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he,i:.pby 
__L_ 

�-��-+-�+-����--���Al��������-JO'lDirector, 

I 

Ille o 
_REQUEST ( ll AUTHORITY 
TO DISPOSE OF RECORDS 

(See lnslrucl1ons on Re1•erse) 

( LEAVE BLANK 
DATE RECEIVED JOB NO 

NIV 4' 1976 
NC 1 1-77-1TO GENERAL SERVICES ADMINISTRATION, 

NATIONAL ARCHIVES AND RECORDS SERVICE, WASHINGTON, D.C. 20408 NOTIFICATION TO AGENCY 

1 F ROM (AGENCY OR ESTABLISHMENT) 

U.S. Department of Agriculture 
In accordance with the prov1S1ons of 44 U S C 33030 the dis
posal request, 1nc lud1ng amendments, 1s approved except for 
items that may be stamped "disposal not approved' or with
drawn' 1n column 102 MAJOR SUBDIVISION 

Farmers Home Administration 
3 MINOR SUBDIVISION 

Count Office 
4 NAME OF PERSON WITH WHOM TO CONFER 

Olin R. Hall 
5 TEL EXT 

72839 
6 CERTIFICATE OF AGENCY REPRESENTATIVE 

certify that I am authorized to act for this agency m matters pertaining to the disposal o f  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 ofter the retention periods specified 

7 
ITEM NO 

Business Services Division 
(Signature of Agency Representative) (Tttle) 

98 DESCRIPTION OF ITEM 10SAMPLE OR 
(With Inclusive Dates or Retention Periods) A C TION TAKEN JOB NO 

Attached is a combined file/disposition instruction for 
records maintained in 1,750 County Offices of the Farmers 
Home Administration. 

This Agency makes a variety 
guaranteed loans and grants 
partnerships, corporations, 
areas. In addition to the 

of direct, insured, or 
to individuals, associations, 
and public bodies in rural 

1,750 County Offices mentioned 
above, it has 42 State Offices, a Finance Office in 
St. Louis, Missouri, and a National Office in Washington, 
D.C. 

The County Office records are broken down into two 
categories: (l) The offical applicant/borrower case 
files, and (2) the operational files. The borrower case 
files contain all loan making and servicing documents 
from the inception of the loan until the time that it 
is paid in full. Documents in these case files are 
shown in Exhibit A of the instruction. The operational 
files are primarily of a general administrative housekeep 
ing nature and have been scheduled for retention periods 
sufficient to meet County Office needs. The file codes, 
subject headings and retention requirements for opera
tional files are shown in Section 2033. 14(d) of the 
instruction. 

While none of the County Office records have historical 
value, there are some records retained in the County 
Office to meet Agency long-time needs. 

STANDARD FORM 11 5 
Revised November 1970 
Prescribed by General Services 

Adm1n1strat1on 
FPMR (41 CFR) 101-11 4 
115-105 
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U. S. Department of Agriculture 
Farmers Home Administration 

PART 2033  - RECORDS 

FmHA Instruction 2033-A 

SUBPART A - MANAGEMENT OF COUNTY OFF ICE RECORDS 

Policies and methods are prescribed in this subpart for the manage
ment of Farmers Home Administration (FmHA) County Office records. 

§ 2033 . 2 [Reserved]. 

§203 3 . 3  Authorities and responsibilities. 

(a) Authority. Federal regulations require a record of transaction 
of official business complete enough to ( 1 )  facilitate informed action 
by FmHA employees, ( 2 )  permit auditing and review, and ( 3 )  protect the 
legal, financial and other rights of the Government and of persons 
directly affected by FmHA activities. 

(b) Responsibility. Adequate documentation in the official files 
of all official FmHA transactions of the County Office is required. 
This subpart permits flexibility in its application to accommodate 
necessary program and administrative variations between and within 
the individual States. Office Management Assistants are responsible 
for training the County Office staff in the application of this 
subpart and for a continuing review of County Office records 
management. They are also responsible for keeping the State Director 
and the Administrative Officer advised on problems concerning records 
management. 

§20 3 3.4 Definitions. 

(a) Applicant. This means any person or group of persons seeking 
FmHA program assistance through written application or, for certain 
subsequent loans, by oral request. 

(b) Indi�id�al borr�. This means a natural person who is 
receiving FmHA program assistance except Business and Industrial (B& I) 
and Multiple Family Housing (MFH) loans to individuals. 

(c) Association borrower. As used in this subpart, ''association" 
includes associatlons-:-Organizations, cooperatives, municipalities, 
water districts, authorities, or any other group not eligible as a 
natural person for FmHA assistance, and all B&I and MFH loans made 
or guaranteed by FmHA to individuals, associations, or organizations. 

---------------------

Dist ri but ion: w,s,c 
1 

Business Services 
Records 



FmHA Instruction 2 0 3 3-A 
§203 3 . 4  (Con. ) 

(d) Case folders. These contain the total cumulative official records 
concerning a borrower. 

(e) Initial and continuation case folders. The " initial' ' case folder 
contaT�S-the records neede--a-for routine-servicing of borrower accounts. 
The "continuation'' case folder is an additiondl folder begun when 
necessary to hold infrequently used records. 

(f) Closed case folder. This means the one or more case folders on 
a borrower who is classified as "paid-up" or ''otherwise satisfied.'' 

(g) Temporary folder. This is a substitute folder placed in the 
files-cJurlng-the absence of a regularly maintained case folder to 
hold records accumulated during the interim period . 

§203 3.5 Official records. 

For the purpose of this subpart, the term ''official records" means 
all documentary materials prepared, received or processed which indicate 
the policies, procedures, decisions, and essential transactions of the 
County Office in its conduct of FmHA programs. 

(a) Withholding documents and papers from the official files is 
prohibited and NO exceptions to this policy will be made. 

(b) The removal or transfer of official records from FmHA custody 
is prohibited except as expressly provided in this subpart, or 
unless a memorandum of approval from the National Office is obtained 
incident to the intended transfer action. 

(c) The falsification, mutilation, destruction, or theft of official 
records by employees is punishable under public law. 

(d) The loss, theft, damage or destruction of official records by 
fire, water or vandalism will be reported through the State Office 
to the National Office for advice and guidance concerning the action 
to be t aken. 

(e) All oral or written information of a confidenti3l nature that 
may come to an employee's knowledge must neither be revealed to nor 
discussed with any person except when the employee' s official duties 
require. This includes, but is not limited to, information obtained 
by employees from any source concerning the personal and financial 
affairs of applicants or borrowers, of fellow employees or other 
persons involved in FmHA activities. 

2 



§203 3 . 5  (Con. ) FmHA Instructi on 203 3-A 

(f) The availability of official records for public access and use 
is prescribed in the policies, requirements and restrictions set 
forth in FmHA Instruction 1 04 . 1, ''Availability of Information, " and 
FmHA Instruction 2 0 1 5-E, ''Availability of Information Under the 
Privacy Act . "  County Offi ce employees are expected to be familiar 
with the restrictions of these Instructions to avoid violation of 
procedures. CAUTION: Records requested by the general public 
must be RETAINED until the request is fully processed even though the 
.. established retention requirements may have been met. (_,:_ 11Zh•v "- c•�','c<.: {J '�«, � {'·f �J..-1...tcY"J.....1""'1..r-�.1 ... L .  ::/ •})o-_ .. ..  t.:1.. ,/�L-'- -U�r:.v'fcla__,(,,l."--(...1,,..( (_ • .  ZL(c:t..1t...f .. 1· .. �.·l- ,_/-;,J-'?, )l·.,.-i., ..:. . ..  ,�.,,.; ... -.. ,.":....,.,//r/ 
(g) The requirements of retention and destruction prescribed in this �,.;C«-ci...,.,. 
subpart for official records are mandatory and wi 1 1  not be changed .::::' c.: 11·-E 
without prior National Office approval. 

§203 3 . 6  Utilization of_filing equipment. 

(a) Removal of records. In order to use filing space to its fullest 
extent, records-tha"tare-eligible for destruction as prescribed in this 
subpart, MUST be removed from all filing equipment. 

( 1 )  Three-shelf unit. Use this unit for (a) closed borrower -----------
case files, (b) continuation case folders, and (c) other filing 
purposes which best meet the needs of the office. 

( 2 )  Five-shelf unit for printed forms . Use this unit for 
housing pri nted forms. For ease in locating forms, the form 
number, without the prefix letters, such as "FmHA, " "AD," "SF, " 
etc., may be hand printed horizonally on the folder label. If 
additional shelf space is available in the unit after all the 
forms stock has been transferred from the cabinet file sections, 
it may be used for the same purposes as a three-shelf unit. 

§20 3 3 . 7  Eilin��? cross-reference guides. 

(a) Position fili ng. This is the segregated arrangement of records 
within-a-folderi)y assigning logically related items to the same 
classification grouping. The ''filing position" is the speci fic place 
where the records are fastened within a folder . Accordingly, the top 
inside left cover i s  designated as filing position "1 , '' the bottom 
inside left cover as position "2 , "  the top inside r i ght cover or the 
top of the insert leaf (eight position folder) as position "3," with 
the remaining filing positi ons designated by continuing this system. 
Further gui des for borrower case folder s are provided in Exhibit A of 
this subpart. 

3 



§2033 . 7 (Con. ) FmllA Instruction 2 033-A 

(b) Alphabetical filing. 

( 1 ) File names of individuals by surname first , the given name 
next , and the middle name(s) or initial(s) last. A dual surname , 
such as Garcia-Valdez, should be filed by the first surname. 

( 2 )  File names of associations and organizations, including 
municipalities , as written in their legal or official title. Words 
such as " the , "  "of, " "for , '' or ''and , '' should not be considered in 
determining correct file sequence. 

( 3 ) Names beginning with prefixes , such as "Mc , '' "O , "  or "Van , "  
are considered as being one word and should be filed alphapetically 
as written beginning with the first letter. 

( 4 )  File abbreviations as though written in full. 

(c) Cross reference. 

( 1 )  Form AD 1 7 0-4 , "Cross Reference , "  (four-part form with carbon 
interleaved) may be used whenever a cross reference is needed for 
a single letter or memorandum pertaining to applicants or borrowers. 

( 2 )  Form FmHA 1 5 0- 1 , "X-Reference Card , "  is prescribed to indicat� 
the exact file location of a folder when its label identification 
has been changed , such as a change of name. 

( 3 )  Form FmHA 1 5 0-2 , ''Out Card , "  may be used as a substitute for 
the case folder whenever there is a need to determine which employee 
is using a specific folder and it is likely the folder will not 
be returned to its place for several days. 

§2 033.8 Applications for program assistance. 

The use of a filing code for these official records is not prescribed. 

( 1 )  Pending applications. Do not include applications which 
have been rejected or withdrawn , or those concerning loans which 
have been closed. 

(i) The pending applications will be filed in one or more 
A-Z sets of third-cut folders. The application under 
consideration , together with its related material , will be 

4 



FmHA Instruction 2 0 3 3-A 
§203 3.8 (a) ( 1 )  (i) (Con. ) 

fastened together as a single assembly of papers. Pending 
application folders will be filed as a series generally 
preceding the current case folder series for "active" 
borrowers. They may be kept as a single alphabetical group 
or be further subdivided by those requiring County Committee 
action and those whose eligibility can be determined by the 
County Supervisor ; by processi nf, steps; by program-type 
assistance ; by county ; by guaranteed loans , or any combination 
thereof best serving County Office needs. 

(ii) A separate folder may be established for an applicant 
at the discretion of the County Supervisor. If the applicant 
is already indebted when this determination is made, his 
INITIAL folder may be used for this purpose and Form 
FmHA 1 5 0-1 may be placed in the "pending' ' application series 
to indicate the location of his application. 

( 2 )  Loan docket folder. For loans that need to be submitted to 
the State-Office for approval , all forms and other documents will 
be fastened in the designated positions in accordance with 
Exhibit 'i3.� EXCEPT documents to be signed by the loan approving 
official and all other documents to be submitted to the Finance 
Office. The original and copy(ies) of documents to be signed in 
the State Office will be kept together in order for the name and 
title of the approving official to be typed thereon. 

( 3 )  Rejected, withdrawn, canceled, or expired applications. 
When rejected, withdrawn , canceled , or expired, the-application 
and related papers will be removed from the "pending" application 
series and maintained as follows: 

(i) If any applicant is indebted for a loan at the time 
of rejection, withdrawal, cancellation, or expiration of 
an application, file �application and related papers,, 
i nc-hn:l-i�nrr-FmHA--44e-r,--!.!£-oun t-y-Commi-t-t e e--Ce r t-i-f ±c-a ti-on 
o�llT!TTeR<l-&t-M>n���l!=:_aQ_p_jj_c;-_p.p !� _ii::! __ l:i_i_ s current case __ 

folder. · (----{ 1 c L� ,.-, ,� c�,-;. � �·L ·-_c"--"'"' .�-c-,_- -��-�::--:-,�-,..,, ._/-"· '"-'J "f'' 11' 

C ._-/t,-c:./ ... •'}v1 ... z., L\.C , l. ,"L-c < .;.  H..- •( \r;,., {_.I\ L -rlJ "'2. :..'C'•c· ·� L-J 

(ii) If an individual applicant is not indebted for a loan 
at the time of rejection , withdrawal , cancellation , or expiration 
of the application , the application and related papers,-i-Reluding 
Form FmHI'. 440-2, when app-1-ic-a-ble� will be placed in a 

Rejected, Withdrawn, Canceled or Expired A-Z file. Such an 
A-Z file may be set up each fiscal year. DESTROY two fiscal 
years after the end of the fiscal year in which the application 
was rejected , withdrawn , can�elled or expired. 

