclo. This 
policy is consistent with the public interest and 
with the gcnoral practice ol othor Govornmcnt 
agencies. It is also consistent with our request. 
app~ovcd by the General Services Administra­
tion, that Internal Revenue Service enforce­
ment vehicle be m:empt from the vehicle mark­
ing requirement. 

1(16)56.2 {10-26--87} 

Responsibilities 

(1) The National Office Property, Security 
and Records Unit is responsil>le for issuance 
and control of approved automobile ident:fica­
tion cards covered in 1(16)58.1 for National Of­
fice employees. 

(2) Each regional office will be responsible 
for promulgating instructions within tho frame­
work of policy statement P-1-141, for issuance 
and control of approved automobile identifica­
tion cards to employees of field offices. 

lA Manual (NoY.t page is 1 (' Ej00-29) 
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Exhibit 1 (16)50-1 

FY 83 10 Media Estimated Requirements 

Requesting OHice (fill in) Brooklyn District Date June 30, 1982 

I. Pocket Commissions 
A. Upper insert 

1. Non-<mforcornent 
2. Enforcomont 

B. Lower insert, non-enforcemAnt 
1. Commissioner 
2. Assistant Commissioner 
3. Regional Commissioner 
4. District Director 
5. Inspection 
6. Regional Counsel 
7. Chief Counsel 

C. Lowor in5ort, enforcement 
1. Inspection 
2. CID 

D. "Red" Pocket Commission Folder 
II. 1.0. Card 

A. Forms 
1. Form 6054 
2. Form 6055 
3. Form 6056 
4. Form 5519 
5. Form 5519--8/2 
6. Form 5519-C/3 
7. Form 5519-D/4 
B. Form 5519-E/5 
9. Form 5519-F/6 

10. Form 5520 
11. Form 5520-A/ 1 
12. Form 5520-8/2 
13. Form 5520-C/3 
14. Form 5520-0/4 
15. Form 552<>--E/5 
16. Form 5S20-F/6 
17. Form 5520/T 
18. Form 5520/U 
19. Form 5520/V 
20. Form 5520/W 
21. Form 6028 
22. Form 6028/A 
23. Form 6028/8 
24. Form 6028/C 
25. Form 6028/D 
26. Form 

page 1(16)00· 
(2-19-

1 yr. • ~· 

300 1. 
50 

-0-
-0-
-<>-
300 
--{)-

-0-
-0-

-{)-

50 
400 2· 

750 4' 
25 
75 

100 
-0-
--0-
-0-
-0-
-C-
-0-
-0-
-o-
-0-
-0-
-{}.-

--0-
-0-
--0-
--0-
-o-

1000 5 
--0-
100 
300 
200 
--0-

Please complete each entry above with either the quantity required, "0" or N/ A (not applicable to 
region or dis:rict). 

MT 1(16)00-78 IR M;.' 



1 (1G)00 Phys1ca1. Document and Computer Sys:cms Security page 1(16)00-30 · 

Exhibit 1 (16)50-2 (2-19-87) 

Sample Design for the Study of 10 Cards for the District Offices 0 

ESTIMATED RANDOM SKIP 
DISTRICT POPULATION START INTERNAL 

National Olf1co 4814 5 35 
Los Angoles 2719 1 24 
Manhattan 2475 2 19 
Chicago 2047 10 16 
Jacl\sonville 1320 3 14 
San Francisco 1779 3 14 
Nowark 1729 12 13 
Laguna Niguol 1563 11 12 
Dotro1t 1558 11 12 
Brook:yn 1438 11 11 
Philadelphia 13130 3 11 
Dallas 1345 7 11 
Boston 1250 10 10 
Baltimore 1143 6 9 
Houston 1136 4 9 
Ft. Lauderdale 1105 7 9 
Clevoland 1069 3 9 
Atlanta 1010 3 8 
St. Louis 1003 5 8 
St. Paul 855 4 7 
San Jose 798 2 7 
Cincinnati 796 1 7 
Buffalo 774 7 7 
Indianapolis 764 2 6 
Groonsboro 758 4 6 
Richmond 724 4 6 
Seattle 718 4 6 
Pittsburgh 702 2 6 
Austin 670 4 6 
Milwaukee 659 6 6 
Hartford 652 4 6 
New Orleans 652 1 6 
Nashville 623 2 5 
Sacramento 589 2 6 
Denver 587 4 5 
Oklahoma City 552 4 5 
Springfield 508 5 5 
Louisville 494 1 5 
Des Moines 493 3 5 
Birmingham 474 3 4 
Wichita 460 2 4 
Portland 443 2 4 
Phoenix 439 2 4 

lA Ma:tual MT 1(16)00-78 

(Noxt pago is 1 ( 1 6)00-30.1) 
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Sample Design for the Study of 10 Cards for the Oi&trlct Offices 

Bocause of tho small population size. a docision was mado to sample 25 p<Jrcont of tho 10 cards · 
these districts only: 

Abordoon 
Albany 
Andlorage 
Augusta 
Boise 
Burlington 

North Atlanttc 
Western 
Mid-Atlantic 
Southeast 
Midwest 
Southwest 
Central 

Cheyonno 
Colum!Jia 
Helena 
Honolulu 
Jackson 
Little Rock 
National Computer Centor 

