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' .  ,. 
REQUEST FOR RECORD.POSITION AUTHORITY LEAVE BLANK 

(See Instructions on reverse) JOB NO 

NCl-207-84-01 

TO GENERAL SERVICES ADMINISTRATION,
NATIONAL ARCHIVES AND RECORDS SERVICE, WASHINGTON, DC 20408 DATE RECEIVED 

1 FROM (AGENCY OR ESTABLISHMENT) 11-23-83 
u. S. Dept. of Housing and Urban Development 

NOTIFICATION TO AGENCY 
2 MAJOR SUBDIVISION 

In accordance with the provisions o/ 44 U S C 3303a the disposal re Office of Inspector General quest, including amendments, 1s app1oved except for items tha�may 
3 MINOR SUBDIVISION be stamped "disposal not approved" or "withdrawn" in colum 10 

4. NAME OF PERSON WITH WHOM TO CONFER 5 TEL EXT , 
3-1$-85 i.JAk)f'� 

nate Ar, /1111,t of tlrt• Umtt•d Statr, 755-6401George W. Pluta 
6 CERTIFICATE OF AGENCY REPRESENTATIVE 

I hereby certify that I am authorized to act for this agency in matters pertaining to the disposal of the agency's records; 
that the records proposed for disposal in this Request of __ page(s) are not now needed for the business of 
this agency or will not be needed after the retention perit1�.; spec1f1ed. 

D A Request for immediate disposal. 

Ii] B Request for disposal after a specified period of time or request for permanent 
retention. 

C DATE E TITLE 
#'V, IO, 

/?J'?/ Departmental Records Management O�ficer, ASE 
9•7. 8. DESCRIPTION OF ITEM 10.SAMPLE ORITEM NO (With Inclusive Dates or Retention Periods) ACTION TAKENJOB NO 

RECORDS DISPOSITION SCHEDULE 8 

Audit and Investigation Record 

This sche e covers all records created and accumula ed by the ffice 
of Inspector Gene 1 in the Field and in Headquarters. Th"s schedul also 
covers copies of rec ds kept by HUD Offices other than th Office o 
Inspector General. Th e records include audit, investiga
and fraud control records reated by HUD's predecessor age 

Before any disposal provi ·on listed in this schedule is applie
records must first be reviewed fo application of the foll wing lega and 
investigative restrictions. No reco s covered by them ma be destr yed
until the restrictions no longer apply until they have een remov d. 

Records relating to matters under prose , litig ion or 
investigation, or which have been referred to rtm t of Just·ce for 
consideration for civil or criminal action, or h a  ther gave nment 
agency has notified the Department that it has res for inves igative 
purposes will be disposed of as follows: 

STANDARD FORM 115 
Rev,sed April, 1975 
Prescribed by General Services 

Admin1strallon 
FPMR (41 CFR) 101-11 4 

a 
e 
n 
t 

ion, 
cies. 



JOB NORequest for Records Disposition Authority-Continuation 

97 8 DESCRIPTION OF ITEM SAMPLE OR
ITEM NO (With Inclusive Dates or Retention Periods) JOB NO 

=��=�a�t�i�·o�n=, retain until notified that final deter ·nations 
actions have been taken. Then transfer to Fed ral 

ter, Destroy 5 years after date of final d termi­
action. 

2. If known to sub"ect of liti ation rosecution r 
investi ation after w.-ansfer to Federal Records Center,
recall the records and tain them until notified that 
final determinations or la actions have been taken. 
Destroy 5 years after date o inal determination or 1 
action. 

This "Request for Records Dispositio uthority" cons 
and slightly revises, those disposition stan ds containe 
previously approved HUD Records Schedule 8, Aud Records 
(NARS Job No: NC-207-75-2, Approved 12-23-75; and CI-207 79-10,
Covering item 7, Approved 9-2-79), and HUD Records Sc dul 
Investigation Records (NARS Job No. NC-207-75-3, Approve
and NCI-207-76-9, Covering item 1, Approved 7-8-76). 

A conversion table is attached to this request. 