5 



FmHA Instructi on 2 0 3 3-A 
§2033 . 8  (a) ( 3 )  (Con.) 

(iii) If an association applicant is not indebted for a loan 
at the time of rejection:-CancelTatioO:-or with<lrawal, the 
folder containing the application and related papers will 
be marked "Rejected" or "Withdrawn, " or "Canceled. " (Withdrawn 
Water and Waste Disposal applications will be retained i n  
the State Office. ) Documents such as plat maps, plans and 
specifications, engineering data , etc. , may be returned to 
the applicant when rejected provided these documents are 
not needed as a basis for the rejection. ,..,... DESTROY remaining 
material two fiscal years after the end of the fisc�i �e��'· 
in which the application was rejected or wi thdrawn. If the �) 
same association makes more than one application , retain 
all applications until two fiscal years after the end of 1 

the fiscal year in which the last application was rejected// 
or withdrawn. ( --t!_c'.-<-.i,.J..__,__L_�I ,,Cj.(':-:-: . .:.:<.4,,_.-;:.�::_;·(7-:--,:-=:- :-�< -c:;-:;..·;-: .. _i ,(, c� 

.,,,; v)- ��J...l-l.- c-J_...�/, 
(b) Conditional commitment applications. Documents accumulated in 
accordance witi1FmHA- Instruction 444 . 9  will be segregated into two 
categories and maintained as follows: 

( 1 )  Master file. A four-position folder will be established 
under the-na�e and address of the commitment applicant. This 
folder will contain as a minimum: (a) The letter of application, 
and (b) any other material pertinent to the commitment applicant 
and overall project involved. This folder will be RETAINED. 

( 2 )  Individual dwelling folder. Establish an eight-position 
folder for eai...h dwel l{ng for which Form FmHA 422-8 , ''Property 
Information and Appraisal Report - Rural Housing Nonfarm Tract, " 
is prepared. Initially, label this folder with the name of the 
commitment applicant and the address or block and lot number 
of the specific dwelling. When a qualified applicant applies 
for a loan to purchase a home on which a conditional commitment 
has been issued, this folder becomes the applicant's borrower 
case folder with the label changed accordingly. As a minimum, 
the dwelling folder will contain: 

(i) Form FmHA 422-8 and any other appraisal documents. 

(ii) Form FmHA 444-1 1 ,  ' 'Conditional Commitment.' ' 

(iii) Other pertinent material on the specific dwelling. 

( 3 )  Return of documents. If the commitment applicant' s 
application iswithdrawn or rejected, or the conditional commitment 
for any dwelling is not issued, is canceled, or expires, return 
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§2033.8 (b) (3) (Con.) FmHA Instruction 2033-A 

the plans, specifications, and related materials concerning the 
dwelling and/or property to the commitment applicant. Any 
remaining material will be kept in the commitment applicant's 
master folder. 

§2033.9 Maintenance of borrower case folders. 
/-- _,.. / 

� 
,a-- ·.:i..c:: L-...-.�\,. .:r-., ? (..( o 1.1 l .. c 

<.___!::__""(:. .... . � �,:;__�--�-/ __ C.:c1::v_f:.-, .... cJ....- c.r.t.-c.<-·<.'.c:-<.. -.f..�c_ ... .-.t </!.�-z.,. t:..:� 1...-r- _./r. L.�--J- 7 , . ,, 

(a).A-rrange�ent of-uiaferials-:/\ Records Lare arr�ng�d within borrower :...., {:.f:.._��<13 
case folders by using the "position filing" technique for eight 6-6 t.t«a.-

different classes of items or transactions. Exhibit A prescribes the ,2,.:.-t-:FfYl.-1' 
filing position for each of the eight classes of records included in 
the borrower case folder and lists the various documents within each 
class. All documents will be filed in the positions indicated in 
Exhibit A EXCEPT as follows: 

(1) Bond transcript document file. Where Bond Counsel is used, 
bond transcript documents as shown in FmHA Instruction 442.1, 
Appendix C, §1823.24, will be kept intact as received from Bond 
Counsel and will be placed and maintained in a separate container. 
Correspondence to and from Bond Counsel will also be placed in 
the Bond Transcript Document file. 

(2) Construction and engineering files for association borrowers. 
One or more separate containers, such as four- or eight-position 
folders, tubes or envelope jackets, will be used for construction 
and engineering records, including copies of contracts, plans, 
and specifications, when volume warrants. 

(3)  RigEEs-of-wa>:_file. A separate container for evidence of 
rights-of-way may be established when volume warrants. 

(4) Feasibility studies and report. A separate container for 
these documents may be established when volume warrants. 

(5 ) Appraisals. A separate container may be established for 
these documents when volume warrants. 

( 6 ) Litigation cases. A separate container may be established 
for cases involving litigation, such as bankruptcy cases. 

(b) Folder maintenance standards. 

(1) Folders. Use right tab folder for all four-position and 
for all eight-position case folders. 

7 



FmHA Instruction 2033-A 
§2033 . 9  (b) (l) (Con.) 

(i) If documents i n  the case file are too bulky, the items 
listed below are available for County Office u�e to make 
them more accessible: 

TUBES: Mailing and Filing 
(with metal ends) 

ENVELOPE JACKETS: 
(Pocket-type with tapetie) 

I 

_!:.�ngth 

3 6" 
4 2" 
42" 

Expan�ion 

1 3 / 4" 
3 1 / 2" 

9 
9 

Diameter 
-----

2 ' '  
3" 
4 l / 2" 

Overall Si ze 

l / 2 '' x 1 1  3 / 4" 
1 / 2" x 1 1  3 / 4'' 

(ii) Form FmHA 1 2 1 -1 , " Request for Forms, Supplies, Equip
ment, or Services, " will be submitted to the Finance Office 
for items considered necessary. 

( 2 )  Labeli ng. Label the one or more current case folders of a 
borrowertelshow: 

(i) Name and case number of the borrower. 

(ii) The borrowt:!r ' s  classification of ''active, " "collection
only, " or "judgment. " 

(iii) The complete local address (if applicable) of the home
site of a nonfarm rural housing borrower. 

(iv) The conti nuation number (" 
folders are added. 

of ") when continuation 

(v) When applicable , labels will also show the subject of a 
separate container as prescribed in paragraphs (a) ( 1 )  
through ( 6 )  of this Section. 

(A) Labels will be affixed to each tube or jacket 
container , and generally will show the same 
type information as shown on the folder label for 
that borrower. When a case file consi sts of folders , 

8 



§2033 . 9  (b) ( 2 )  (v) (A) (Con. ) FmHA Instruction 203 3-A 

jackets and tubes, the jackets will be identified as 
·'JACKET of " and the tubes as "TUBE of 

'' The type o-rcontents will also be indicated on 
each container. 

( 3 )  ArraEi;!:�nt. Case folders of ''active" borrowers should 
be arranged by name in a single alph�betical series. However, 
other arrangements better suited to County Office needs may be 
used provided active folders are kept separate from all "closed'' 
folders, such as acquired real estate folders may be kept in a 
sepdrate series. Case folders of "collection-only'' and " judgment" 
borrowers should be arranged by name in a separate alphabetical 
series. 

( 4 )  Continuation folders. Full advantage should be taken of 
the "contin�ation"Case folder system for filing infrequently 
used records. When this is done, the INITIAL folder is 
considered as the " l  of " case folder, the first continuation 
folder as the "2 of ..---zase folder, and so forth depending 
on the total number of folders. 

( 5 )  I��_e9rar¥_i9ld_!:E· When case folders are occasionally 
required for use by the Regional Attorney or the State or 
National Office, a temporary folder should be placed in the files. 

( 6 )  Flagging folde�. When a contingent liability may be 
established against an employee in connection with a borrower's 
account because the Government may suffer a loss, or for other 
actions, it is necessary to flag the case folder (s) of the 
borrower (s) involved to prohibit records disposal. The State 
Director is responsible for promptly notifying the County 
Supervisor to flag such case folders. On receipt of this 
notification from the State Director, the County Supervisor 
will affix on the face of the applicable folder (s) the legend 
"FLAGGED CASE - DO NOT DESTROY. '' This legend takes precedence 
over the records disposal authority applicable to closed case 
folders. When the flag is to be removed, the State Director 
will be notified by Form FmHA 0 5 2 - 2 , "Memorandum for Official 
Use Only. '' On receipt of such notification, the State Director 
will promptly advise the appropriate County Office in wr1t1ng 
to remove the flag, citing the names of the borrowers involved. 

( 7 )  Fastening materials. Record material filed in case folders 
will be�0tened with metal prong fasteners to the prescribed 
filing position at the time of filing. The use of caps is 
optional. 
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( 8 )  Divider sheets. Position dividers (plain paper) are used 
to separateI=ecords accumulated within the same case folder for 
different borrowers. Insert divider sheets in positions "l" 
and "2" for cases involving the assumption of debts for loans 
where only chattel security was pledged-i)y-"the transferor 
(transferring borrower). Insert them in positions "2'' and 
"5'' for cases involving title conveyance or leasing while 
in Government inventory.--In all-th�se cases-;-dlvider sheets 
should indicate: 

(i) Name and case number of the borrower (transferor). 

(ii) Classification of the borrower (transferor) incident 
to the conveyance of title. 

(iii) If the transferor is reclassified to "collection
only'' or "judgment,'' also show amount owed (principal 
and interest) on each loan included in such "collection
only" or "judgment" indebtedness. 

(c) Folder maintenance routines. These are prescribed for the 
following special situationS-pertaining to title conveyance and 
foreclosure: 

(1) Assumption transaction. In assumption transactions establish 
a new-folder-for the-transferee and place Form FmHA 150-1 under 
the transferor's name in the "active" case folder series. Any 
needed loan servicing or reference material in the transferor's 
(transferring borrower) folder will be refiled in the transferee's 
folder. Insert divider sheets where required. Any remaining material 
in the transferor's file will be considered "closed," provided 
all of the FmHA loan indebtedness has been satisfied. 

(2) Property acquisition. When property is taken into Govern
ment inventory through voluntary conveyance of title or fore
closure, continue the former borrower's case folder(s) in the 
"active" case folder series under his name and case number. Add 
the inventory advice number to the folder label(s). 

(i) When acquired real estate is leased while in Government 
inventory file the records on the lessee (leasing party) in 
the former borrower's initial case folder. Insert divider 
sheets where required. The lessee's name will be added in 
pencil on the folder label. Since no case folder is 
prescribed for the lessee, establish Form FmHA 150-1 under 

10 



§2033. 9 (c) (2) (i) (Con.) FmHA Instruction 2033-A 

his name in the active case folder series for active 
borrowers. 

(ii) When acquired real estate in Government inventory is 
sold for cash, relabel the former borrower's case folder(s) 
with the name of the purchaser. If the sale is made on a 
payment basis, establish a new folder for the purchaser. 
Material in Positions 6 and 8 ,  and any other needed records 
in the former borrower's case folder, will be refiled in the 
purchaser's file. Acquired property case folders will be 
considered closed as prescribed in §2033.12 (b). Until 
final payment is made, maintain Form FmHA 150-1 under the 
former borrower's name in the ''active" case folder series. 
In those infrequent cases when the real estate is sold as 
individual parcels, the former borrower's folder(s) and the 
parcel purchaser's records will be maintained in a manner 
that will best serve the needs of the County Supervisor. 

(3) Collection-only or judgment. In the event transferors of 
title by voluntary conveyanc�--assumption or through foreclosure 
action are reclassified to collection-only or judgment, a new 
case folder for the transferor will be established for the 
final collection and/or settlement of his indebtedness. Only 
the essential account servicing material and pertinent 
correspondence will be transferred from his previous folder(s). 
A cross reference to the transferee will be inserted in position 3 
of this new folder. 

§2033.10 Removal of material from active individual borrower case folders. 

Each fiscal year a set of A-Z folders will be established and placed 
in the "closed" section to contain material that is eligible to be 
removed from the borrower case files when a specific note is paid in full. 
The fiscal year in which the note is paid will be entered in pencil on the 
folder label. For problem cases, the removal of material from an active 
borrower case folder is left to the discretion of the County Supervisor. 

(a) Paid-in-full notes for borrowers remaining indebted for other 
FmHA loan(s). All material pertaining to each paid-in-full operating 
type note w111 be removed from an active borrower's case folder and 
placed in the A-Z series of files established for this purpose EXCEPT 
(1) the first Form FmHA 431-1, "Long-Time Farm and Home Plan, '' and 
Form FmHA 431-2, "Farm and Home Plan, ' '  developed for the borrower; and 
(2) documents pertaining to an existing note as well as the paid-in-full 
note. This material will be removed when the final Transaction Record 
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is received from 
to the borrower. 
after the end of 

the Finance Office and the original note returned 
This material will be destroyed one fiscal year 

the fiscal year in which the note is paid. 

(b) Receipts and correspondence. These records must be removed 
every-rhir-;iTiscal-year�followl:ng fiscal year 1974, the fiscal year 
in which the initial removal was accomplished. 

( 1) Forms FmHA 451-1, ''Receipt for Payment. " 
five years old are eligible to be removed from 
case folders and destroyed. 

Receipts over 
all active borrower 

(2) Correspondence. Correspondence filed in position 4 of 
the borrower-case-folder which is over five years old is eligible 
to be removed from all active borrower case folders and destroyed. 

(c) Lea���· All leases executed by the borrower are eligible to be 
removed from the active borrower case folder and destroyed two years 
after expiration or when they have served their purpose. 

§2033.11 Removal of material from active association/organization borrower 

Certain records for active association borrowers will be removed from 
the case folders and destroyed after they have met the retention period 
prescribed in Exhibit A of this Instruction. The initial removal should 
be completed by September 30, 1977. Subsequent removals should be made at 
least every third fiscal year thereafter. For problem cases, the removal 
of this material is left to the discretion of the County Supervisor. 