Rono 
Omaha 
Portsmouth 
Providence 
Salt Lake City 
Wilmington 

RANDOM SKIP 
REGIONS 

ESTIMATED 
POPULATION START INTERVAL 

510 
511 
407 
332 
354 
347 
329 

2 
1 
2 
2 
2 
2 

·_q; 

. . . . . . . . . . . . . . . ................. . 
SAMPLE DESIGN FOR THE STUDY OF 10 CARDS 

FOR THE SERVICE CENTERS 

ESTIMATED RANDOM 

5 
5 
4 
4 
4 
4 
4 

SKIP 
SERVICE CENTERS POPULATION START INTERVAL 

Philadelphia 1950 3 14 
Fresno 1711 13 13 
Brookhaven 1688 2 13 
Austin 1658 8 13 
Cincinnati 1621 8 i3 
Ogden 1617 4 13 
Kansas City 1599 4 13 
Andover 1586 8 .... 

·~ 
Memphis i568 3 13 
Atlanta 1434 6 12 
Data Center 1200 9 ~0 

MT 1(16)~ lA Man. 
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Exhibit 1 {16)5G-3 

10 Media Review 

Internal Revenue Service 

memorandum 

date: Auf;ust 23, 1983 

to: Miss. Virglnin K. Peach 
PH:S:DS:S:P 

from: Security Unit 
PH:S:N:FH 

subject: lD Media Review 

We are reviewing our accountability records for identification 
media issued to IRS c.>mployces, and we need your help. Internal 
Revenue Manual 1(16)51. reouires that on an annual b2sis, the 
Security Branch/Staff contacts the employees who are issued ID 
media. The purpose of this contact is to verify and update the 
information contained in our files. 

Your name has been selected randomly for pArtici.pation in our 
review. Please provide the information rc~ucsted on the reverse 
and return this mecorandum to the Security Branch/Staff in the 
attached envelope within five working·days. 

If you have lost your ID media, please notify your supervisor 
or the Security Branch/Staff immediately. 

Attachment 
Self addressed envelope 

.... ,. 6665 lfw.II-CII 

'-._.,. .... r,_, ____ ,__ 

lA t.lanual MT 1(16)Q0-66 0 
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Exhibit 1 (16)50-3 Cont. 
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(5-30 

10 Media Re\liew 

1 . a. n.e rv.rnc in Uoe address 1 ine of thl G rn .. roran.krn is eot-rect: 
n::s ./ rJJ 

b. If ro, !Jrint JOilC" C\.liTt"Ct. :'li'WT.e: __________ _ 

2 . a. InS I D caru nunbcr: _{_::::.__ _...:;'-~;:_;__y_;~::..-_z_~_'.:__? ___ _ 

{1) Ycllo..r bacl<gro.IIrl7 YES V NJ 

{2) Letter/nunhe.r in lo,....er right M.m a:>rner7 '.1~ / 10 
If yes, enter lctter/nunber: C 

b. Pcx:ket. Cormi.ss icn nl.ITlhE:r (If applicable) :_....:#.....:....:...:A__::/.__;'.l:..:3.:..Y..:..~=.!:L--___ _ 

3.a. 

4.3. 

(l) Title: -;::; x. )/ (.•J)/-nA~ 

Date iscuoo: ------------
'Ihe plOto co III'./ ID ca.z:d is a ga:rl likeness: YF.S 
Tile (b:>to 01 my _p:x::ket a:nmissico is a goo:l likeness: 

,....,- . 
t-~ Adl:irezs: < 3 S I ...-c.'·t./f...,(l-~':: {L"'-'...z.. 

( Nur.bP.,..r an:i Street ) 

:·.1t~fl.;/ (;!JL ~ll //2. 1.~C.·41 
(City, State ard Zip Co:ie) 

b. ft:me Te.leph::lne Nu:nber: ( 7 C.'-3 ) __ j..l........::~:....(:...---=O:....O:......:...c..:.c:_' -----

c. wx-x Tclef(-.cne Nt.rnl:x!r: ( )c.J.. > __ 3_'_7 C:-____ C_'c_;o_C._) _____ _ 

* * * * * • * * * * * • * * * • • * * * * * * • * * * * • * * • * * * * • * * 

GENF:RAL - nlis informatico is piUv'ided !Jllrstw.nt to Public Law 93-579 (Priva....-y 
Act of 1974), Decerber 31, 1974, for individuals c:cnpleting this fonn. 

PURPOSE AND FO.Jl'llE USES - Prc'.rides for ir.planentatico of an identificati..crl 
system, its require-rents an.1 rronitorship. R:::otine disclosure of infol:lli!!tion 
o::nt.a.inOO b this ~ten of records nt1y be nede to the Depar1:n'P..nt of Justice . 

.l\l1'I'l-I:RIT - susc 301 

E:F'FE%:1'S CF N:N-DISCLCSURE - Disclosure of this infoma.t.ion is voluntary. If 
t:re info:omtion is rot provided, the identificat.i.cxl. oard nay be rc.-vcke:i am 
access to IRS facilities will be restricted. 

form 6665 IR.v. 11-831 

MT 1(16)~ 0 lA Man.. 
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ID Media Rscap Sheet 
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1 (16)00 Phys•cul, Documoot and Computer Sy:;tc,rns Securrty 

Exhibit 1 {16)50-5 
page 1(16}00< 

(5-30-. 