I/ -/o -YJ 
Date 

Legal Concurrence Date 

PAGE OF 

10. 
ACTION TAKEN 

115-203 Four copies, Including original, to be submitted to the National Archives STANDARD FORM 115-A 
Revised July 1974 
Prescribed by General Services 

Admin1strat1on 
r, I '(I W75 c 1 - 579-387 FPMR (41 CFR) 101-11 4 

known to be the sub"ect 

or laS"t. 

Records~ 
nation or 1 

be th J 
g 

g • p 

lidates, 
in 

28, 
1-24-75; 



28 

4. 

6.a. 
6.b. 6.b. 
6.c. 

28 

28 2. 

NC-207-7� 11. 28 17. 

CONVERSION TABLE 

PROPOSED 

AUDIT AND 
I NYE STI GATI ON SUPERSEDED SUPERSEDED 

RECORDS HUD SCHEDULE NARS JOBS 

Item No. Schedule No. Item No. Job No. Item No. 

8 NC-207-7 5-2 1.a. 

28 NC-207-75-3 9.a. 
1.b 8 1.b. NCI-207-7 5-2 1.b. 

5. 

9.b. NCI-207-7 5-3 
2.a.(l)(a) 8 2.a. (l)(a)(b) NC-207-7 5-2 2.a.(l)(a)(b) 

(2) (2) (2) 
2.b.(l)(a)(b) 8 2.b.(1)(a)(b) NC-207-7 5-2 2.b.(l)(a)(b) 

(2)(a)(b) (2)(a)(b) (2)(a)(b) 

3.a. 8 3.a. NC-207-7 5-2 3.a. 

3. b. 8 3.b. NC-207-7 5-2 3.b. 
4. 4. NC-207-75-2 
5. 8 5. NC-207-7 5-2 
6.a. 8 6.a NC-207-7 5-2 

NC-207-7 S-2 6.b. 8 

6.c. 8 6.c.&d 
(have been 

combined)
7. 8 

NC-207-7 5-2 

NC-207-7 5-2 7. 
NCI-207-79-10 7. 

1.a. l)(a)(b) NC-207-7 5-3 1.a.(l)(a)(b)8.a.(l)(a)(b) 
(2) )(b) NCI-207-76- 9 (2)(a)(b)( 2) 

8.b. 28 NC-207-7 5-3 l.b. 

NC-207-7 5-3 2.9. 
10. 
11.a.(1)(2) 

11.b. 
12. 

13.a. 

14.a. 
15.a. 

15.b. 
16.a. 

New Item 
28 
28 
New Item 
28 

28 
28 
28 
28 

4.a.(1)(2) 

4.b. 

7.b. 
8.a. 
9.a. 
9.b. 
10.a.&b. 

NC-207-7 5-3 
NC-207-7 5-3 

-207-7 5-3 
NC- 07-75-3 
NC-20- 7 5-3 
NC-207� ·5-3 
NC-207- :5-3 

4.a.(1)(2) 

4.b. 

7.b. 
8.a. 
9.a. 
9.b. 
10.a 

(Have been 
combined) 

11. 

18.a.-d. New Item 

9.a. 



RECORDS DISPOSI TION SCHEDULE 8 

AUDIT AND INVESTIGATION RECORDS 

This schedule covers all records created and accumulated by the Office 
Inspector General in the Fi eld and in Headquarters. This schedule also 

cov s c opi es of records kept by HUD Offices other than the Office of 
Inspe tor General. These records include audit, investigation, inspection, 
and fra d control record s  created by HUD's predecessor agenci es. 

any disposal provision listed in this schedule is applied, all 
records must irst be reviewed for application of the following legal and 
investigative estrictions. No records covered by them may be d estroyed 
until the restr tions no longer apply or until they have been removed. 

Records relati to matters under prosecution, litigation or 
investigation, or wh have been referred to the Department of Justice for 
consideration for civi or criminal action, or in which another government 
agency has notified the partment that it has an interest for investigative 
purposes will be disposed f as follows: 

1. If known to be the s ect of liti rosecution or 
investigation, retain ntil n otified that final determinations 
or last actions have bee taken. Then transfer to Federal 
Records Center. Destroy years after date of final determi­
nation or last action. 