§2033.12 Closed borrower case folders. 

(a) Determining ''closed' ' folders: Borrowers classified "paid-up" or 
''otherwise satisfied. 11 -----

(1) When a borrower (active, collection-only, or judgment) is 
reclassified as "paid-up" by payment-in-full, his one or more 
case folders are considered "closed." 

(2) When a borrower (active, collection-only, or judgment) is 
reclassified as "otherwise satisfied" as prescribed in FmHA 
Instruction 404. l, his case folders are considered "closed. '' 
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(3) Guaranteed loans will be considered "closed " when the 
Contract of Guarantee (Form FmHA 449-17) or the Loan Note 
Guarantee (Form FmHA 449-34) has been terminated and all 
obligations due the FmHA have been paid in full or otherwise 
satisfied. 

(1) When acquired property is sold and the redemption period, 
if any, has expired, the former borrower' s case folder will be 
considered "closed. " 

(2) When acquired property is sold for cash, the purchaser' s 
folder will not be considered "closed" until the redemption 
period, if any, has expired. 

(c) Determining ''closed" folders: Grant cases. 

( 1 )  Grant-only case folders of individuals are considered 
" closed " when the construction has been completed and given a 
final inspection. 

(2) Grant-only or combination grant and loan case folders for 
Farm Labor Housing are considered ''closed" 50 years after the 
year in which the grant was made. However, if there is a 
default under obligation of the Labor Housing Grant Agreement 
and it is terminated by the Government, the folder(s) will be 
considered "closed" only when the Government' s requirements 
are satisfied. 

(3) Grant-only case folders for Comprehensive Areawide Water 
and Sewer plans are considered ''closed" at the end of five 
years, after all funds have been properly accounted for, 
conditions of the grant agreement have been met, and the plan is 
serving the purpose for which it was developed. Documentation in 
the case folder must indicate that these conditions have been met. 

(4) Grant-only case folders for Central Water and Waste Disposal 
Facilities development are considered "closed " at the end of five 
years after the facility is constructed, and it has been deter
mined that the facility was constructed in accordance with approved 
plans and specifications and funds have been expended for authorized 
purposes. Documentation in the case folder must indicate that these 
conditions have been met. 
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( 5 )  Grant-only case folders for Facilitating Development of Private 
Business Enterprises are considered closed when all of the grantee's 
grant obligations as shown in any grant agreement have been subor
dinated, released, satisfied or terminated. 

(1) Labeling. Concurrent with determining a borrower's case 
folders to be "closed" label them with the legend "CLOSED CASE 
19 11 with the fiscal year inserted in the blank space. Also, 
for-fhose recipients of certain types of loans and/or grants 
which remain subject to compliance review after "closing,'' 
make a notation, " Subject to Compliance Review" on the label 
of the case folder. 
(2) Return of documents. When an account is closed, check the 
case folder�legal�cuments (deeds, leases, title opinions, 
abstracts, insurance policies, water stock or grazing certificates), 
or soil maps and plans prepared by the Soil Conservation Service, 
and final or "as built" plans and specifications. These materials 
should be returned to the borrower as they will have served 
their purpose in FmHA account servicing. When returning documents, 
use Form FmHA 140-4, "Transmittal of Documents, " or other 
written means for establishing a record of their return. 

(3) Arrangement. Closed case folders for which destruction 
is authorized in paragraphs (c) (5) (i) and (ii) of this section 
should be arranged by name in one or several series according 
to County Office needs but kept separate from "current'' case 
folders. 

(4) Salvage. When disposing of closed folder records, salvage 
reusable-folders. 

(i) Destroy closed case folders limited only to the legend 
''CLOSED CASE 19 11 one year after the end of the fiscal 
year in which closed. 

(ii) Retain closed case folders for grants subject to civil 
rights compliance review. To prevent the inadvertent 
destruction of these folders during the review period, main
tain them as a separate, clearly identified group. 
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(iii) Retain closed case folders marked "FLAGGED CASE - DO 
NOT DESTROY.'' 

§2033. 13 Section 504 housing assistance borrowers. 

The total amount of Section 504 loan or grant assistance, including 
any prior Section 504 loans or grants, will not exceed $5,000. 

(a) Section 504 borrower list. A list of all borrowers, arranged 
by county, who have received Section 504 assistance will be retained 
indefinitely in the operational file folder "444 - Section 504 Loans 
and/or Grant Borrowers List. " This list will include the following 
information recorded at the time a Section 504 loan or grant is made. 

(1) Borrower's name and case number. 

(2) Name of co-owner(s), if any. 

(3) Amount of the loan or grant. 

(4) Date loan or grant was made. 

(b) Maintenance and disposition. Section 504 housing assistance 
case folde�S-will�rnaintained� closed, and disposed of in accordance 
with Section 2033.9. The maintenance of the borrower list will permit 
destruction of closed Section 504 assistance case folders as prescribed 
in paragraph (d) (5) (i) of Section 2033. 12. 

§2033. 14 �E�rational files. 

(a) General. The operational files contain the official records of 
generaCa<l�Tnistrative and program functions and activities. The 
operational files exclude (1) program assistance (applicant or borrower 
account) case folder records and (2) the unofficial file material included in 
Section 2033. 15. The file code-subject headings prescribed for the 
operational files �re based on the FmHA procedure classification 
system (Exhibit A of FrnHA Instruction 2006-A. ) They are similarly 
arranged with minor variations to insure continuity of required records. 

(b) Code selection flexibility. 

( 1 )  Although use of the prescribed one and two-digit file code
headings is mandatory, County Offices may use the three-digit 
file code-headings listed in paragraph (d) of this Section on 
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an "as needed'' basis. The County Supervisor and County Office 
Assistant should reach a mutual understanding concerning those 
three-digit file code-headings which best meet the needs of the 
County Office. Care must be taken to select sufficient code
headings for use in order to avoid filing material of different 
subjects and retention periods in the same folder. Consolidation 
of identical digit file codes having different retention periods 
will not be made. 

(c) Or��nization, servicing, and disp��iti�E· 

(1) Only one set of perpetual-use four-position folders is 
needed for the maintenance of the operational files. Use left 
tab folders for one-digit file codes, center tab folders for 
two-digit codes and right tab folders for three-digit codes. 
Replace worn folders as necessary. 

(2) Labeling. Inclusive dates (period covered by the records 
withi-t1the-folder) may be shown on operational file folders. 

(3) Continuation folders. Whenever the volume of records 
becomes toOlarge-i:or inclusion in the original operational 
file folder, a ''continuation" folder will be added. All the 
folders will be labeled with " of " continuation 
numbers in pencil. 

(4) Arranging materials. Position filing, divider sheets and 
other-rileans may be used to arrange and separate materials within 
an operational file folder by fiscal year, etc., for ease in 
records usage and disposition. 

(5) Fastening materials. The use of metal prong fastener caps 
to fasten record-s--in operational file folders is optional. 

(6) Cross reference. Form FmHA 150-1 and AD 170-4 may be used 
as needed. 

(i) Destroy records maintained in the operational files 
as prescrlbed in paragraph (d) of this section. All 
retention requirements must be met before the records 
concerned are destroyed. 

(ii) Records will be removed for destruction directly 
from the operational file folders unless the destruction 
of an entire individual folder is specifically authorized. 
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(d) L1sl of prescribed or>cral101i.1l [1lc cod,�s ;incl subject he adings. 
The following prescr"lbed opt�rational TITe head111gc, are printed 1-n
full caps and undurl1ned. 

0 - 1\DIIINIST�i\TlO:�. DcsLroy 1·1he11 3 FY's old. 

• 

003 - H!Tl�R-,\GENCY RCJ.ATIOi�S. Destroy v.·hen 2 FY' s old. 

004 - OFFICI!1L Ml·:t·:TlNCS. Destruy when 2 fY's old. 

006 - CIVIL DEFCNSE PROGRAM. Destroy when 3 FY's old. 

006 - U!3DA COUN'IY t.Ml:l\Gtt·�C'r' IKJAl:DS. (Or;c,<rn u::at1o n , coord111aL1.0n, 
tunct1ons, and reporls.) kela1n lalest membership 11st1ng. 
Other records, destroy when 3 FY's old. 

02 - l�Ni\G�Ml'..Nf. Destroy when 3 FY's old. 

021 - COUtiTY OFFICE !;ULU.TINS. Ues troy v.·:ien l FY old. 

022 - f,LJT!IORITY l"!EIJELt,C!\TION /\t\D DESIGNATION OF ACTH;G OFFICIAL. 

Pos1t1on cl�Je�<1t1ons and red�le��t1ons destroy 5 FY's after 
revokl:Li or r� d, or po5ltl0i.1LS�Gm u1aled. 

Soecial d e le n <1 t1ons .1nd redel�gattons destroy 5 FY ' s afler 
TTI<l-::lte sp2c1ftedln del<.2,gati.011; (2) delegate is scparaled, 
or re,noved from pos1t1on w1t11 1oJll1cn the c1elegat1on is u.Jent1£1ed; 
(3) delegat1011 is invaliJated by regulal1011s or other procedural 
i ssua 1�ces; or (4) d ele g o.t10,1 is revokt�d or revised. 

ll(�s1gnal1on u( .JCtllli�· dl'Stroy 5 FY's afl:t!r termt11at1on <lo.te 
of U11� ,!es1i�niillo0.-Co11L tnuu1?, rl1�s1gL1aL wn�. by County 
Supervisors of act1n� County Supervtsurs will be destroyed 
5 fY's after clcs1gn.1tton is revoked in 1·ir1L tng or Lhe des1gnate <l 
employet> is separated or re1:10verl Lor- any re.:ison. 

022 - lll�TAILU) !·�Ml'i.OYf�l�S. (Llll11L1.:d Lo details w1lhout "act1n;�" 
Jmgnal1011sT Destr oy one flsc.il yedr .:i fler C'n<l of th·� fi::,cal 
y..:ar Ln \,•hu.:h Llh� tlc�LaLl t,�rn:1n;1LeJ. 
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026 - 1.!0RK tl:�ASUlU,ME:iH S'iSTEi·l. In c lud e � reports. Cl'>:cluJes tlie ind1v1dual 
forms to wl11ch work time is posted.) Destroy when l FY old. 

0 3  - BUDGETS. Deslroy when 2 FY's old. 

0 5  - /\UIJITS AND INVt'.Sl'lCATlONS. Deslroy 4 FY's .:ifter c.:ise is closed. 

0 7  - lNFOl.\MATION. D(!Stroy when or�<� FY old. 

0 71 - NL\vS KELEASES & PUHISiitD Nt\.,'S ITU1S. Destroy wllen 1 FY old. 

l - GUSINE:SS SE:.RVlCES. Destroy when 1 FY old. 

1 0 3  - H/\TLrnG OR DELIVERY OF BOirnS AND INTEl{EST COUPONS. (Inclu<it�S 
record of mdil ing or cJel ivery and return(�d receipt.) 
LOSS CLAIMS 3 FY's after Lhe clJ1m has been satisfied. 
rnateri.:il destr oy when 3 FY's old. 

1 0 4 - PUBLIC AVAILABILITY Of MATERIALS AND l.\ECORDS. 
-( E XCLU DtS n1a t er 1.ilpert:'.ili1lfig to e;{�!inp t re co rd s 
denied, .:ippealeJ decisions and records sought 
by compulsory proce�s.) Destroy when 2 FY'� old. 

1 04 - l\Xi�llPT RtCO !WS Dl·�Nll�D !\ND 1\l'l)l�/\Ll,D DECl �) lONS. 
lnclude::> :;1.:iL,'rial pertainLn;; to ( l) e.{e1npl 
record s L ha l have bet! n ll en led , ( '.2 ) those r"' cord s 
th.it have bl�en furnished to the req11t!Stl�r after 
appeal to Llw Aclrnunslrator, and (3) rt�cords 

Destroy 
Other 

sought by compulsory process. Destroy when 5 FY's old. 

104 - FORMS FmllA 1 04 -1, "PUl.lLlC INFOIU!i\TION n:.ANSlllTTAL 
i\iTi)/61� gtcECPT.'' Destroy when 2 FY1s old. 

1 1  - SPACE. De� troy whe n ') FY' s old. 

110 - (L�1calion (c1ty or town) of_ off1cc). Ust' sep.:ir.ite 
Jnlder for 1�ach o0Lcc-=---oeS"Lroy-1;\,1Lv1dual location 
l n L d t: r (l 11 (� y l.! .:i r a r L ·� r LlH: e 11 d !) f t I\(� r l ,, c ell y l! .'.l r l ll 

1;hu�h o[ltCl' w.1s clo.,cd or 11llJVed Lo a new locat1011 
(J1ffcrc!nt addresb). 

1 2  - PlWl'l�l\TY /\ND SUPl'LY. Deslroy 1,1!1e11 1 l·"l' old. 

120 - FU�\MS Frn!L\ 1 2 0 - 10 "SOLICIT /\ T TON,QllO'lATJON, l'Ul-:.Cli/\SE ORDEJ\., 
rnSPr=CfIUt�. AND INVOlC_ES." Destroy wl1e11 3 FY1 s old. 
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121 - Flll\:·!S FmHA 121-6 , "NC1TICE OF TRANSMITTAL AND Rl�CEIPT. "  I n c l udes 
cor respondence. Dest roy l FY .::ifLe r the e n d  of t he f isc a l  year 
u 1  1.;h i c h  all Forms FmHA 451-1, "Acknowledgm,� n t  o f  Cash Paymen t ," 
t r.1nsm t t  Led by a s [>L�c. if i c  Form Fr.1[li\ 121-(J have been used. 