Samples of Authorized 10 Cards 

AUTHORIZED ACCESS TO 
RESTRICTED AREA "2" 
IN A SERVICE CE~~ER 

White card, yellow 
background i.n photo 
area 

EXA.'iPLE OF 

FEDERAL I:JiPLOYEE ID CARD 

ID CARDS 

f'ORMAL TO CARD - NOT AUTHORIZED 
ACCEsS TO A~Y RESTRICTED AREA 

White card, blue background 
in photo area 

,EXAMPLE OF EMPLOYEE ID CARD 

AUTHORIZED ACCESS TO 
RESTRICTED AREA 11 B11 

1N A DISTRICT 

White card, yellow 
background in photo 
area 

E.XAMPLE OF 

IRS EMPLOYEE ID CARD 

MT 1(16)00-&5 0 lA Manual 



~ 

/ 
' 1(1€)00 Physi:::al, Documonl anJ Curnpu:ur Sy~;lcms Socu11ty 

Exhibit 1 (16)5G-5 Cont. 

S.amp,es of Authorized 10 Cards 

IR ManJal 

BACK OF ID CARD 

""--- .... ~ ... ------~......,.,~"\1110"'•01" 
-"'0 ot- ,_.,­__ ......_. __ "' 

... oc-1) DIU' c.o-..._.. 
"""""' .. DP..,""'JU!. -.c>a 

__ ,. ___ _ 
IW't..,..nto --•·r 
ttttc-~~.r:w. 
•-...... 11 c. :A:Z:l4 

FEDERAL EMPLOYEE AND 
NON-FEDERAL 

IRS EMPLOYEE 

MT 1(16}00-66 
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1(16)00 Physical, Document and C',.ompt~tor Systoms Security p!\IC 1(16)0C-30 
(5-3o-8· 

Exhibit 1 (16)5Q-6 

10 Card Request Form 

0 
z i ~ "' "\ c 

N £~ =~~("') ':.o 

£. ~I""') .<lii c~ I 
OiN ,... .. .... ~ ... ~ ~U') .. eli 

;;~!:Ci} r "' I "'I EM t ~ 
~ ~ j: _;~ ~\;"-. &:0" ~N u>-
r4 ...... a..8-e"t. .. .n ..; 

gic~ 
·g2~ Q l;') E ~~ ,.:;; E E,._.c 

"t> ~ ~~~0 c ~ .. co COOR • >. 
~ ... VI 

~ 
~ 

t1 
c: "' <, 0 ... 

..-I ~ 

~ .. .u "0 . ~ ; 0 ..s 
:> ... QJ "' .. ... 

'i) ~.u< 
...... "' 

~ 
c: "t> ...... < .c ~ ecncn 0 - >-
0 :a :::> .v .!! E :0 ..., 

~ ~c ""&a .z g~:: .,...-I . . iL ... Cl) c: ~QJ oa:-'-
..... ~ -~ 

w ..; ~ :E ~ <.o..~ '0~!!..,. -..... • ~ 0 :ss .., :J.,:::) c: 
0.. ~ <..;1-.U """ na-

~ 
.cC ·.: E g 2 

~ ~ EM>. vo £8u; ~4.1 .. oN C: 
~ODD t/) z: ::r ...... < ~:I 

..,; < .n - .... 
S£CUttfTY FUNCTlOH US.E C*l1' 

9/3/83 

IRS Identificntion Cnrd Reouest 
NCC, Dnta 11nd Service Center~ 
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z 
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OiN 
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~X 

1-< 
QJ 
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co 

v c: 
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c: 
0 
~ 

.u 
~0 ;=w 
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~i 
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~~ 
~t c. 
•E 
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~~ 
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"' "' :a 
0" 

"' a: 

"E .. 
u 
c 
-~ 
-;; 
~ 

·-c ... 
.:!: ., 
a: 

~ 
cb 

:t: 
e2 
(;tn 

.... tn 

Employees 

Genar-' - Tlvs onlc.>rmatoon IS P' C>lfiOed pu<~ lo 
putlMc L•w !)J 579 (Pnv...::y Ac. ol197o4) ~ 
J1. 197•. lo< I<IOV~duals ~ .. "' ~ fotm. 

~· ....t Ruutine u-- Pt:Mdo>S lot r>ple­
~toonof an ldoonldOCAtoon ·~n.ots ·~~ 
....:~ rr>anotO<"Shop nouc.ne ~e o1 on1orma1oon 
conl.arned I 1 lhls 5)'51em of reco:d::. m.y be rr.- 10 
lhe ~ ol.lusbco 

~-5USC301 

EfMcta ot Nondl~- [)oaQo5u<c ollha nor­
mat~ is voluf1Cary. If !he rnlormafoOn rs no1 ~­
,..., ~eNd- nol boo l5aued and a-cx::es.s 10 
IRS 1-.olriMtS ..,, be reslric:llld. 