2. If known to be the sub'ect of rosecution or 
investi ation after transfer to deral Records Center, 
recall the record s and retain them ntil notifi ed that 
final determinations or last actions have been taken. 
Destroy 5 years after date of final de ermination or last 
action. 

Item 
No. Description of Records 

Policy and Procedure Records 
consisting of memoranda, manual 
releases, basic delegations of 
authority, and written 
instructions documenting and 
interpreting policy, procedures, 
standards and organization of 
the Office of Inspector General. WITHDRAWN 
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Item 

RECORDS DISPOSI TION SCHEDULE 8 

AUDIT AND INVES TIGATION RECORDS 

No. Description of Records 

(b) Other Audits 

(2) Externeal Audits 

b. Current Files containing 
correspondence, documents, 
analyses of accounts and 
records, financial state­
ments and supporting 
schedules, records of 
interviews, minutes of 
conferences, and back-up 
material which evidence 

Disposition 

Transfer to the Federal Records 
Center 1 year later provided 
all required actions on the last 
or final audit report have been 
taken. Destroy 4 years after 
all required actions or final 
audit report. 

Retain for 3 years after the 
date of the audit report.
Transfer to the Federal Records 
Center, provided: (i) All actions 
on report have been taken and 
(ii) No audits provided for in 
the Annual Plan for the year in 
which the 3 year retention period 
elapses. Destroy 6 years after 
date of audit report provided i 
and ii observed. 

Retain until final audit is  
made. Transfer to the 
Federal Records Center 1 
year after required actions 
on the final report have 

en satisfactorily taken. 
troy 4 years after 

req red act ions on final 
have been satisfac­

en. 

WITHDRAWN 

Page 3 



RECORDS DISPOSITION SCHEDULE 8 

AUDIT AND INVESeTIGATION RECORDS 

Item 
No. Description of Records 

the work done during the 
audit and support audit 
conclusions, opinions 
and findings. These files 
contain the basic material 
from which the audit report 

prepared. 

(1) Internal ��dits 

(a Recurring Audits 

(b) Other Au ts 

(2) External Au dits 

(a) Cyc le Audits 

(b) Final and Request 
Audits 

Page 4 

Disposition 

Retain most recent current file 
until issuance of report on 
succeeding audit. Then transfer 
to Federal Records Center. 
Destroy 3 years after issuance 
of report on succeeding audit. 

Retain for 1 year after all 
required actions on the internal 
audit have been satisfactorily 
taken. Then transfer to Federal 
Records Center. Destroy 4 years
after date all required actions 
on internal audit sa tisfa ctorily 

aken. 

Retain ost recent current 
file unt 1 issuance of report 
on succee ng audit. Then 
transfer fi for the prior 
audit to ederal Records 
Center. Destro 4 years after 
issuance of repo on succeeding 
audit. 

Retain for 1 year afte all 
required actions on the inal 
audit report have been 
satisfactorily taken. Then WITHDRAWN 



RECORDS DISPOSITION SCHEDULE 8 

AUDIT AND INVESTIGATION RECORDS 

Item 
No. Description of Records 

3. Report Follow-Up Files 
· ng copi es of the audit 

report d all correspondence 
pert ainin to act ions taken 
on audit re ort findings and 
recommendatio s. 

a. Recurring ( Internal) 
and Cycle ( External) 

b. All Other Audites ( Internal) 
and Final and Reque st 
Audits (External) 

4. Audit Contract File con sisting 
of conformed copie s of contract s 
and agree ment s, project summaries, 
prior approval authorizations, 
approved b udgets, notice s of 
start of operations. 

Disposition 

transfer to the Federal Records 
Center. Des troy 4 yea rs after 
all required actions on final 
audit report satisfactorily 
taken. 

Transfer to the Federal Records 
Center after completeion of 
subsequent audit, provided the 
audit findings have either been 
satisfactorily resolved or all 
open findings have been 
incorporated into the subsequent
audit report. Destroy 3 years
after completion of subsequent 
a udit provided above conditions 
met. 

ain for 1 year after all 
fin ·ngs have been satisfac­
toril resolved. Then transfer 
to Fede al Recordes Center. 
Destroy years after all 
findings e been saetisfactorily 
reesolved. 