121 - SUPPL'i' 11A�;AGl�l!l��:r . Dcslroy o ne year .::irtl!r t h e end of t he fisc a l  
year L n  wl11ch created .  (If [o r proper t y, use "122'' fo l d e r; 
if ior space ser vtcL:s, use "110" l ocation fo lder.) 

122 - Pl\Ol't�l\'l'Y . (Noth:: ... pcnJab l e). Des t roy wnen 3 [.'\''s old . 

14 - COM>iUNlCATJOt�S. D..>.st roy when 1 FY olci. 

15 - RECOI\LJS. (In c l udes l•'o rm l,.mH/\ 150-4, 11/\nn ual [((�por t o n  Rec ords and 
F i l e  Equipme n t  lnv,:n t o r y . " )  Des t r o y  when 2 FY' s o l d . 

151 - R�C�TPTS FOR VALUABLE DOCUMENTS. (To i n c lude r e c e ipted c o p y  
o[ Form FmllA l.'.i-0-4, "Transmi t ta l  of Docume n t s," .::is we l l  .::i s oLher 
rec� i p t s  (or va l uab l e  document s .  Unreceip ted c opies of Form 
F1.1HA 140-4 1:Ll1 be f i l ed in  t he borro1·1<�r case fi l e . ) vll1cn .::i 

counly o r  fr.::icl iona l part of a counly is t ransferred Lo anolher 
1urisd i c t1011, n.;c L�ipt::, r(: laLing to Ll1at cuunly or f rac ttona l � . l�J0r�11,,:��l���. 

16 -�l�L. ( lnc luct(:s energy n:po r t  on molo r vehicles and r,1 L l e age.) 
Use..,'163" name [o l der i[ 1 lmitcJ t o  one t rave l e r  on l y. (Use "406" 
f o l der fo r n o tice of v isits iJnd i t 1nerartes. ) Des t roy whe n 2 FY's o l d .  

163 - ( NMIE OF TR!\VLLF.:J\). Use separat e folder fo r each t rave ler. 
Tr.::insie r folder if emplo yee t r.Jnsfers lo .rnothcr rmHA off i c e . 
lJestr•.)y m.1terl.::il dtrL�c t l y  fro•n folder on lwo-y(�.Jr d 1::,posal basis 
d u r 1 n g c on l 1 nu o us e ;i1p1 o y nw n t . C 1 o c; c f o 1 de r u po n s e p Jr .::i t ion 
:ind llH�n dL:-;troy t wo yc .. u-::, 2 f U:!r y•�.'.lr of sep:ir<Jt1o n . Forrri fmHA 
163-1, "Trav<:! l Recore!,'' .::incl copy of Trzive l Vouche r  w L l l be kept 
iJ y t I H-! l r.1 v e 1 <.: r ,1 c, l 1 Ls l' c n, l1 n .1 1 rec or <l • 

( 1 8 - r n r L c L.1 1 1;1 ', ;111 d I 0 0 ) - U :, L' c . 1 ·; ' : (older ,) [ nor r n 1·1c r· for 
lo<.s ui Ii i :,  db:,lracl. Use! "23()'' 1i.i11H� [01,1,:r, .. is ap11lic-
ab le, [or lrlJUry of reg1ilJr <!mrlo ye1� o r  commit teeman 
involv ing c ompensiJlion by t ile Go verni:lent. 

2 - PERSONNEi.. Destro y when 3 FY-'is o l d. 
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2 2  - 1 1 0 \ JR S - - L E A V E - - P.l\ Y .  D e s t r o y  wh e n  3 F Y ' s  o l d . 

2 2 1  - ( NAME O F  E M P LO Y E E ) .  F o rm AD 3 2 1 - 2 , T & J\  Re p o r t s w i t h  a t t a c h me n t s . 
U s e' s e p a r .:i t l� f o l d t.> r  f o r  e a c h  e r:i p l o y e e  c u r r e n t l y o n  t h e  r o l l s . 
· r r a n s f e r  f o l d e r  i (  e m p l o y e e  L r a n s f e r s  t o  a n o t h e r  FmHA o f f i c e . 

D e s t r o y  wh e n  3 l eave ye a r s  o l d .  

2 2 1  - F rnA L  F O R '.-i S  i\ D- 3 2 1 -2 --H l{M J N A T E D  E l·! l:' LO Y E E S . 

De s t r o y  w h e n  1 0  l e .J v e  y e .J r s  o l d . 

2 2 1  - F O R M  A D  3 1 6 T & A  R E P O R T S ( COMM I TT � E M L N ) .  D e s t r o y  wh e n  3 F Y ' s  o l d . 

2 2 1  - L?ORM ,\ D 3 4 2  TE, i\ 'f Ri\ N S Mi l' L\ L S .  D L' s t r o y  w h e n  1 r' Y o l d . 

2 2 1  - TE"\ 1 1 1\i-lD G O O K  2 -A /1 M E N D�r n N 'l S .  ( T o r n c l u ,J e  l:' .J g e  Co n t r o l  C h a r t s  
a n cl M D S C  't' r a n s 1n 1 L t a l s .  A l l o f  t l1 1 s  m a L e r 1 a l  m a y  b e  m a i n t a i n e d  
i n  a b L n d e r . )  De s t r o y  wh e n  2 F Y ' s  o l d . 

2 3  - E M P LO Y M E N I .  D e s t r o y  w h e n  3 F Y ' s  o l d . 

2 3 0  - ( NMIE O F  R i� G U LAR E r!PLO Y E l:. ) . U s e  s e p Li r a t e  f o l d e r f o r  e a c n . T r a n s f e r  
1 o l d e r  i t  e 111 p l o y <> e  t r .J :1 s [ i-� r s  L o  o n o L lw r  F m l ! A  o f f i c e . D e s t r o y  
1 n .:i L e r 1 o l  cl i r e c t l y f r o m f o l d e r  o n  t ll r c <: - y e a r  d i s p o s a l  
b ,1 s L s  d u r 1n .� c o n t 1 n t 1 <) U S  t: m p l o y me n t . C l o s <! f o l d L� r  u p o n  s e p a r a L 1 o n  
d l1 C1 t h e n J e s t r o y  o n e  y e a r o f t e r  t h e e n d  o f  L h e  f 1 s c o l y e cl r  i n  
1vh i. c h  c l o ::o e d . 

2 36 - C O U N T Y  C0:·1iH TT E E  E h P L O Y M l� N T  - Fo l l o v1ed b y  C o u n t y  o r  A r e a , a s 
a p p l i c a b l e! . U s e  s e 1) <t r a t e  f o l d e r  f o r  e o c h  c o nwn t t e e , i f d e s i r e d . 
I [  c omm 1 t L e e  i s  a p p o i n t e d  t o  s e r v e  o n l y  o n e  c o u n t y  a n d  L h .:i t  
c o u n l y  i s  L r a 11 s f c r r e d  t o  ::i n ,) t h e r  c o u n L y  J U r 1 s d ic t i o n , a l s o 
t r ,1 n s  [ <� r  " 2 3 6 ' '  e m p l c• y1'w n t  r e c o r J  o f  s u c i l  c o inm 1 L t e e . l{ e l n  L n  c:: m p l o y nw n t  
r e c o r J a l  c u r r e n t  c o mm i t t e e m a n  a n d , w n e n s e p a r a t e d , d e s L r o y  
J y e a r  a f L c r  L h c  e n d  o f  L h e f i s c a l  y e a r  o f  s e p a r a t i o n . D e s t r o y  
:rn y  o t h e r  rn cl l e r i a l 1vlH-: n 3 F 'i ' s  o l d . 

2 3 6  - HJ !-! 1'1 Fn 1 i l i\ 7 36 - 7 , " R E C O R D  O f  C: O U N I' Y  C O i li' l ! TT l� I� � l l : E T [ N C S "  - Fo l l o 1.; e d  
Ii),L:Q;-;-1\Tyor-li r lJ <i;a�i:;Ti_c . i Li l t:--::-- u ::oc-:;,�r-:lr"?il'eioTci� r t o r  e :1 c h  
L cim;n i t t e c  n s  d e ::o i r e cl . 1 1  l un 1 t e d  L o  o rw c o u n t y  a n d  L h .J L  c o u n t y  
t s  L r :1 11 s f 12 r r c c l  L o  ;i n u L IH� r c o 1 1 n L y J U !" t ::. c1 1 c t io n , a l s o  L r a n ::o f e r  
F o nn s  2 36 - 7  f o r  s u c h  c o u n t y . D c:: ::o L r o y  wh e n  2 t: Y ' s  o l d  • 
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§ 2 0 3 3 . 1 4 ( C o n . )  FmHA I n s t r u c t 1 o n  2 0 3 3 -A 

2 4 - T I< 1\ I N I NG • U s e 1 1 2 4 " [ o  l d e r e x c e p L L f  .:i p p l i c 3 b l e t o o n e  em p 1 o y e  e 
o�ry;-\Jse " 2 3 0 ' '  11 3 .TI C f o l d e r . D e s L r o y  wh e n  2 F Y ' s o l d . 

2 7  - L � A V E . De s L r o y  when 2 F Y ' s  o l d . 

2 9  - � � T I R E M E N f i\ N D  l N S U RA N C E . D e s L r o y wh e n  2 F Y ' s  o l d . 

3 - C O M P U T E R  P R I N T O U T  R E P O RT S . C om p u t e r  r e p o r t s  l n  t h e 3 0 0  s e r i e s  m .:i y  be 
ffialnta� : \ 1 ) in  t n e i 1 J 1 1 s e r i e s  o f  t h e  o p e r a t i o n a l  f 1 l e s , u s 1 n g t h e 
f i r s t  L h r e e  d 1 � 1 L s  o f  t h e r e po r t  n u m b e r a s  t h e  F i l e  C o d e  a n d  t h e  f u l l 
n u mb e r  a n d  s ub j e c t  o f  L h e  r e po r t  a s  L h e  S u b J e C L  H e .:i d i n �  ( E XA M P L E : 3 8 9  
F O R M  Fml i .\ 3 8 9 - 6 , 1 1 \\ e po r t  o f  L n : rn s  M .::i d e " ) ; o r  ( 2 )  b y  s u b j e c t l n  t h e  1 1 0 ,

1 1 

�·llTf;' or " 4 "  seru:;5 0 f l h t! 0 p e r  .'.l t 1 0 n .:i  l [ d e s ; o r  ( 3 )  l n  a n y  m.:i n n t� r 
L h a t  b e s L s e r v e s  t l ie  n e e d s o f  L h e  C o u n t y  O f f ic e . A f t e r  t h e r e po r t  h a s  
s e r v e d  i t s  pu r po s t' , l t  1 n .:i y  b e  d e s L r o y e d  u n l e s s  f u r t h e r  r e l e n t  t o n  i s  
r e q u i r e d  b ;  f m H A  I n s t r uc t i o n s . I n  a n y  e v c n l , mo s t  r e p o r t s  b h o u l J  
b e  d e s t r o y e d  wh e n  t wo y e a r s  o l d . 

4 - P ROG R A M  O P L RA T I O N S .  De s t r o y  ·.,• h e n  3 F Y ' s o l d . 

4 0 0  - C I V IL IU G ! l T S  CO M P L  l i\ N l: E  D Y  J\ E, C I P J  E N T S  O r  Fml l A  P ROG RMl i\ S S I � T A N C E . 
Ti n c l u d ..:: s c o m p l 1 ,rn c e  r r..� v i e w 1;1 er.1 o r a 11 d 1 1 m  r t! p o r t s  c o v e n� d  by  Fm l �A 
l n s L r u c L io 11 4 0 0 . 2 . )  D e s t r o y  wh e n  Lf F Y ' s  o l d . 

!f 0 1  - O P L R A T l Ot1 S l\ E, l/ I E �I . De s t r o y  wh e n  2 F Y '  s o l d . 

4 0 2 - S U P � RV l S E D  BANK AC C O U NT S . D e s t r o y  w h e n  l F Y  o l d . 

4 0 5  - C U l l l n' Y  O F F T C E  �'.ANAG l� M f". NT S Y S  !' E M . ( l n c l u d e b  b o r r o w e r  
� a b e  c l a s s 1 f 1 c .:i L i o n ) . De s t r o y  �h e n  2 F Y ' s o l d . 

4 0 5  - FO!\MS Fml lA  4 0 5 -4 , " A P l' L l CAT l O N  A N D  P IW C E S S I N G  C A R !J  - l N O I V l D U A L . 1 1 
( l\ t t e r  re mov .:i l  l r o m  L h e  C o u n L y  O L f 1 c e  M a n ::i ;_; e me n t  S y s t e m llo x . ) 
S u b d 1 v 1 d e  b y  L y p e o f  l o a n  i f  d c� s tr e d . De s L r o y  wh e n  2 F Y ' s  o l d .  

4 0 5  - F O '.fr! S F m l l A  !1 0 5 - l l , " /1 P P L I  CAT T O N  J\tW l ' l\O C l� � S  L N G C A l\ D  - A S S O C I A T I O N . "  
( A l l e r  1· t ! 1 , 1o v �1 L t r ornL�C o u n l y  lH L L C l' :·l a n a g e 11H� 1 1 L ::i y s l e ,n H o x . ) 
S u b d 1 v H! e  b y  L y p l! o f  1 0 ,1 11 i_ f  J e s 1 n! d . D e c. L r o y  w h e n  2 F Y ' s  o l d . 

4 0 5  - HH:MS F 1 n H A  L; 0 5 - 1 L1 , " C l\ t. D l T  C O U l� �� L L I :·l G T A L L Y . "  ( A f t e r  r e m o v a l  
f r o m  t h e  C o u n t y  O f f i c e  M .:i n a ge m e n t  � y s t e ra B o x . )  D e s t r o y  wh e n  l F Y  o l d . 

