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~EQUEST FOR RECOR.ISPOSITION AUTHORITY 
(See Instructions on reverse) 

LEAVE BL~NK 

J06 NO 

--------------------------1 NCl-207-82-1 
TO GENERAL SERVICES ADMINISTRATION, 
__ N_AT_I_0N_A_L_A_R_C_HI_VE_S_A_N_D_RE_C_0_RD_S_SE_R_VI_C_E,_W_A_S_HI_N_GT_0_N_, _oc __ 20_4_08 ___ -t DATE RECEIVED 

1 FROM (AGENCY OR ESTABLISHMENT) D b 3 1981 
U.S. Department of Housing and Urban Development ecem er ' 

NO Tl FICA TION TO AGENCY 
2 MAJOR SUBDIVISION 

Ad i · i Off · f F d In accordance with the prov1s1ons of 44 U SC 3303a the disposal re m nis tra t on, ice o inance an Accounting quest, including amendments, ,s approved except for ,terns that may 
3 MINOR SUBDIVISION Mortgage Insurance Accounting, Ins uranc be stamped "disposal not approved" or "withdrawn" in column IO 

Division, Title I Branch, 
4 NAME OF PERSON WITH WHOM TO CONFER 

Robert H. Merson, Room 3156 

5 TEL EXT 

755-5163 
l:L-:ll-91 !k0/b tfiMzL 

Date An l,111\t of /j,,, Umt,•J State, 

6 CERTIFICATE OF AGENCY REPRESENTATIVE 

I hereby certify that I am authorized to act for. this agency m matter~pertaining to the disposal of the agency's records; 
that the records proposed for disposal m this Request of I 0 page(s) are not now needed for the business of 
this agency or will not be needed after the retention periods spec1f1ed. 

D A Request for immediate disposal. 

~ B Request for disposal after a specified period of time or request for permanent 

C. DATE 

li-1o-ft 
7 

ITEM NO 

115-107 

retent' 
~TATIVE E. TITLE Departmental Records Management 

Officer 

8 DESCRIPTION OF ITEM 
(With Inclusive Dates or Retention Periods) 

HUD RECORDS SCHEDULE 12 

COMPTROLLER RECORDS 

This is a Fequest to·revise items 47, 50, 51, 54, 58 and 
61-1 of HUD Records Schedule 12 dated 6/74. 

HUD proposes to microfilm the documents covered by these 
items, to destroy the paper once the film has been checked 
and verified, and to revise the disposition language of 
these items accordingly. 

This certifies that the records described in the items wil 
be microfilmed in accordance with the standards set forth 
in 41 CFR 101-11.506. 

Sin•ce this revision meets the requirements of the GAO 
Manual for Guidance of Federal Agencies, Title 8--Records 
Management ( Chapter 1, Section 4. 6), separate GAO c learanc·· 
is not required. 

~S QAT,A c.t14NH S fl£8T' A-TTAC 110,; Pc. S ~«.E ~ 
HAl\f"" IN HAlluAc./ PR,,.,,.,o , 11~rr1•• lhT ,...,,.,t.d 

9• 10. 
SAMPLE OR ACTION TAKEN 

JOB NO 

STANDARD FORM 115 
Revised April, 1975 
Prescribed by General Services 

Admin1strat1on 
FPMR (41 CFR) 101-114 
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2225.6 
APPENDIX l~f . 

Item 
·No. 

r: -
_RECORDS SCHEDULE 12 

.COMPTROLLER RECORDS 

·Description of Records 

- -
Insured Loss Record - Title I 
Reserves ~191+1'. e:r.td 1950. Ree:erves 
a.re_ set: ·up on the basis of a stated 
p~rcentage of all loans registered 
for-insurance during ~he period 
covered-by the-_reserve. Claims :for 
losses are payable.·on1y within the 
limitation of the insured's reserve 
balance. '!lhe 191+7 Flesqve was ef: a 
epeeifie ~ation, aaa liabilit~ 
fer the pe.yme!¼t ef ele.ime enae en ,a 

aetermieable ae.te. The 1950 Reserve 
is an indefinite period reserve;it 
has no fixed terminal facilities. 
The subject item represents a detailed 
record, .'by approved institutions, of 
claims pai~ and chargeable against 
their respective reserve balances. 
The 10 year retention period is 
related to the prescribed basis for 
the current adjustment of each 
approved institution's reserves. 

a. - Hard copies-:.- .. ; ... -~ - -

b. Mi~rofilm . copi~·s _; kli:l -~ar_d copies. 
NOT·microfilnied~ ---. --

Disposition 

Destroy after microfilm is 
checked and verified. 