Retain until fin 1 audit i s  made. 
Transfer to Federa 
Center when all act n s  
final audit report ha been 
satisfactorily taken. estroy 3 
years after all actions o final 
audit reports taken. 

WITHDRAWN 

Page 5 
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RECORDS DISPOSITION SCHEDULE 8 

AUDIT AND INVESTIGATION RECORDS 

Item 
No. Description of Records 

Audit Correspondence Files. 
Temporary files wherein 
documents, correspondence 
and other pertinent data of 
use in an upcoming audit are 

led on a day-to-day basis. 

6. Audi Case Files - Headquarters 
Copies f the audit report
issued i the field and all 
related co respondence received 
in or genera ed by Headquarters. 

a. Cycle Audit (External) 

b. Final and Reques Audits 
(External) 

c. Recurring Audits and 1 
Other Audits ( Internal) 

7. GAO Audi t Report Files. This 
file contrains a copy of draft, 
letter and published GAO re­
port s and inquiries and all 
material and correspondence 
relating to HUD's review, re­
plies to the actions on GAD 
finding s, and statements re­
quired by 0MB Circular A-50. 

Disposition 

Dispose of material in file 
after each audit is c ample ted 
either by destruction or by
trans fer to current or 
permanent files as appropri­
ate. 

Destroy upon receipt of new 
audit case file. 

Destroy 1 year after date 
of report. 

Retain for 5 years after 
date of Audit Report.
Transfer to the Federal 
Record s Center and 
destroy 10 years after 
date of audit. 

to Federal Records 
3 years after all 

requir actions have been 
taken, o when volume 
warrant s. Des troy 6 years
after all re uired actions 
have been t ake • 

WITHDRAWN 

Page 6 
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8. 

RECORDS DISPOSITION SCHEDULE 8 

AUDIT AND INVESTrIGATION RECORDS 

Item 
No. Description of Records 

Investigation Case Files. 

a. Files are set up by consti­
tuent organization within the 
Department of Housing and Urban 
Development, ment, type of 
violations, and by number in 
c nsecutive order of receipt. 

(1) eadquart ers 

(a) Case Files 

(b) (Dispos tion report, 
Synopsis brief 
report). 

(2) Field Offices 

b. Bulky exhibits, consisting 
of the originals or signed 
statements, documents, 
accounting work papers, and 
other evidence accumulated 
during an investigation. 

9. Complaint Files, consisting of 
matters referred to constituents 
or other agend es for hand 11 ng; 
usually are vague or general in 
nature as wel 1 as allegations or 
information requiring a prelimi­
nary inquiry or interview. 

Dis posit ion 

Transfer case file to Federal 
Records Center 2 years after 
case is closed. Destroy 1 7  
years after case is closed. 

Microfilm Disposition report and 
synopsis or brief of report 2 
years after case file is closed. 
Refile hard copy in case file 
after film is verified. Retain 
microfilm on site. Destroy 1 7  
years after case is closed. 

1 year after case is 

When case is closed, Review 
bulky xhibits to determine which 
should retained. Forward this 
to Headq ters for inclusion in 
main file. eturn others to 
,those who fur ished the material 
to O IG. Destro balance of files. 

Destroy in agency n 4 years 
old. 

WITHDRAWN 

Page 7 
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RECORDS D ISPOSITI ON SCHEDULE 8 

AUD IT AND INVESTIGATION RECORDS 

Item 
No. Description of Records 

1 Semi-Annual Report to Congress Files. 
Contain working papers, draft copies
and published copy of the report 

long with the back-up material used 
to prepare report. 

1 1. Ins pe t ion Case Files. These files 
are ins ections of the quality and 
effective ess of operations of 
I nspector neral Offices in the 
field. Ins ction case files consist 
of Ff e and Work Paper File. 

a. Report Files ntaining reports
of inspection, omments on reports, 
follow up actions 
actions, processin 
status records and r ated corres­
pondence pertaining ma 
investigations of field 

( 1) Headquarters 

( 2) Field Offices 

b. Work Paper File, consisting 
of copies of correspondence, 
drafts of correspondence, 
pencilled notes, copies of 
inspect ion reports. 