0 1..-.adMt 

0 Oewoyed 

0 R.esoor-1 
O Tr•-...d 

0 Oec.eosed 

0 l..o.l .:olen 

0~ 

0 Nr.t- cNngH!Io 

OM• 

0 ou----------

I~UEO 

·-·---

-----1-··------

-----

! ' 

MT 1(16)00-66 IR Man£ 
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--·------·--- ... _...... ____ , -

SAMPLE, John V. 
l Name llasl. For~t. Mu:ldle lnoto~ll 

l Hom~ Address !~umber and St,.etl 4 Bor!h Date 

1234 Main St. 2/12/12 
J Coty, Sta!~ ~nd Z•p Cede S ..,c-me T~lf!t:t'!cr"!' N1 

Anytown, USA 111-12 34 
6 r,o~ (Molo)·re 1 Author~z•d A'f"i4\ fS:tcd,, 

GSA X Other Fed None 
flcn·'•c •, t:-·t-'S~ eomot~fe rr~t'sel 

! 1\•!l>nrir "~ Q!< ~"'''s S·~n•lu•t 

ltfu......_ .L .. }"~-- ·• 
0i?3 /(? J 

H.' y,.,~ J i r th:o., ... ,..,. r-.t ") :· ( •! 

Chief, FAcilities Hgmt Br Xllll 

5519 (Rtv 4-e2J "lon IRS ldenl•l·~lho" Card Rl!";o~sl tSrt Pf'd"S~I 
O~partm~nt -:f thP T·'!aswy 
lnlf!r"al P~~~I"'U(' Sf''\1 Ct" 

.........,_,_ 
OUfl.ll- f'4 .,.,_......,OCW"" ~.,._,....,.""'to 
tvblc Lt..., tJ I 11 , ...... ,, Ac'l of It 7C! Dt~ )I 
ftJ4 ,., .....,...,.,.., (OI"pl!Mt"f "' .. ""'"-' 

P'VIIIP'Otll &litO IIIOVTltfl Utll - ~~ '"' 
,~,...,..,..el .... .,.,..,ct'•CW"'If't'''-'"''toi:l"'' ,.._... • ...,~0" ..... 0 ~love ...... .,~."' ~0'-•• ..,.. 

C~....Cfflr"ooii,.."""OIPKtorek .....,M.-.cfl'~l"" 

o.c.r-t~ ol .M.tcl 

AU'fWO"rf't - S.VSC )01 

1''1Ctt or HO~OttClC'lUPII - 0.1<""""'4 d t~'~•l 
oHtwl"'.t'<Jft•looui.,...,.,,,-.,,~Gol ... tt~·I"Gfe"~ 

'" ....... 1 oe:"-o'\C~~ ... toeot~t...,kUUIOIIIIS ,w..., .. ..ww .. r.r<11<1 

12. Activity (Check Appropriate Box) 

0 Cafeteria ~J Repairperson 

0 Janitorial 0 Salesperson 

0 Vendor 0 Guard 

DATE DATE 

0 INACTIVE 0 RETIRED 

0 DESTROYED 0 NAME CHANGED TO: 

0 RESIGNED 

0 TRANSFERReD 0 OTHER 

0 DECEASED 

0 LOST/STOLEN 

13. Company Neme 
IB."i 

U. Lc;.eallon (City 1nrJ Sttr•l 

2345 Maple Avenue, Anyto~~. USA 
0 Contr&ctor 0 Other ------ IS. Tel,phine Num~r 

32 "4321 
Form 5519 {P.~. 4-82) 

-·-··--·'1......-..e·• • .,.,.,,. ~·-•·,..,...- .... •· 
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1(16)00 Phys•cal, Document and Computer Systems Security 

Exhibit 1 {16)50-6 Cont. (2) 

page 1(16)00-30. 
(5-30-8· 

10 Card Request Form 
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"' • 0 
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IRS Identification Card Request 
for Regions nnd Districts 
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Employees 

~ol- 1llo:; onl()mwoii(J(IIS p<OYtdnd j)'.JI:I.Wir:IIO 
pu:>ioe L<'~w 93·579 (PrNacy Ad ol 19741 ()eoe!n.:-
3 t. 1974. for llldrv>cluals c:ompW~hng 11'1<5 tr..nn 

Pu~ and Routirw U•.ec. - Pro...OOS lor omp;e. 
m<•nt<>hon of an ldo!tntohc.ati(J(I system. ots rf'QU"('<Tlf'flls 
and mo<wiOfshlp. Aoutone dosdosuro ol ntonna~>cn 
conl.1•ned on th•s system ol reoords may bf! ~ 10 
the IX-partrnent ol Justor..e. 

Authority- 5lJSC 301 

Etlect• al' ~-~urc ol tTws tnlor· 
mall()n IS voioni.V)'. If~ llllotmaiiO"'IS not pro...oed, 
an l(jenttlta~hon card Will not be ~ and accen 10 
IRS fadlit..r.; Wll: oo restnc~IY.!. 

0 11'\&divet 

0~ 

0 Res9>ed 
0 T re."~Siem>d 

0 Deceased 

0 ~li&Oien 

0 Ftetired 

0 """"' c::tW'I9fd 10 

0 ()':t>er -------

UNIT USE pNL Y 
-;;. 

8ADCE "':. 
~cr. 

Name ~0 
JOHN v. SAMPLE "'-"0 RETURNED ISSVED 

<JI 
a: 

form 6028 

MT 1(16)00--66 lA I.Wlu. 