2 1 



FmHA I n s t r u c t 1 o n  2 0 3 3 -A 
§ 2 0 3 3 . 1 4 ( C o n . ) 

40 5 - F O l\MS Fn� l l 1\ 4 0 5 - 1 5 ,  " S l� 'l I /l. N N U A L  TA L L Y . ' ' ( A f t e r  
r r! m o v a l [ r o m  t lH� C o u n l y  o" L f t c e  M a n a g e me n t  S y s t e m  
Ho x . ) Dc s l r o y  wh e n  l F Y  o l d . 

40 6 - W O R �  O RG A N I Z A T I O N . ( I n c l u d e s  f o r m s  fmHA 40 6 - 1 , 
.-r;:-io n t 11Tyca l e n <J ;n o f  \� 0 ::- k , "  a n d  1 L i n (� r a r i e s . )  
U e s l r o y  wh e n  2 C Y ' s  o l d . 

L1 0 6  - Fcw n s  F m l ! A  40 6 - 6 , " R E P O R T  O F  O>!A ' s  C O U N T Y  O F F I C E  
[{ l� V J L<: \L "  D<: s l r o y  11 tH� n 3 F J:  s o l d .  

4 0 9  - K U RA L  D E V E L O P M E N T . T h i s  c o d e rn d y  b e  s u b d i v 1 d e J  
C tJ n s 1 s l t' n t  w t l h  o n - g o 1. 11 g  r u r a l d e v e l o prne n l  p r o g r a ; n s . 
De s l r o y  wh e n  2 F Y ' s  o l d . 

L1 0 9  - C f·! A T U IT O LJ S  S E f( V l C E S . 
De s l r o y  3 F Y '  s a f t e r  L e nn 1 n a l  l O n  o f  a g r e eme n t  • 

. '.;l O  - l N () U U -: I t S , F m l l A  S t: l\ V l C E S . D e s t r o y  w h e n  2 F Y ' �  o l d . 

4 1 0 - I N Q U I R I E S , 1.:0NCRE S S l OI1 .i\ L  ( C f:: N E R AL ) . D e s t r o y  v.ih e n  2 F Y ' s  o l d .  

4 1 0 - C l{ , ·: D T T  l\ l'., l )O Wl' S . IJe s L r o y  1vh t.:! n  2 F Y ' s o l d . 

4 2  - R E A L  P RO P � R I Y . D e s t r o y  wh e n  2 F Y ' s  o l d .  

42 2 - A f P R � I S A L S . I n c l u d e s Av e r a � e V a l u e s . ( f o r m s  FmHA 4 2 2 - � , 
11 R·.'! a l  E s t a L ,! S J l e s  D a t a , ' ' w i l l  b e  k e p t  l n  J c J r d  b o x  a n d  
d t� s t r o y e tl  l·.'\H� n it  is  d 1� t e nn uh� d t h a t  l n f o r m a t  i o n  i. s  n o  l o n g e r  
o f  a n y  v a l u � o r  a [ t e r  5 FY ' s , wn ic h e v e r  l S  e a r l i e r . )  
D c s l r o y  wh e n  2 F Y ' s  o l d . 

42 2 - ( N a ,n e  o f  S u b cl 1 v 1 s 1 o n ) .  To i n c l u d e  c o p u: s  o f  
r <� p �l1.ve;Jp[)�s-::1Ts- f u r  s u b d  i v  1 s  t o n s ;111 tl r e  1 . 1 L e d 

rn � L e r L a l . Lk s l r o y  2 F Y ' s  a f L e r  c o rn p l e t L o n  o f  s u b u 1 v 1 s 1o n . 

Lf 2 4  - C O U S T 1\LJ C 'l' l 1 l N , D l� V l� LO l ' !· l UJT , i\ N U  l\ i�. ]JJ\ l l\ .  Dc� s L r o y  \·ill e n  2 F Y ' s o l d . 

-' · 



§ 2 0 3 3  . 1 4 ( C o n . ) FmHA I n s t r u e  t i o n  2 0 3 3 -A 

L� 2 4  - L.<\ EI O R  C LA S S T F l CAT I O N  A N D  \·!/', G l� P-AT E S . D a v i s - fl .'.l c .r n  A c t 
l a b o r  r e q u i r eme n t s . D e s t r o y  wh e n  2 F Y ' s  o l d .  

4 2 4  - C O N S T R U C T I O N  C O N T RA CT C O M l' L i\  l N T S  - F o l l o wed b y  n .'.l m e  o f  b u  l i d  P r .  
To c o n t a i n  .'.l h� :; u f  .J c t i o n s  L a k t: n  o n  c om p l a 1- n t s f r o m  d a t e  
o f  r e c e i p t  t o  d a t e  o f  f i n a l  d i s p o s i t i o n . D,� s t r o y  m a t e r u i l o n  

e a c h  c om p l a 1 n t  t h r e e  f i s c .J l  y e a r s  a f t e r  t h e  e nd o f  t h e  f i s c a l  
y e .J r  o f  f i n a l  d 1- s p o s 1 t 1 o n . ( l t  m a y b e  n e c e s s a r y  t o  p r e p a r e  
a d d i t i o n a l  c o p i e s  o f  c o r r e s p o nd e n c e ,  e l c . , t o p r o v i d e  d o c ume n t a t i o n  
f o r  t h i s  f 1- l e  a n d  a l s o t h e  a p p l i c .J b l e  b o r r o w e r c a s e  f i l e . )  

4 2 4  - F E E  C O N S T R U C T I O N  I N S P E C T O R  C O N T R A C T S . D e s t r o y  2 F Y ' s  a f t e r  
t e r .n i n a t i o n o t  c o n t r . 1 c l .  

4 2 5  - T A X � S . ( I n c l u d e s  l i s t s  o f  r e a l  e s t a t e  b o r r o we r s  w i t h  un p a i d 
t a � e s . )  D e s t r o y  w h e n  2 F Y ' s  o l d . 

4 2 6  - p �; O P E RT Y  l N S U l� A N C !� . De s t r o y  w h e n  2 F Y ' s o l d . 

4 2 6  - NAT I O NA L  F LOOD l N S U RA N C E . To i n c l u d e  a l l  m a t e r i a l p e r t a i n i n g  

rl/J 
t o  �;t;d a r e a s����.J � i� F l o o d  l�· Rl:HAIN·. 

4 26S T L R.  I N S U R�O L I C Y . D e s t r o y  :1e F Y  �x p i r a t  1 0 n  o f  
p o l i c y . 

4 2 7  - T i r LF:  C L E.<\ R 1\ N C E  MW LO:\N C LO S l N G . R e t a 1 n  c u r r e n t  d e s i g n .:i t i o u s 
n n d  F o r m s  h11 ! I A  4 2 7 - 1 4 , i\ g r· e e me n t  t o  P r o v i u e  Lo .'.l n  C l o s i n g  S e r v i c e s , " 
< rn d  F o r m s  Fml lA 4 2 7 - 1 8 , " F 1 d ,� l i t y  13 o n d  f o r  L o a n  C l o s i n g  A t l o rnc y s . " 
De s t r o y  t e r m 1 n a t e d  d� s ig n a l i o n o n e  f L s c a l  y e a r  a f t e r  t e rm i n a t i o n . 

D e s t r o y  r e m a 1 n 1 n g  m .'.l t e r i a l  on t h r e � - y e n r  d i s p o s a l  b a s 1- s . 
S e e  E x h i b i t  C o f  L h 1 s  I n s t r u c t i o n  f o r  h a n d l i n g  a b s t r .J c t s  f o r  
wn i c h  t h e  C o u n t y  S 0 pe r v i s o r  i s  c u s t o d i a n . 

4 3  - P L A N N I N G  A N D  S U P � R V I S I O N  ( I N D I V I D U A L S  - A S S O C I AT I O N / O R GA N I ZAT I O N ) .  
D e s t r o y  v.,1h e n  2 F Y ' s  o l d . 

4 3 0  - l' l . .\ ti N lN G  A N D  S ll l' l·. l\ V l � J O N  ( I N D I V I D U A L S ) . K e e p  a l l  c u r r e n t  k e y  
p r .:i c t i c e s  .rnJ J t; S Lro-ytf10s�tll:l·t h a v e!  b e e n  s u s p e n d e d . A l l  o t h e r  
1 n a t e r 1 a l , d e s t r o y  w h e n  2 F' Y ' s  o l d . 

Li 3 0  - l ' l ./\ N N rn G M D  S U P �: R V T S l O N  ( :\ S S U C I A T J O N / C 1 ll tJ 1\ N l ZAT I O N S ) .  
D e s l r o y  wh e n  2 F Y  s o l d .  

L�4 - LOAN A t� D  C l\A tH MAK I N G  /\ N D  DO C K E f P !WC E S S r n G . D e s t r o y  when 3 FY 1 s  o l d .  
:1 
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f m l �  I n s t r u c t i o n  2 0 3 3 -A 
§ 2 0 3 3 . 1 4 ( C o n . )  

4 4 0  - E V I D E N C E  OF I N D E B T E D N E S S . M a i n t a i n i n  o n e  s e t  o f  A-Z f o l d e r s .  
I n c l u d l� S  o r i g i n a l p r orn 1 s s o r y  n o t e s , r e n e w a l p r om i s s o r y  n o t e s , 
a s s um p t i o n  a g r e e m e n t s ,  s t o c k  c e r t i f i. c .J t e s , a c c e l e r a t e d  r e p a y 1 ne n t  
a g r e e m e n t s , a n d  g r .:i n t  ;-1 g r e e ;n e n t s . R E T U !.\ N  a l  1 s u c h  i n s t r ume n t s  
t o  b o r r o \1e r wh e n  l o .:i n  h a s  b e e n  p a i. d  u1 f u l l  o r  o t h e r w i s e  s .:i t 1 s f i e d  
E X C E PT a s  f o l l o w s : 

( a )  T r a n s f e r  o f  s e c u r i t y  b y  d s s um p t 1 o n , a t t a c h  t h e  o r i g i n a l 
.:i s s um p t i o n  a g r e e rn � n t  t o  t h e  o r i g i n a l n o t e ( s )  c ov e r e d b y  
t h e  a g r e e me n t  a n d  ke e p  i n  t h i s  f i l e  u n d e r  t h e n a m e  o f  t h e  
t r a n s f e i- e e . 

( b )  D o c u me n t s  e v id e n c i n g  d e b t s  c a n c e l e d  w i t h o u t  a p p l ic a t i o n , 
t r a n s f e r  t o  b o r r o w e r  c a s e  fo l d e r . 

( c )  C h a r g e d - o f f  n o t e ::.  w L t h o u t  r e l e J s e  f r o m  p e r .s o n d l l i a b i l i t y , 
t r .:i n s  f e r  t o  f i l e  c o d e  " 4 4 0  - C l l A l\ G E D - O F F  N OT E S , "  w i t h  F o r m  FmHA 
4 5 6 - 2 , " C a n c e l l a t i o n  o r  C h .:i r g e - O f [  o f  F n i l l A  I n d e b t e d n e s s , ' ' o r  
F o r m  Fm!IA 4 5 6 - 3 , " J o u r n a l  V o u c h e r  f o r  \f r i t e - O i f  o r  J u d gme n t , "  
r e c e i v e d  f r om t h e  F i n a n c e  O f f i c e  a t t .:i c h e d . 

( d )  l n  t i l e  e v e n t  t h e  p r o •n i s s o r y  n o t e  a n d / o r  o t h e r e v i d e n c e s  o f  
i n J e b t e d n e s s  c a n n o t  b e  r e t u r n e d  t o  t h e b o r r o w e r  d u e t o  a d d r e s s  
u n known , t h e y  w i l l b e  t r .:i n s f,� r r e d  L o  f i l e  C l) d e  " L,40 - E V I DE N C t:  
O F  l N D E E. T E D N E S S  F U l\ A u o r� E S S  U !H( N O \·r n n O R. RO\JE R S "  w i t h t h e  e v i d e n c e  
t h a t  t h e  wh e r e a b o u t s o f  t h e  b o r r o we r i s  u n k n o w n . 

T h e  a p p r o p r i a t e  l e g e n d , s u c h  a s  " P a id i n  F u l l , ' ' " S a t i s f l<::: d Th r u  
S u r r e nd e r  o f  S e c u r i t y  a nd l{ e l e a s e d  f r or.i L i .:i b i l i t y , "  o r  " S a t i s f i e d  
Th r u  F o r e c l o s u r e , ' ' a n d  L h e d a t e , w i l l  b e  s t am p e d  o r  t y p e d  o n  
t h e  o r i g in a l  d o c um e n t  1.;lw n t h e  f i n a l  a c t i o n  i. s t a k e n . T h L s  s a me 
i n f o r m a t i o n  a n d  t h e d .:i t e  t h e  o r i g i n a l  ci o c u 1;1 e n t  i s  r e t u r n (-:! d  t o  
t h e  b o r r owe r , w i l l 
f o l d � r . CAUT I O N : 
r �m a i n  i. n t h e  f i l e 

b e  s h o 1-.• n o n  t h e  c o p y  i n  t h e  b o r r o we r c a s ,� 
f o r  m a x imu� p r o t e c t i o n , t h e s e f o l d e r s  m u s t  
c a b i n e t e x c e p t  wh e n  i n  a c t u a l  u s e . 