Beetroy 191,7 Reserve oe. 
Jtt1.y 1 • 19eg • 
'Df~~ ~ 
1950 Reserve 10 years 
after the close of the 
fiscal year,i-n¥elvea, 

'i'!>e.nsfer 191i7 Reser-,.~e to 
~eoordsCe~ 
l year after 0J.-0se 0£ 
4'ieeal year involved .• 
l]f-rtll~ ~ 
1950 Fleserve to Federal 
Records Center 3 years 
after close of fiscal 
year. ie.olvea, 

1/lL r1:..,.1 f 1Mi1 

cli 11-1;.. r /, y G?,ta~~.l,, ,11",/Y1 

http:Reser-",.re


Item 
!!£:_ nescription of Records 

- . 
50 .- Title I Monthly Statement and .. 

Reconcilement (1950 Reserve). 
This item is -comparable to· Item 47 
except that it relates to·loans 
registered for _insurance-on and 
after March 1, 1950: The monthly 
statements serve as the source document 
for information upon which-assurance of 
insurance registry is determined and an 
eight-year office retention period for 
the· statements if!! · .. required~· 

-
a. ·Hard copies 

b. Microfilm copies and hard copies 
NOT microf~lmed. 

51. Application - Voucher,-Title I 
(Original) (Form FH-7). This is 
a dual-purpose form: -(a) it serves 
as an application by an approved 
institution for·rei.mbursement of 
loss sustained on· default·ed Title 
I loans, and (b) it is used as a 
voucher in support of the disburse­
ment in payment of the claim. This 
is an original - the only official 
record of the claim. . 

a. Hard copies 

b. Microfilm copies and hard c~pies­
·NoT mi(_!rofilmed. 

Disposition 

Destroy after microfilm 
is checked and verified. 

Retire to Federal Records 
Center 8 years after close 
of the fiscal year. Destroy 
15 years after the close of 
the fiscal year. 

Destroy after microfilm 
is checked and verified. 

Retire to Federal Records 
Center 5 years after the 
close of the fiscal year 
involved. Destroy 6 years 
and 3 months after the close 
of the fiscal year. 



Item 
lli2.:_ 

54. 

58. 

Description of Records 

Listings of Paid Renewal Premiums -
Title I. Represents the monthly 
tabulated listings of paid renewal 
premiums and is used as a reference 
in refunding unearned insurance 
charges on refinancing of loans where 
the terms exceed 42 months and 
refunding insurance charges on loans 
that a.re ineligible for Title I 
financing. 

a. Ea.rd copies 

b. Microfilm copies and hard copies 
NOT microfilmed. 

Title I Defaulted Loan Accounts 
(Clol=ed b;y Fayn:ent in Full or by 
Compromise Settlement). Account 
cards reflect all debit and credit 
transactions affecting the Title I 
defaulted loan account and, pending 
close out, support the controlling 
account in the general ledger. The 
subject item represents accounts 
which have been paid in full, or 
closed by compromise settlement, 
by acquisition of property by iiUU 
or have been cancelled or repurchased 
by the institution after having been 
set up. 

a. Hard copies 

b. Microfilm copies and hard copies 
NOT microfilmed. 

Disposition 

Destroy after microfilm 
is checked and verified. 

Retire to Federal Records 
Center 5 years after the 
close of the fiscal year. 
Destroy 10 years after the 
close of the fiscal year. 

Destroy after microfilm 
is checked and verified. 

Destroy 6 years after payment 
in full, closing by compromise 
settlement, by cancellation 
or repurchase by the insured 
institution, or by acquisition 
of the property by HUD. 
Retire to Federal Records 

Center 1 year after the close 
of the fiscal year during 
which the account was paid 
in full, closed by compromise 
settlement, by cancellation or 



Item 
!!£:_ 

61-1 

Description of Records 

Renewal Statement and Billing Recon­
cilement - Title I. This. item is 
comparable to Item 50 except that it 
relates to monthly reconcilement of 
renewal premium billings on long term 
Title I loans (exceeding 42 months). 

a.. Hard copies 

b. Microfilm copies and hard copies 
NOT _micrqfilmed. 

Disposition 

repurchase by the insured 
institution, or by 
acquisition of the property 
by HUD. 

Destroy after microfilm 
is checked and verified. 

Retire to Federal 
Records Center 8 years 
after the close of the 
fiscal year. Destroy 
15 years after the 
close of fiscal year. 