1 {1C)OO Physical, i)ocuntont and Computer Systems Socurtly 

Exhibit 1 (16)5Q-7 

Dally 10 Card Inventory Report 

POD/OFFICE Rt:SrRJCTED AHE.A 

~[ 
/"-- (~S .( I NO 

Gf~OUP BRANCII DIVI:.!OI~ 

c. ,y {j 0 
/:. r7 

pa-;t 1(16)00-30.10 
(~-3~4) 

f'ERIOD ENDING 

_!_!__ 1 _!3 S~5 

CODE: ~ - Al.l CARDS 
ACCOUNTED FOR 

X - MISSING CARDS-
SEE P.f MARKS 

~ r TH( SIGI<ATURE SHOW. VE"IFIE.S THE FACT THI. T A ;:;All T ltiVEN IOFiT C.·F 10 CAADS HAO F.E El< T Ar.(t-1 Ot< ltiE OAT[ iNOtCA TEO. 

CODE 1'\A Tf SI(;NATUHF t;~MAA:\S 

/ 

/ 

/ 
/ 

/ 

/ 
...1 

J I 1 u r~~l/_ 4_ ---a.:~A 
I I /; (, 1v. 1-4. --~ ~- ~.& '-1llr 

I I 

• . 
... 

fO<m 6662 ll~11 O.pattrnen! ol '"• T reaaury- lna•moJ R.,~..,. s.r-.t-...a ·~· 

IR Manual MT 1(16)~ 0 



1 (16)00 Physical. Document and Computor Systems Security 

Exhibit 1 (16)5Q-8 
page 1(1fi)OC-30.l 

(2-19-8: 

Suggested Methods of Recovering 10 Cards on an Individual's Last Workday 

1. Employees who aro !errninating employment (i.e., rosign<Jtion, terrninat1on. retiromer: 
transfer), should return their badge to the card unit on their last workday. 

a. All employees at centers and those working in district restricted aroas should!· 
issued an appropriate coded non-photo ID card by the receptionist/guard dt1~ 

·or tho badgo unit to l>e worn for tho remainder of their shift <!nd turned in as th1 
exit the facility/district restricted area. 

b. The receptionist/guards can be instructud to issue a non-photo badge to ar· 
employee who presents an Employee Clearance Form. 

2. Employees going on non-work status (furloughed) could bo handled in any of the followir• 
ways: 

a. Supervisors pick up their cards immediately prior to t!le end of tho st:ift on the 
last workday. Prior to collecting tho cards. the suporvisor should escort tho CP 
ployoe to an approved exit. Supervisors can immediately turn the cards in to th 
card unit; or, if tho card unit is closed, they can give the cards to the guards at tt: 
main guard control ct;nter. Guards can t!len be responsible for their safe-keepi~ 
and turn them in to the card unit the next morning. Cards should always t­
accompanied by a list of employees placed on non-work status and if the card 
not turnod in, there should be an explanation as to why and wh~t action th 
supervisor is taking to recover the card. 

b. Employees could be required to turn their cards in directly to the card unit durir 
prime shift or to the guards at other than prime shift. Employees in center:>/d&. 
trict restricted areas should be issued an appropriate coded non-photo c<!rd • 
bo worn dur!ng thv remainder of their shitt. Visitor Register, Form !:i422, $hOu 
be used to control non-photo card issued to these employees. C0lumns tiH( 
"Address." "Representing" and "Calling On" noed not be comp:eted by u; 
employees. In district restricted areas. a Restricted Area Register. Form 542 
cz.n be used in lieu of the Form 5422 to control non-photo cards issued to thes 
employees. 

3. Employees who re:;ign by calling in their resignation, or who send in a letter of resignatio' 
will be informed that they must return the Service ID media that thoy had been issue, 
Local directives must be followed for employee clearances under these circu~stance: 
however tho individual receiving the telephone call or letter shou:d immediately notify tr· 
"Designated Agent" and request a hoid be placed on the pay check until all govemmf.: 
property is returned and/or the "Employee Clearance Form" is property completed. 

MT 1(16)00-78 lA Ma:lt. 



1(16)08 Phys,cal. Oocum1ml and Ccmputor Systems Sccuuty 
page 1(16)00-30.1: 

... 

(2-19-87 ... Exhibit 1 (16)50-9 
~ 
-i 
...; .... 
1 location Codes 

~ ~ 
~ 

ALPHABETICAL NUMERICAL ; REGION-CODE CODE LISTING CODE LISTING SOUTHEt\ST--1 
!JU Arla11ta 07 Atlanta• d 
07 Atlanta• .:19 Memphis• 63 01rrningh,lrr1 SG Groun!;buro 57 Columbia 57 Columbia G5 Ft. Lau(Jordalo 58 Arlnnta 56 Greensboro 59 Jacksonville 64 Jackson 62 Nashville 59 Jacksonville 63 Birmingham 71 Lillie Rock 64 Jack~cn 

i 49 Memphis• 6S Ft. Lauderdale 62 Nash·"lle 71 Little Rock 72 New Orleans 72 Now Orleans 
MIDWEST- 46 Aberdeen 09 Kansas City• j 36 Chicago 36 Chicago 42 Des Moines 37 Spri:lgfield 45 Fargo 39 Milwaukc~e 