12. Hotline Referrals, consisting of 
matters referred to the Fraud 
Control Division (F CD) by HUD 
e mployees, the General Accounting
O f fice (GAO), Office of Management 
and Budget (0�), or other parties
through the hotlines maintained by
FCD, GAO, and 0MB alleging possible 
fraud, waste or mismanagement. 

Disposition 

Transfer to Federal Records 
Center when two years o ld. 
Destroy when 7 years old. 

Destroy when 5 years old. 

Destroy upon receipt of 
subsequent report. 

Destroy upon completion of 
subsequent inspection. 

Des troy in agency 4 years 
after clo ing date. 

WITHDRAWN 

Page 8 
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RECORDS DISPOSITION SCHEDULE 8 

AUDIT AND INVESTIGATION RECORDS 

I tem 
No. Description of Records 

Reports 

a. Daily Work Report s (submitted by 
co-ops trainees and other situations 
required by Headquarters and Regional 
Offices). Serves as an aid in 
omputing t ime and cost of specific 

c es. 

1 4. Card s and Indexes, used as devices to 
control fi s, material and information 
within field. 

a. Alphabetical in and See Card s, 
showing filerr ference and names of 
principals, ind 
concerns, appeari 
reportrs of correspo 

15. General Subject Files. ( Pr ram 
Recordrs) 

a. Headquarters 

b. Field Offices 

1 6. General Subject Files (Housekeeping 
Record s) including papers documenting
administrative functions as  budget, 
personnel, procurement, supply, travel 
and transportation and copies of other 
material s that do not serve as official 
documentation of the programs or 
opera tions of the office. 

Headquarters and Field Offi ces. 

Di sposition 

Destroy when 1 year old. 

Continuously on an 18 
month, cycle, destroy all 
obsole te or useless card s. 

Cut-off Files Annually. 
Transfer to Federal Records 
Center when 4 years old. 
Destroy when 10 years old. 

Review annually and destroy 
ny material over 4 years 

o d wh ich has no more value. 

Destroy when 4 yearsr ­ WITHDRAWN 

Page 9 
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RECORDS DISPOSITION SCHEDULE 8 

AUDIT AND INVESTIGATION RECORDS 

Item 
No. Description of Records 

P revious Pa rticipation 
�xpe..cence Check. This is a 
request information 
individuals orr 
making apprlication 
cipa te in p rog rams 
Deparrtment. 

OIG Automated Systems.
They inclue; OIG Audits 
P-nd Management System
(G04), OIG Audit and 
Investigative Support 
System (G01 ), OIG Plan­
ning and Oper�tions Sys­
tem (G03) and OIG Inves­
tigative Case Management
System (G02). Seven files 
are kept for each system.
The retention period for 
each kind of file is the 
same in each system. 

(1) Documentation Files 

(2) Inpu t Documents and 
Monthly Report s, main­
tained in Management 
Infonnation Division 
Files. 

(3) Quarter Ended and Fiscal 
Year Ended Reports, main­
tained in Management
Information Division 
Files. 

(4) Processing Files. 

Disposition 

Destroy when 1 year old. 

WITHDRAWN 

Destroy 1 year after system
is placed on ina ctive list. 

Maintain for 1 year, then 
destroy if no longer needed 
for reference. 

Maintain for 3 years, then 
destroy if no longer needed 
for reference. 

Scratch after third up-da te 
cycle. 

Page lO 
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RECORDS DISPOSITION SCHEDULE 8 

AUDIT AND INVESTIGATION RECORDS 

Item 
Description of Records Disposition 

No. 

(5) Processing files. Those Scratch after third update
machinereadable files cycle. 
(from work files and raw 
data input files to publi-
cation files and security
backup files) which are 
u sed to create and use a 
master file. 

(6) Master files. Constitute 
the definitive state of a 
data file in a system at 
a given time. 

(a) While the system is Scratch after third 
ope rat ion al. update cycle. 

(b) When the system is Destroy 1 year after 
deleted from the system is placed on 
inventory of active inactive list. 
systems. 

(7) All other printings and Destroy when superseded, 
output reports. obsolete or no longer 

needed for referenece. 
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