4 1+ 0  - C l l /\ l� G E D - O F F  N OT � S .  To c o n l .1 u1 o r i g 1 n c1 l  p r o m i s s o r y  
n o t e !:>  c l'i d r e,<.: d - u t l  w L t h o u t  r � l e a s e  o f  l t a b i l i l y .  
D e s t r o y  6 FY ' s  a i t e r  c h a r � e J  o f f .  
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§ 2 0 3 3 . 1 4 ( C o n . )  Frn l lA I n s t r u c t i o n  2 0 3 3 -A 

4 4 0  - E V I D t: NCE O F  I N D E BT E D N E S S  FOR A D fm E S S  u :1 K NOWN B O R R O\·/ E R S : 

T o  c o ntal:npa i d - i n - f u l l  o r  0 L h e r w 1 s e  s .'.l t i s [ i e d  e v i d e n c e s  o f  
i n d e b t e d n e s �  wh i c h  c a n n o t  b e  d e l i v e r e d  t o  b o r r o w e r s  d u e  t o  
a d d r e s s  u n kn o wn . D e s t r o y  1 0  F Y ' s  3 f t e r  p a i d i n  f u l l  o r  
o t h e r w i s e  s a t i s f i e d . 

4 4 1  - O P l� l\ A T I N G  A N D  E t·I E R G r, 1'l C Y  L O A N  F IW C RA �·1 S . 

De s t r o y  wh e n  2 l:'"Y'S o l d . 

44 1 - D I S A S T E R  A E E i\ f\ E COl·l!·1 S N D A T I O �l S : T in s r n c l ud e s  F o r m  FmHA 44 1 - 2 7 , 
' Re p o r t o f  N a t u r a l  D i s a s t e r . I f  .'.l r e a  i s  d e s i g n a t e d , r e m o v e  
a p p l ic a b l e  m .'.l t e r i a l , i n c l u d i n g  F o rm F1:iHA 44 1 - 2 7 , a n d  r e f i l e  u n d e r  
c o n l r o l  c o j e  1 1 44 1 - D 1 s a s t e r  A r e a  1Je s 1 g n a t 1 o n  N o .. 1 1  

D <: s t r o y  ,.,.l t ,� n  2 F Y ' s  o l d . 

Lf4 1  - D I S /\ S  r E l\ ARl�A DE S I G NAT I O N  �� O .  I n c l ud e s  F o r m s  fmH,\ 4 9 2 - 7 , 
" lk p o r t  o f  U1 L o a n  A p p l i c a_t_i�o-1-1 s-. �-D (;s t r o y  2 F Y s  a f t e r  " f i n a l "  
r e p o r t  i s  m �id e . 

4 4 2  - A S S O C I AT I O N  i\ N D  O RCA N l: ZA T I O N  LO/\ N  AN D  G RJ\ N T  P IW G RAMS ( G t: N E !-;AL ) . 

D � s t r o y  w h e n  2 f Y  s o l d .  

4 4  2 - DO:  l l� S T I  C h1A'r 1� l< J\N D \-.'/\ S m  J) [ S P(J S i\ L S Y  S T F. M S . T h u ,  r n c  1 u d  e s  
c o ,11 p r dwnsiVe p Lrnn i n g . !J c s L r o y  \vh e n  2 FY I s  0 l d . 

44 2 - S l i H' l' - I N - L :\ tr n - u s r� l ' !W J l:� C J' S . De s t r L1 y  wh e n  2 F Y ' s o l d . 

4 Lf 2  - 1-: E C !\ 1� /\ T I O f� J\ L  fi\ C I L I TJ E S . De s t r o y  w h e n  2 F Y ' s o l d . 

4 4 2  - E O  C O O P E l\i\TI \I E J\ S S O C l /\T I O :·� S . D e s t r o y  w h e n  2 F Y ' s  o l d . 

L,4 2  - T Hl l\ E R  D E V E LO l' t i i� N T . D ee s  t r o y  \vh '" n  2 F Y ' s o l d . 

!1-4 2  - I J : E i G i\T J O N  f. N D D RA J N /\ G E  A N D  O T I ! r::R s .� \-1 C O N S E R \/A f I O N  

t·� ! � J\ S U l·� !c S . D e s t r o y  1� !H� n 2 F Y 1  s o l d . 

4 ·'. 2 - C O M M LJ N T T Y  F.\C J J . J T H. S . De s t r L1 y  wl t e 1 1  2 F Y ' s  o l d . 

4 4 2  - I N D U S T R I A L  !J l� V E LO P M UH G R./\ N i S .  D e � t r o y  wh e n  2 F Y ' s o l d .  

4 4 3  - F/\ R!·l O't!N E l\ S l l l P  P lW G RA M S  ( G r: :N E rU L ) . D c s L r o y  w h e n  2 F Y ' s  o l d . 

4 4 3  - FA R M  0\-W E R S H J P  LOMl S ..... . De s t r o y  wl1 e n  2 F Y ' s  o l d . 
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FrnHA I n s t r uc t i o n  2 0 3 3 -A 
§ 2 0 3 3 . 1 4 ( Co n . ) 

4 4 3  - FO T R A C T  S U E D I V I S I O N - F o l l o w e d  b y  n a�0 o f  t r a c t .  
U s e  S e p a r a t e  f o l d e r  t o r  e a c h t r a c t t o  b e  s u b d i v i d e d . C l o s e  t r ac t 
fo l d e r  t h e  f i s c a l  y e a r  t h e  s e l l e r  w J s  p a id 1 n  f u l l  f o r  t r Jc t . 
De s t r o y c l o s c.� d L r a c t f o l d e r t l i r  le e y c J r s a f t  e r t h e e n d o f t h e  

f i s c a l  y e J r  i n  wl t i c h  c l o s e d . S e e  Exl1 1 b 1 t  C o f  t h i s I n s t r u c t i o n  
f o r  h .:rn d l ing  c e r t <i  i n  a b s t r a c t s  o f  wh i c h  t h e  C o u n t y  S u pe r v i s o r  
L s  c u s t o d i a n . 

l, 4 3  - S O I L  A N D  \·1!\T E l\  LOA N S . De s t r o y  wh e n  2 F Y ' s  o l d . 

4 4 3  - L A N D  C O N SEl:\ VAT I O N D E V E LO l ' :· l !� N T  ( LC D )  LOAN S .  ( A p p a l a c h i a n  S t a t e s  
o n l y . )  De s t r o y  when 2 fY ' �  o l d . 

44 3 - R l� C R E 1\ T l O N  LOA N S  ( JU , ) . De s t r o y  w h e n  2 FY ' s  o l d .  

444 - l \ li k !\ L  H O U S  L N G L O A N  MW G RA N T  r r: O C f(1\ M S  ( G ir n E RA L ) . 

D e s t r o y  w h e n  2 F Y  s o ld . 

444 - fW R A L  l l O U S I N G  LOA N S  ( S E C T I O N 5 0 2 ) .  De s t r o y  wh e n  2 F Y ' s o l d .  

4 4 4  - I N T E R E S T  C R E D I T  A S S I STANCE . De s t r o y  �� e n  2 F Y ' s  o l d . 

444 - IW R1\ L COO P E l\ATI V E  H OU S I N G LOA N S . De s t r o y  when  2 f Y ' s o l d . 

444 - CO N D I T I O N A L  C O M MJ Tl·i l:: N T S  F O lZ !\ U RA L  l l O U S J N G LOi\ N S . 

De s t r o y  when 'L F Y 1 s  o l d 

4 1+ 4  - S E L �" - H E L P  M U T UAL I I O ! J S I N G P l< O G RMl . Dt� s t r o y  wh e n  2 F Y ' s  o l d .  

4L;4 - F A R M  L A B O l·: H O U S I N G LOAN S .  De s t r o y  wh e n  2 f Y ' s o l d . 

4 1+!; - !\ U R A L  RE �; J 'AL l l O U S I N G L O /\. tJ S . De s t r o y  ·,.1lh� n 2 FY ' s o l d . 

444 - l l'! !� L T G L l3 L E ' S U S t-' E �! D l.: D 0 1\ D Jrn A lr n rn  P I� l\ S O N �  D P. II. L I NC \H T ! l  
i{i l A P P L I C A N T S  C:rn PA�T I C i l11\ in'_� .Rf l'A l N  c u r r e n t  1 1.Stl:n g  .:ind  s up p l emen t :, . 

�;4 6  - Lrn s r � U !·'. C [  c u r� s rn.\l./\. T J O I� Ml D D E V L L O P r: U '·l'f ( F..C !J )  LOAl� P R O G RM I .  D e s t roy 
wh,; n  2 F Y  !:> o l d . 
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§ 2 0 3 3 . 1 4 ( C o n . ) F m HA I n s t r u c t i o n  2 0 3 3 - /\  

4 4 7  - W/\T E R S H E :D  LOA U S . D e s t r o y \·l h e n  2 F Y ' s o l d .  

4 4  7 - l·IAT E l{ S H E D  n: O T E: C T I O N  A N D  F LO O D  P l{ E V E N  f l ON M E /\ S U l\ E S .  T h  l s  i n c l u d e s  
A g  r t c  u 1 t u r a 1  S t  a b  i l L� a t i o n  a n d C o n .:; e  r v  at:lO-n S e  r v  i c e  ( A S C S ) a p p r o v e d  
w a L e r s h e d  p l a n r e p o r t s a n d  S o i l  Co n s e r v a l i o n  S e r v i c e  w o r k 
p l a n  r e p o r t . R � TA I N  o n e  c o p y o f  u a c h  r e p o r t .  

4 4 9  - C IJ /\ Rl\ NT E l': D  LOM: P l{OC R A M . D e s t r o y 1,.; h e n  2 F Y ' s  o l d . 

4 4 9  - G U S I N t. S S  /\ N D  lN D LJ S T l� T /\ L LOAN P R O G IZM! . D e s t r o y w h e n  2 F Y ' s o l d . 

4 4 9  - F A RME R P R O G R A M S . D � s l r o y  � h e n  2 F Y ' s  o l d . 

4 4 9  - COi·l�l U N I T Y S l� KV l C E S .  D e s t r o y  1vh e n  2 F Y ' s o l d . 

4 5  - A C C O U N T  S E RV I C I N G .  De b t r o y  wh e n  2 F Y ' s  o l d .  

4 5 0  - F O R M S  F m l l /\  4 5 0 - 5 , " M' l ' L l C/\ T l O N  T O  M O V E  S J:: C U R I T Y  r R O P J:: R T Y  AND 
V U\ l r [ C /\ T l O t ,  O Jc A D D H L �; s . "  ( T r .J n s i e r r rn g_ -.__o f f 'lc e  c o p y o n l y . )  
U s e ' 4 5  f o l d e r  i o r  o L � e r  m a t e r i a l . D c s l ro y wh e n  3 F Y ' s o l d . 

4 5 0  - F O R �iS F m l L\ 4 5 0 - 1 4 , " f.. N N U A L  S T /\T E M E: tH OF T . O i\ N  A C C O U NT S . "  ( M a y  
b e  ke p t  i n  a n y  0'1 .:rn n e r  b e s t s e r v in g t h e n e e d :,  o f  t h e  C o u n t y O t [ i c e  

E X C [ PT fc.tt· p r o b l e m  c a :> e s  a n d  S t a t e o r  D i s t r i c t  D t r e c t or r e v H� w  
c a s e s  w i l l  b e  [ i l e <l i n  o o r r o we c c a s e  f o l d e r . )  D e s t r o y wh e n  2 F Y ' s o l d .  

4 5 1  - C O L L E C T I O N S . De s t r o y  wh e n  3 F Y ' s o l d . 

4 5 1  - FO R H S  F m H /\  4 5 1 - 1 , " A C K N0\-.1 L E DGME NT O F  C J\ S l i  P A Y M E N T . "  K e e p  Co u n t y  
O [ i 1 c �  c o p y  1 n  r e c e i p t b o o k .  V O J 6E U  r e c e i p t s  ke e p  o r i g i n � l a n d  
c o p y  i n  b o o k .  De s t r o y wh � n  2 F Y s  o l d . 

4 5 1  - FO lUJ S F m ! l/\ lf 5 1 - 2 , " S C l lL'.: DU J . I� O F  lU: M J TTAN C E S . "  ( \.J h e n  F o r m  F m HA 
45r::-2ls u s •� cl i n  t 1· a n !:i n1 1 t t i n g  Fo r m-fn1Hl\. 1 04 - 1  u s e  " 1 0 4 "  f o l d e r . ) 
D e s t r o y  wh e n  5 F Y ' s o l J . 

l; S l  - i\ S �) l G N �llc N T  " C l l i:. C K  P i\ Y M l� r" T  �> Tl 1 i) S . "  lll s o  a p p l i c a b l e t o  .:rny fo r m 
'Oltr;nsmL.lt.llTlst:S-;:: .: r v  ill);- t h e  s . 1 1 n e  p u r p <) s e s . D e s t r o y  when 
6 mon t h s  o l d .  

4 5 1 - HW M  l-1 1 J l l J\ L1 'i I - :? .11 , " 1n. !-, lJ L T S  O F  l \ Ol� ! \ ( )\·1 1 ·: 1 � G l� 1\ D l l  . .\1' JO N  R l� V l lc \ !  B Y  
co[}N1·YL.0:.1T.iT1JT."i.,-;\:·m"LlJDN1\sD �T.iTVTSLl1"f:il!J e :-,  t r

-o y 1·1 i i e n  J n•-: 0 l J . 
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Frn l li\ I n s t r u c t i o n  2 0 3 3 - A  
§ 2 0 3 3 . 1 4 ( C o n . )  

4 5 1  - F \ l R�l  F m l l i\ 4 5 1 - 2 7 , 1 1 lZ C V I E h1 O F  C O L U, C T I U N - O N LY 

ACCOU rH S . '  !J e b  L r u y  1vh e n  2 F?'S"Ol d . 

4 5 2  - R E 1\ E 1.JA L - O P E RAT I N G  LOA N S . D e s t r o y w h e n  2 F Y ' s  o l d .  

L+ 5 6  - D l � J ; T  S l� T T L l� M E N1 . D e b t r o y  w h e n  2 F Y ' b  o l d .  