~ 
09 Kansas City• 41 St. Paul I 61 1-iolona 42 Des Moines 39 Milwaukee 43 St. Louis "' 47 Ornaha 45 Fargo I 37 SpringfJ!Jlc! 4G Aberdoon 4:l St. Louis 47 Omaha 41 St. Paul 81 Hvlena 

' 
CENTRAL-4 31 Cincinnati 17 Cincinnati• 17 Cincinnati• 31 Cincinnati I 34 Cleveland 34 CIEJvoland I 38 Detroit ~iS Indianapolis 35 Indianapolis 38 Detroit 61 Louisville 55 Parkersburg 

f 
55 Parkersburg 61 Louisville 

SOUTHWEST -5 85 Jl.!buquerque 18 Austin" 74 Austin 29 Ogdon• 
f 18 Austin" 48 Wichita 83 Cheyenne 73 Oklahoma City 75 Dailas 74 Austin 84 Denver 75 Dallas 76 Houston 76 Houston 29 Ogden• 83 Cheyenne 73 Oklahoma City 84 Denver 86 Phoenix 85 Albuquerque 87 Salt Lake City 86 Phoenix 48 Wichita 87 Salt Lake City 

NORTH-ATLANTIC-6 14 Albany 01 Augusta 08 Andover• 02 Portsmouth 01 Augusta 03 Burlington 04 Boston 04 Boston 19 Brookhaven• 05 Providence 11 Brooklyn 06 Hartford 16 Buffalo 08 Andover• 03 Burlington 11 Brooklyn 06 Hartford 13 Manhattan 13 .Manhattan 14 Albany 02 Portsmcuth 16 Buffalo 05 Providence 19 Brookhaven• 
MID-ATLANTlC-8 52 Baltimore 22 Newark 22 Newark 23 Philadelphia 

lA Manual MT 1(16)00-78 



1(16)00 Phy~ical, Document and Computr~r Systoms Security 

Exhibit 1 (16)50-9 Cont. 

Location Codes 

REGION-CODE 
fi/.10-ATLANTIC-8 Cont. 

CODE 
23 
28 
25 
54 
51 

WESTERN-9 92 
82 
89 
99 
33 
95 
93 
88 
68 
77 
94 
91 

OTHER 98 

1.2 
10 

50 

BOO 

• Service Center 

ALPHABETICAL 
LISTING 

Philadelphia 
Philadelphia" 
P1ttsburgh 
Richmond 
Wilmington 

Anchorage 
Boise 
Fresno• 
Honolulu 
Laguna Niguel 
Los Angelos 
Portland 
Las Vegas 
Sacramento 
San Jose 
San Francisco 
Seattle 

Assistc.:1t 
Commissioner 
(Into rna tiona!) 
IRS Da~a Center 
National 
Computer Center 
National Office 

National Otfice 
(Old r.) 

MT 1(16)00--78 

CODE 
25 
28 
51 
52 
54 

33 
68 
77 
82 
88 
89 
91 
92 
93 
94 
95 
99 

10 

12 
50 

98 

BOO 

page 1(16)00-30.1 
(2-19--tr. 

NUMERICAL 
LISTING 

P1ttsburgh 
Philadolpt1ia • 
Wilmington 
Baltimore 
Richmond 

Laguna Niguel 
Sacramento 
San Jose 
Boise 
Las Ve~as 
Fresno 
Seattle 
Anchcrage 
Portland 
San Francisco 
los Angeles 
Honolulu 

National 
Computer Center 

IRS DC!ta Conter 
Nationai.Otfice 

Assistant 
Commissioner 
(International) 
National Offico 
(O!d #) 

IR Manu. 
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1(16)00 Phys.cal, Oocumc-'t and Compu!er Sy:..tums Security 

Exhibit 1 (16)50-1 0 

Semi-Annual Audit--Non-Photo 10 Card Certlficutlon 

page 1(16)00-30.14 
(2-19-87) 

I CERTIFY 'I'P.AT ON 11- I :l-1-& '1 AN AUDIT WAS CONDUCTED 

ON THE NON-PHOTO ID CARD (S) ASSIGt-.'ED TO: fr...:J~,f$J,~t:l \ 
() ~ 

(~LL ID CARD (S) ARE ACCOUNTED FOR. 

() FOLLOWING NLo/.BERED ID CARD(S) ARE HISSING: 

IR Manual ,..,,_, MT 1(16}0o-7B 



1(16)00 Physical. ()ocument and Computor Systems Socurity 

Exhibit 1 (16)5G-11 

3/4. Helvetica Caps and Numbers Used on 10 Cards 

ABCDTUR 

12345 
6789 

MT 1(16)<>0-66 

pago 1(16}00-3-a. 
(5-30-e. 

IR a.un.. 



1(16)00 Physical, Document and Computer Sys~cms Security page 1(16)00-30.16 
(!:".-30--84) 

Exhibit 1 (16)50-12 

Numerical Pocket Commission Record 

~ ................ •c...w,.oc:...,~..,... -
Numflric11l Pocket Commis~on AtX:ord 

..,........,..~ fut .. 
NAR ,._N,~ ,. .... .., tnJ .. 

...... :ll 

~·No. ~ , .... ,.r .. ., ... J. T,l4 of rurc"-•1 c.c.,_,~:o-. ,._ct •t)..,..l.:;;c;;;;,./ 
-/0../Y-

-
250001:: Thnmes, River Sp£'ci11l Ag£'nt - 9/)0/80 

25001E Hero, I. M. A. Special Agent - 10/2/80 

250021:: Instant, kcply SrecL"Il Agent - 10/2180 

25003E !Sky, Horn~ng Special Agent - 10/2/80 L-11/11/83 

25004E Car::-ots, .A.n:-eas S pee ia 1 Agent - J0/2/80 -
25005E Issue, To Special Agent - 10/2/80 R-12/31/83 

25006E S.:md, Box Special Agent - 10/3/80 

25007E Tomatoe, Juice Special Agent - 10/3/80 

25008E Security, Guard Special A~ent - 11/4/80 

25009E Turns, The World Spccinl Ar.ent - 11/4/80 

25010E Underdog, Today's Special Agent - 11/4/80 

25011E Purple, Color Special Agent - 11/5/80 

25012E Important, Paper 

25013E Drn.-n, Under 

25014E Bananna, Cake 

25015E 

25016E 

25017E 

25018E 

25019E 

25020E 

25021E 

25022E 

25023E . 
25024E 

25025E 

25026E 

-666312 .. 11 ,.,.. W4iloi-T~- ... --,_... 

IR Uanual MT 1(16)00-66 



1(16)00 Physical, Documont and Computor Systems Sucurity page 1(16)00-3(· 
(5-3~ Exhibit 1 (16)50-13 

Form 1930 

NAME VIRGINIA K. PEACH 
0 
.... TITlE Tax Auditor 
0 
...., oRe. svMsoL A: nc : D : E : F: 
~ POST OF DUTY Brooklyn District 

DESCRIPTION OF PROPERTY 

Pocket Commission 
Title: 

( lndudr .1rrial or idt'rtti(ication No. k·ltuc 'zpplicabfc) 

#NAR12345A 
Tax Auditor 

acknowledge receipt of the ~bove described property and certify it will be u~d 
cnly in connection with my official duties. The pro;x>rty will t.e returned when it 
is no longer required for such duties or l'pon prior request of the property officer. 

SIGNATURE OF RECIFIENT 

CUSTtnlY RECEIPT FOR GO'w'ERW14ENT PROPERTY 

FORM tC8 (Rev. 1~2) 

11-4-eo 
DATE Rl::CEIVED 

OEF-ARTMENT OF THE TREASI.mY 
INTERNAL REVENUE SERVICE 

MT 1(16}00-66 0 



1(16)00 Phystcal. Document and Com;:>utor Systoms Security 

Exhibit 1 (16)50-14 

Pocket Commission Request 

Internal Revenue Servlco 

memorandum 

date: March 21, 1984 

to: Security Officer 

National Office Protective ProgrLm Unit 

from: Br1mch Chief, Exa::~ IV 

subiect: Pocket Cotmli s!iion Request 

Please issue a non-eufon:cmcnt pock<'t comnission to:. 

Virginia K. Peach 
TITLE: Tax Auditor 

page 1(16)00-30.18 
( 5-Jo..-.e4) 

Miss. Allen ~orks in our Baileys Crossroads office, and this 
commission ~ill replAce the one stolen from her on September 3rd, 
1980, see report dated September 9th, 1980. 

lA Manual MT 1(16)00-66 



1(16)00 Physical. Document and Computer Systems Socuri~ 

Exhibit 1 (16)5D-15 

Form 1930 

o/'"AN[ Stc~vcn c. F.lru 
:; rrn.£ Special Agent 
::: 'Oil G. H»BOl CP: c: H 
; II'OsT or 0\JTl' Nat ionnl 0 f fi cc 

D£S.CRI,TION Of Mf:CHI'f.ATY (/,.( l..J, ,r-,.W/ ,, ,J,,,,,,rt~tic'" No . .,..,,., ~pp/ic.Mc) 

Enforcc•m.:nt Badge I 566 

I «.knofifl~ rt"Ce:ipt of t~ ~~JIO\~ Mscribt-d 'll":lpet1y ,.,,,d c~rtl~)' it will be used 
only in conf"W'C'twn •i!h my off•c••l dutir-o. ltlf!' pro~rty wtll he ~turr...,d •'hen it 

_lb:;C~ '[[_:'i~s ~ u~• ?iw r~1uest o~ ~~ ;:: ollicer. 

S~AfUN( 01 A(UIJilHJ Lt.6.T[ JU:.C.flvCQ . 

CUniiOY R£C£1P'T rOll GOV[IIP'Io,;(ft; l'fi01'1:1!TY 

•• a • • • ••••·•••· • ., .• ,,. 

OC.,.A .. TW(Nl Of' 1Ht TlttA-'t'RY 
INllkNA\. !JltVf HUt: ~lRViC( 

MT 1(16)~ 

page 1(16)00-30.1 
(5-3().....8. 

IR Manu 



(16)00 Phys1cal, Oocl.!mcnt and Computer Sy~tcrn:, Secunty 

:xhibit 1 (16)50-16 

·orm 5C54 

lntem3l Revenue Service 

rnemoranduen 

d<!:e.Ausust: 23, 1983 

1o: Security Offici'r 
J~cksonvllle District 

frcrn: Sec1.:.ri ty Offi c~·r 
orooklyn District 

subject: Tra."1nfer of Cric;in:U. Invceti~;-..1tiun Enfc-rccwcnt Ea<'~n 

page 1{1G)00-30.20 
(5 -30-81<) 

Tl;e Special Ab\!r:t(G) litlt~c bclc"' haa (h~v<?) tram;fcrred to your juriadiction: 

Ag-er:ts Location (by POD, District, IlcL-ion) 
"!!:1.:...,. Ji !:a:~e Fc::::.-r Offj ce };c\1 Office 

1 ~69 

• I 

'"'"' 6664 1:.en 

lA Manual 

Oak, Kic:~rd T. 