4 6  - S E C U ln T Y  S E RV l C I N G . De s t r o y  w h e n  2 tc y '  s o l d . 

4 6 0  - s 11 1·: C l 1\ L  s rnv I C I N G - Dl� L J �J Q U l� N T  A N D  P RO [) L E M  LOAN S .  
De s tr o y  wh e n  2 F Y  s o l d . 

4 6 2  - l-'0 1\ �l F m l ! A  4 6 2 - 3  ,\rr n ].;()]{ [U j \.,' J� R  L I S T , F O R M  FmHA 4 6 2 - 1 4 .  ( Th e s e  
cl o c ur n c n t s  m .:i. y  b <;-m;lntal.n e d  i n t h e  m a n n e r wh i c h�t s e r v e s 
t h e  n e e d s o f  t h e C o u n t y  O f f ic e . )  D e s t r o y  wh e n  l F Y  o l d .  

46 '.?. - Cl !ATTl::L  P lW P L RT Y . ( I n c l u d e s  L l q u i d a l i o n ) . D e s t r o y  r e c o r d s  

o i  a c q u i r e d  c h .:i. t t e l s  o n  d f iv 0 - y 0 .:i. r  d i s p o s a l  s c h e d u l e  .:i. n d  r e m a i n i n g  
r e c o r d s o n  .:i. t h r e e - y e a r  d i s p o s a l b a s i s . 

4 6 5  - J � J� ,\ L  P RO l-' E WJ' Y . lk s t r o y  wh e n  3 F Y ' s o l d . 

4 7  - I N S U l<. F. D  LOA N S  - L E N D E I\. Ri:. LAT J O N S i l l l' .  D l� s t r o y  w h e n  2 F Y ' s o l d . 

4 9  - R E P O R r S . D e s t r o y  wh e n  2 F Y ' s  o l d . 

49 2 - �·0 1u1 s Fml !A Lf 9 2 - 3 , 4 CJ 2 -.l\ 3 , Lf 9 2 - 5 , A N D  li 9 2 - Ci .  ( U s e s e p a r a t e  f o l d e r , 
i t  d c s 1 r (; d . )  De s t r o y  w t i e n  2 F Y 1 s o l d . 

4 9 2  - T IW T H  T N  L l:. N D Pl G . ( A n n u J l  r e p o r t ) . D e s t r o y  wl i 0 n  2 F Y ' s  o l d . 



FmHA Instruc tion 2033-A 

§2033. 15 Unofficial Files: 

(a) Unoffici;i.1 (non-record) files generally consist of " information
type" or reference publications in the format of books, booklets, 
pamphlets or fact sheets; cornrnerical advertising matter, or stenographic 
notes and "rough " drafts used to prepare official records. 

(1) Maintenance. 

(i) Unofficial (non-record) material w ill not be intermingled 
with official records nor will it be made a part of the official 
files. 

(ii) LIMIT unofficial files to the minimu� necessary for 
County Office needs. 

(iii) Maintenance methods for unofficial files during the 
period of use will be the option of the user. 

(iv) Published engineering specifications and other 
technical reference ma terials may be p laced in folders as 
necessary and filed under approp r iate headings such as the 
following: 

Cost Data 
Houses 
Land Development 

Sanitation 
Service Buildings 
Water Supply 

(2) Disposition. DESTROY unofficial files material on an item 
basis-When-ea�item has served County Office needs . 

§2033 . 16 County Office annual records management and file equipment report : 
Between September---Y5 and September 30 of each year, the County-Office Staff 
will review official files and remove, measure and report records eligible 
for destruction at the close of the fiscal year just ended. Not later than 
the third workday following the close of the fiscal year, the County Office 
will-prepare and forward Form FmHA 150-4, "Annual Report on Records and 
File Equipment Inventory, " as prescribed by the FMI. 
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FmHA Instruction 2033-A 

§2033. 17 Destroying official record and unofficial files material: All 
materials eligible for destruction MUST be promptly destroyed. 

(a) Precautions. The confidentiality of the information in dispos
able records must be maintained whatever destruction method is used. 
The County Supervisor should be l ertain of the complete obliteration 
of record information during the destruction process-. --

(b) Destruction methods. 

(1) Destroy file material as trash. This may be done by the 
County Office or by services available through local public 
refuse disposal facilities. 

(2) File material may be sold or donated as waste paper. 

(3) Where local non-profit groups collect wastepaper for 
recycling purposes, wastepaper may be donated for recycling, 
provided no storage, transportation or other costs, or the 
possible disclosure of confidential information is involved. 

Attachments : Exhibits A, B ,  and C 

oOo 



U.S. Department of Agriculture 
Farmers Home Administration 

FmHA Instruction 2033-A 
Exhibi t A 

POS ITION FILING - BORROWER CASE FOLDER RECORDS 

I Records are arranged w i thin borrower case folders by using only one 
filing position for all transactions or items logically within one of 
eight d i fferent classes. This Exhi bit designates the specific filing 
positions for each of these classes and l i sts their respective documents 
for various types of program assistance. Only forms currently in use 
are shown; however , obsoleted forms will be continued in their originally 
designated filing position. Generally, record materials will be placed 
in date order with the most recent date on top , except for those related 
documents which the County Office may prefer to maintain together for 
convenience of reference. For example , documents relating to an election 
process which may span several weeks should be maintained together as though 
they were one item , without intermingling other items. 

II Current IN IT IAL or ' '  l of 1 1  borrower case folders should contain 
only those records essential to meet the supervisor ' s  needs for routine 
office and out-of-office servicing. This requires a mutual determination 
concerning the documents needed by the County Supervisor and the County 
Office Assistant. Any special filing or retention requirements will be 
shown in parentheses below the document concerned. Periodic review of 
the INIT IAL folder will aid the timely retirement of infrequently used 
records to a continuation folder. Accordingly ,  full use should be made 
of continuation folders. 

III When acceptable to the Office of the General Counsel , conformed 
or certified copi es of documents such as Certificate of Incorporation , 
Articles of Incorporation , and by-laws , may be filed in the loan docket 
in lieu of the original documents. Original documents will be returned 
to the borrower at the time of loan closing or as soon as possible 
thereafter in order to  avoid liability for them. Pending delivery of 
such documents to the borrower , they may be kept in the place and manner 
best serving the needs of the County Supervisor and the County Office 
Assistant. 



fmHA Instruction 203J-A 
Exhibit A 
Page 2 

POSITION 1 - CHATTEL SECURITY RECORDS, OPERAT ING REPORTS, ASSOCIAT ION 
ANALYSE�OCESSING CHEC! LI�I��OJECT SUMMARIE�, SPREAp---sHEET5��1>AUDITS. 

-------- --·--- ·---

FmHA 071-2 

FmHA 430-1 

FmHA 430-4 

FmHA 440-4 

FmHA 440-4A 

FmHA 440-6 

FmHA 440-12 

FmHA 440-13 

FmHA 440-15 

FmHA 440-15) 
FmHA 441-2 ) 

(Series) 

FmHA 440-21 

FmHA 440-25 

FmHA 440-26 

FmHA 440-32 

FmHA 440-50 
(AD-561) 

FmHA 440-5 1 
(AD-561-1) 

Project Information Card 

Monthly Business Report 
(Destroy after 5 years) 

Five Year Progress Report 
(Destroy after 5 years) 

Security Agreement (Chattels and Crops) 
(May be kept as second item from the top) 

Security Agreement (Crops) 

Severance Agreement (Chattel security only) 

Acknowledgment of Payment for Recording, Lien Search, 
and Releasing Fees 

(Attach to related document) 

Report of Lien Search 

Security Agreement ( Insured Loans to Individuals) 

Crop and/or Chattel Security instruments as 
applicable to the particular State 

(May be kept as second item from the top) 

Appraisal of Chattel Property 
(Destroy after 5 years) 

Financing Statement 
(May be kept with Form FmHA 462-7, "Continuation 
Statement' ') 

Consent and Subordination Agreement 

Request for Statement of Debts and Collaterals 

Crop-Share-Cash Farm Lease 

Crop-Share-Cash Farm Lease (With Subordination Agreement) 



.IA lnstruct1on 2033-A 
Exhibit A 

Page 3 

POSITION 1 - CHATTEL SECURITY RECORDS, OPERAT ING REPORTS, ASSOCIATION ANALYSES, 
PROCESSING CHEcR-Y,TSrs�PROJECT-SUMMARIE� PREAD-SHEET�, AND AUDijs�(Cont-:-1--

FmHA 440-52 
(AD-562) 

FmHA 440-53 
(AD-562-1) 

FmHA 440-4 

FmHA 440-4A 

FmHA 440-4 
(Series) 

FmHA 440-6 

FmHA 440-12 

FmHA 440-13 

FmHA 440-15 

FmHA 440- 15 
FmHA 441-2 

FmHA 440-21 

FmHA 440-25 

FmHA 440-26 

FmHA 440-32 

FmHA 440-50 

FmHA 440-51 
(AD 561-1) 

FmHA 440-52 
(AD 562) 

Cash Farm Lease 

Cash Farm Lease (With Subordination Agreement) 

Security Agreement (Chattels and Crops) 

Security Agreement (Crops) 

Security Agreement 
(May be kept as second item from the top) 

Severance Agreement (Chattel security only) 

Acknowledgmt!nt of Payment for Recording, Lien Search, 
and Releasing Fees 

(Attach to related document) 

Report of Lien Search 

Security Agreement (Insured Loans to Individuals) 

Crop and/or Chattel Security instruments as applicable 
to the particular State 

(May be kept as second item from the top) 

Appraisal of Chattel Property 
(Destroy after 5 years) 

Financing St atement 
(May be kept with Form FmHA 462-7, "Continuation 
Statement") 

Consent and Subordination Agreement 

Request fo r Statement of Debts and Collaterals 

Crop-Share -Cash Farm Lease 

Crop-Share-Cash - Farm Lease (Wi th Subordination 
Agreement) 

Cash Farm Lease 



FmHA lnstruction 20 A 
Exhibit A 
Page 4 

POSITION 1 - CHATTEL SECU�ITY RECORDS, OPERATING REPORTS , ASSOCIATION ANALYSES, 
PROCE SSING CHECK LTsrs�--pfWJE:crsuMill�SPREADSHEETS,-AN"DiillDIB--fcont-:-)-

FmHA 440-53 
(AD 562-1) 

FmHA 440-54 
(AD 563) 

FmHA 440-55 
(AD 563-1) 

FmHA 440-56 
(AD 564) 

FmHA 441-5 

FmHA 441-8 

Fm HA 441-10 

FmHA 441-12 

Fm HA 441-13 

Fm HA 441-17 

Fm HA 441-18 

FmHA 441-25 

FmHA 442-4 

FmHA 442-39 

FmHA 442-40 

Cash Farm Lease (With Subordination Agreement) 

Livestock-Share Farm Lease 

Livestock-Share Farm Lease (With Subordination 
Agreement) 

Annual Supplement to Farm Lease 

Subordination Agreement 

Assignment of Proceeds From the Sate of 
Agricultural Products 

Nondisturbance Agreement 

Agreement for Disposition of Jointly-Owned Property 

Division of Income and Nondisturbance Agreement 

Certification of Obligation to Landlord 

Consent to Payment of Proceeds from Sale 
of Farm Products 

Assignment of Proceeds from the Sale of Dairy 
Products and Release of Security Interest 

District Supervisor Report - Association -
Organization Borrowers 

(Destroy after f ive years) 

Processing Check List (Other Than Public Bodies) 
(Keep as top item until loan is closed. Destroy 
after five years) 

Processing Check List (Public Bodies) 
(Keep as top item until loan is closed. Destroy 
after five years) 



Fm�� Instruction 203J-A 
Exhibi t  A 
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POSIT ION 1 - CHATTEL SECU rn.TY RECORDS , OPERATI NG REPORTS ,  ASSOCIATION ANALYSES , 
PROCEsSr��CHE-CK I;_!s_!� ,  -PROJECT su�RIES , SPREAD-SHEETS�- AN D_��oTr�-(Cont�-) -

FmHA 442-42 

FmHA 442-43 

Fm HA 442-44 

FmHA 442-45 

FmHA 449-29 

FmHA 450-5 

FmHA 450-13 

FmHA 455-3 

FmHA 455-4 

FmHA 455-5 

FmHA 455-6 

FmHA 455-7 

Fm HA 455-8 

FmHA 455-10) 
Fm HA 455-11) 
FmHA 455-12) 

FmHA 455-13 

FmHA 455-16 

- - - - - -- --- - - ---

--- --------

Project Summary (Irriga tion , Drainage , Other Soil  and 
Water Conservation Measures) 

Project Summary - Recreation 

Project Summary - Shift In Land Use - Grazing 

Project Summary - Water and Waste Disposal 

Project Summary 

Application to Move Security Property and 
Verification of Address 

Request for Assignment of Income from Trust 
Property 

Agreement for Public Sale by Borrower (Chattel 
security only) 

Agreement for Voluntary Liquidation of Mor t gaged 
Chattels 

Agreement of Secured Part ies to Sale of Security 
Property 

Agreement for Temporary Custody of Property 

Agreement for Cultivating , Harvesting and Delivering 
Crops 

Notice of Sale (Chattel security only) 

Bills of Sale (Chattel security only) 

Repo rt of Sale of Chattel Security 

Statement o f  Loss of Acquired Security Property 



FmHA Instruction 2033-A 
Exhibit A 
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POSIT ION 1 - CHATTEL SECURITY RECORDS, OPERAT ING REPORT S ,  ASSOCIAT ION AUALYSES, 
PROCESSING CHECK L ISTS ,  PROJECT SU�fr1ARIES, SPREAD SHEETS , AND AUDITS (Cont . )  