MT 1 (16)0(}..66 

Srnit.htown 
Erooklyn District 
N/,R 

Ft. Hyers 
Jacksonville Dist. 
SER 

0 

I 
I 
I 
I 



1(1(}00 Physical, Dccument and Computor Systorns Socurity 

Exhibit 1 (16)5G-17 

Form 6402 

form 640'(~0) [nforcement Badg..-Diapoaillon 

0 I 110 ...,, .. IJ'I \D r.uln ""'f ( nfcv~...-n4'f't aec19e 

~~_._.,WI rw•lf"' tny (Ptf~t t..det..,.., h hac~ d'-bl.,;i •nd 

e:v.a...cl M luct ... My c"-'Ck fOI' ,~,.., ~ 11\ll aa.pen.e h er...c.~. 

rlo be con ~Pie I I'd by Crimw.l l.,....n.,.tkJ.n 011"'-',..I '-'"ity Otf~CA tf ~9- II t.o t.. 
<...ai..SJ 

1. The top portion of the card vill be co~pleted and 
signed by the Cr~inal Inveetigator/lnspector the 
ba~ge vas 1oaued to. 

2. '1'hs lover portion or tho card v1ll be dg:o.&d by the 
re~eontative o! the iaaiatant Co~teuior~r, 
(Criminal !Dv'eetigation) 1 1nht.nt Il.e.;iora!.l Com­
m.1aa1oD£r,{Crir~nal Inveat1gat1on)J or the Director, 
Iota~ Security D1v1s1on, 5at1onnl O!!ion. 

MT 1(1C}i)0-78 
"""""""" 

page 1(16)00-30.2" 
(2-19---87 
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1(,6)00 Physical, Document and Cornputor Systems Socurity 

Exhibit 1 (16)5Q-1 e 

(Reserved) 

lA Manual MT 1(16)0Q-78 

page 1(16)00-30.22 
(2-19-87) 

0 
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1 ( 16)00 Phy~tcal. Document and Cornputor Systoms Security 

Exhibit 1 (16)50-19 

Pocket Commlesion Titles 

(a) 

{b) 
(c) 
(d) 

(C>) 
(f) 

Cornmt~Stonor 

Deputy Commis~·onor 
Associa!e Comnussior"lars and Re910nal Commi~:siunors 
Assistant Comm,~:;:,,m,rs and Doputy Asststant Ccmm:sstc>ners 
Chief. Deputy Chtef. Assoctatos Chi1:f. Flogional and [J,~trict Col.!nsol 
Divi~ion and As~.,:.;! a' •I Div1sior Directo1 s 

pag\! 1(16)00-30.2: 
(2-19-87 

(g) Dir~c!or and Ass1S!2nt Dirccto: of Districts. St:rvice Cer-~ters. the National Compt:tor Cer:te1 
and Data Cent•.)r. 

(h) 
(i) 

(J) 
(k) 
(I) 

(m} 
(n) 
(v} 
{p) 
{q) 
(r) 

(s) 
(t) 

(u) 
(v) 
(w) 
(x) 
(y) 
(z) 

(aa) 
(bb) 
(cc) 
(dd) 
(ee) 

{H) 

ApiJraiS8r-(GS< ~ 71) 

Attorn&y and /l.ttorrwy (Estato T:1>-i (GS-SOS) 
Audtt Progr;:un M:.mag.:n-(GS-3·70) 
Comr;our.:c;<t:ons Specialtst (GS-3Q3) (CI only) 
DtSCivsure Enforcement Speci<:>.lts:-(GS-301) Nun-on1crcemt:nt 
Disclosure Officnr (GS-301) 
Disclosi.Jre Specialist-(GS-301) 
Ernp!oyt:o Plans/Exempt OrcJanizatilln C.:>nff:re&-(GS-3~5) 
Engineer--(Any positiOn in the classification grc·up GS-800) 
Financial Analyst-(GS-1 i 60) 
Forester (GS---460) 
Goologist-(GS-1350) 
lnspector-{GS-1811) 
lntern31 Auditor-(GS-51 1) 
Intelligence Analyst (GS-30 1) (non-enforcemer.t) 
Internal Revenue Agent-(GS-512) 
Investigative Aido-(GS-1 802) (non-enforcement) 
Investigative Assistant-(GS-099) (non-enforcement) 
lnvestigator-(GS-18 1 0) 
Revenue Officer-(GS-1 1 69) 
Revenue Representative (GS-592 and GS-099) 
Security Otficer-(GS-301 and GS-3~5) 
Special Agent, Criminal Investigation Division-(GS-1811) 
Tax Auditor-(GS-526) 
Tax Examining Assistant (GS-099) 

MT 1(16)00-78 

_(Nex-: page tS 1(16)00-31) 

.. ·--·----------------------
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