FmHA 4 6 0-1 

FmHA 4 6 0 - 2  

FmHA 4 6 0 -4 

FmHA 4 6 0 - 6  

FmHA 4 6 0-7 

FmHA 4 6 0 - 8  

FmHA 4 6 2-1 

FmHA 4 6 2-2 

FmHA 4 6 2-4 

FmHA 4 6 2 - 6  

FraHA 4 6 2 - 7  

FmHA 4 6 2-8 

FmHA 4 6 2 -9 

FmHA 4 6 2- 1 2  

FmHA 4 6 5 - 1  

Partial Release ( Chattel security only) 

Subordination by the Government (Chattel security 
only) ( While in effect keep as top item; then file in 
date order . )  

Satisfaction (Chattel security only) 

Partial Release ( UCC States) 

Termination Statement 

Notice of Termination of Security Interest in Farm 
Products 

Record of the Disposition of Security Property 
(Keep as top item , except while Form FmHA 460-2 
is in effect . )  

Statement of Conditions on Which Lien Will Be Released 

Assignment ,  Acceptance and Release 

Affidavit of Extension and Renewal 

Continuation Statement 
(May be kept with Form FmHA 440-2 5 , "Financing Statement . " )  

Wheat and Feed Grain Programs - Assignments 

Temporary Amendment of Consent to Payment of Proceeds from 
Sale of Farm Products 

Continuation or Termination Statement 

Application for Partial Release , Subordination, or Consent 
(When applicable to chattel security only) 



FmHA Instruct ion 2033-A 
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POSIT ION 1 - CHATTEL SECURITY RECORDS, OPERAT ING REPORTS, ASSOCIATION ANALYSE S, 
P ROCESSING CHECK LISTS, PROJECT SUMMARIES, SPREAD SHEETS, AND AUDITS (Cont . )  

Annual Aud i t Repor t 

Borrower F inancial Stat ements 

B& I Special Ten-Point Narrat ive Re por t on Loans of $1 m ill ion or more 

Chat t el Secur i t y  Instrument 

Monthly Reports (B&I) 

Pre-Closing Audit Report 

Repor t - Exhi bit  B, Instruct ion 2015-C 

Stat e B& I Special She e t s  and Analysis 

Applican t ' s  Cert ificat ion of Prior Indebt edness 

Memorandum of Understanding for Int erim Financing by Lender and FmHA 

I 
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POSITION 2 - LOAN AND GRANT ADVANCES AND REPAYMENTS, AND OTHER FINANCIAL RECORDS 

AD-627 

AD-629 

FmHA 363- 1 

FmHA 402-1 

FmHA 402-2 

FmHA 402-5 

FmHA 402-6 

FmHA 403- 1 

FmHA 404-1 

FmHA 405-1 

FmHA 405-Al 

FmHA 405-5 

FmHA 405-10 

FmHA 440-1 

FmHA 440-9 

Fm HA 440-10 

FmHA 440- 1 1  

FmHA 440- 16 

FmHA 440-22 

Report of Federal Cash Transactions 

Outlay Report and Request for Reimbursement for Construction 
Programs (Keep with Form FmHA 440-1 1 ) (Destro y after five year s 

Collection Memo 

Deposit Agreement 

Statement of Deposits and Withdrawals (Maintain in 
binder(s ) until bank account is closed . )  

Deposit Agreement (Non FmHA Funds ) 

Termination of Interest in Supervised Bank Account 

Debt Adjustment Agreement 

Case Reclassification 

Management System Card - Individual 
(When maintenance in card box is no longer required ) 

Operating Type Loan Maturity Schedule 
(When maintenance in card box is no longer required ) 

Management System Card - Individual 
(Rural Housing Only ) (When maintenance in card box 
is no longer required ) 

Management System Card - Association or Organization 
(When maintenance in card box is no longer required) 

Payment Authorization 

Supplementary Payment Agreement 

Cancellation of Loan or Grant Check and/or Obligation 

Estimate of Funds Needed for 30-Day Period Commencing 
( Destroy after five years) 

Promissory Note ( Insured Loan) 

Promissory Note ( Association or Organization ) 
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POSITION 2 - LOAN AND GRANT ADVANCES AND REPAYMENTS, AND OTHER FINANCIAL 
RECORDS(Con t. ) 

- -- -- - - -

FmHA 440-39 

FmHA 440-40 

FmHA 440-41 

FmHA 440-41A 

FmHA 440-42 

FmHA 440-43 

FmHA 440-48 

FmHA 440-57 

FmHA 440-57A 

FmHA 441-1 

FmHA 441-7 

FmHA 442-14 

FmHA 442-31 

Fm HA 442-50 

FmHA 442-51 

Fm HA 443-12 

FmHA 443-17 

Insurance Endorsement (For Tax-Exempt Non-C�upon�ria_! 
Bond� or Single B ond or Note) 

Insurance Endorsement (For Serial Coupon Bonds Issued 
by a Publ ic Body) 

Loan Disclosure Statement 

Disclosure Statement for Loans Not Secured by Real 
Estate 

Credit Sale Disclosure Statemen t  

Notice of Right t o  Rescind 

Association or Organization Activity Report 

Acknowledgment of Obligated Funds 

Supplemental Installment In formation 

Promissory Note 

OL-EM and Other Credit Analysis 

Association Project Fund Analysis 

Association Water or Sewer System Grant Agreement 

Grant Agreement (Public Bodies) for Facili t a t ing 
Private Business Enterprises in Rural Areas 

Determination of Grant Amount 

Farm Ownership and Individ ual Soil and Water Fund 
Analysis 

Agreement to Sell None ssential Real Estate 



F111 l li\ I n s t r u c t i o n  :!. ll r\ 
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POSITION 2 - LOAN AND GRANT ADVANCES AND REPAYMENTS, AND OTHER F INANCIAL 
RECORDS (Cont . )  

FmHA 443- 1 8  

FmHA 444-2 

FmHA 444-3 

FmHA 444-5 

FmHA 444-6 

FmHA 444-7 

FmHA 444-8 

FmHA 444- 9 

FmHA 444-15 

FmHA 449-7 

FmHA 449-8 

FmHA 449-14  

FmHA 449- 16 

FmHA 449- 17 

FmHA 449-18 

FmHA 449- 1 9  

Fm HA 449-20 

FmHA 449 -25 

FmHA 449-27 

FmHA 449-3 1 

FmHA 449-34 

Recreation Loan Fund Analysis 

Housing Fund Analysis 

Promissory Note ( Insured RH Loan) 

Multiple Housing Fund Analysis 

Interest Credit Agreement (Section 502 RH Loans) 

Interest Credit Agreement (RRH and RCH Loans) 

Tenant Certification 

Certification and Payment Transmittal 

Interest Credit Agreement Cancellat ion (Section 502 
RH Loans) 

Assumption Agreement for Guaranteed Loans (New 
Terms) 

Assumption Agreement for Guaranteed Loans (Same 
Terms) 

Conditional Commitment for Guarantee 

Request for Contract of Guarantee 

Contract of Guarantee 

Lenders or Holders Request for Approval 

Guarantee Fee Repor t 

Report of  Loss 

Request for Contract of Guarantee (EM Livestock Loan) 

Contract of Guarantee (EM Livestock Loan) 

Emergency Livestock Loan Anal ysis 

Loan Note Guarantee 



FmHA Instruct ion 2 0 3 3 -A 
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POS IT ION 2 - LOAN AND GRANT ADVANCES AND REPAYMENTS Arm OTHER F INANCIAL 
RECORDS (Cont . )  

FmHA 4 5 0 - 1  Statement of Account 

FmHA 4 5 0 - 2  Statement of Account 

FmHA 4 5 0 - 1 0  Advice of Borrower ' s  Change of Address or Name 

FmHA 4 5 0 - 11 Detail Analysis of Charges/Credits to Loans Receivab le 

FmHA 4 5 1 -7 Request for Change in Application 

FmHA 4 5 1 - 8  Journal Voucher for Loan Account Adjustments 

FmHA 4 5 1 - 1 0  Request for Statement of Account 

FmHA 4 5 1 - 1 1 Statement of Account 

FmHA 4 5 1 - 20 Notice and Acknowledgment of F inal Payment 

FmHA 4 5 1 - 2 1  Request for Reamortization of Real Estate Loan 

FmHA 4 5 1 - 2 5  Status of Account 

FmHA 4 5 1 -3 3  Reamortization Request (Association Loan) 

FmHA 4 5 1 -34 Direct Payment Plan Change 

FmHA 4 5 1 -3 7  Additional Part ial Payment Agreement 

FmHA 4 5 2 - 1  Renewal Promissory Note 

FmHA 4 5 5 - 1 Request for Legal Action 

FmHA 4 5 5-2 Evidence of Conversion 

FmHA 4 5 5- 1 7  Report on Deceased Borrower 

FmHA 4 5 5-20 Notice of Judgment 

FmHA 4 5 5-2 1 Notice of Acceleration and Demand for Payment 
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POS ITION 2 - LOAN AND GRANT ADVANCES AND RE PAYMEHTS, AND OTHER F INANC IAL 
RECORDS ( Cont . )  

Fm HA 455-22 

FmHA 456- 1 

Fm HA 456-2 

FmHA 456-3 

FmHA 460-5 

Fm HA 460-9 

Fm HA 460-1 0  

FmHA 465-7 

Fm HA 465- 8 

FmHA 465-17 

FmHA 471-6 

FmHA 47 1-7 

FmHA 492-19  

SF-1034 

Information for Litigation 

Application for Settlement of Indebtedness 

Cancellation or charge-off of FmHA Indebtedness 

Journal Voucher for Write-off or Judgment 

Assumption Agreement (New Terms ) 

Assumption Agreement (Same Terms - Eligible 
Transferee ) 

New Promise to Pay 

Report on Real Estate Problem Case 

Release from Personal Liability 

Advice of Crop Percentage Rental Charge (Acquired 
Real Estate ) 

Reinsurance and Repurchase Agreement (Automatic 
Renewal ) 

Notice and Acknowledgment of Sale of Insured Loan 

Characteristics of Approved Applicants 

Public Voucher for Purchase and Services Other 
than Personal 

Copies of Bonds (Insured ) 

Lender ' s  Loan Agreement 

Promissory Notes (B&I )  

Approval of Protective Advances 

Bond (Specimen) , Bond Ordinances , Bond Transcript or Similar Items 



FmHA Instruction 203 3-A 
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Page 1 3  

POSITION 2 - LOAN AND GRANT ADVANCES AND REPAYMENTS, AND OTHER FINANCIAL 
RECOH.DS ( Cont . )  

Designated Bank - Collateral Pledge 

Labor Housing Grant Agreement 

Deposit Slip (to be filed in any manner in this position best 
serving County Office needs . )  
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POSIT ION 3 - APPLICATION, ECONOMIC JUSTIF ICATION, PLANNING, 
BUDGE_!, �NDFARMERPROGRAM ANALYSES RECORDS-

For individual borrowers, this position will contain APPLICAT ION AND FARM 
PLANN ING RECORDS. 

For association or organization borrowers, this position will contain 
APPLICAT ION, ECONOMIC JUSTIF ICATION� OPERAT ING PLANS, ENVIRONMENTAL IMPACT, 
PRIVACY ACT, AND BUDGET RECORDS. 

AD-621 

AD-622 

AD-624 

FmHA 400-4 

FmHA 410-1 

FmHA 410-4 

FmHA 410-5 

FmHA 410-8 

FmHA 410-9 

FmHA 410-10 

FmHA 431-1 

FmHA 431-2 

FmHA 431-3 

Preapplication for Federal Assistance 

Notice of Preapplication Review Action 

Application for Federal Assistance for Construction 
Programs 

Nondiscrimination Agreement 

Application for FmHA Services 
( Keep supporting correspondence attached to application. ) 

Application for Rural Housing Loans ( Non-Farm Tract) 
( Keep supporting correspondence attached to application . )  

Request for Verification of Employment 

Applicant Reference Letter 

Statement Required Under the Privacy Act 

Privacy Act Statement to References 

Long-Time Farm and Home Plan 
( Keep immediately below latest Form FmHA 431-2. ) 

Farm and Home Plan 
( Keep immediately below running case record.) 

Family Budget 
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POSIT ION 3 - APPLICATION, ECONOMIC JUSTIFICAT ION, PLANNING, BUDGET, AND 
FARMER PROGRAM ANAYSES RECORDS(Cont. )  

FmHA 431-4 

Fm HA 440-2 

FmHA 440-45 

Fm HA 440-46 

FmHA 441-2 2  

Fm HA 441-26  

FmHA 441-29 

FmHA 442-1 

FmHA 442-2 

FmHA 442-3 

FmHA 442-7 

FmHA 442-1 2  

FmHA 442-17 

----- -------

- -- - ---- - ---- ---

Business Analysis - Nonagricultural Enterprise 

County Committee Certi fication or Recommendation 

Nondiscrimind tion Certificate ( Individual Housing) 

Environmental Impact Assessment 

Statement of Production Losses and Certification 

County Supervisor ' s  Calcu lations and Verification of 
Quali fying Production Losses 

ASCS Verification of Farm Production History and 
Repayment 

Forecast of Cash Receipts and Disbursements (Operating 
Budget) 

(Destroy after five years) 

Statement of Income and Expense for the Fiscal Year to 
Date 

(Destroy after five years) 

Balance Sheet 
(Destroy after five years) 

Initial Operating Budget 
(Destroy after five years) 

Financial Statement 
(Destroy after five years) 

Membership List (Grazing Association) 



Fmll/\ I n struction 2 0 3 3 -A 
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POSITION 3 - APPLICATION, ECONOMIC JUST IF ICATION, PLANNING, BUDGET, AND 
FARMER-PROGRAMANALl'SESRECORDSC Cont.) __ ___ _ ___ ____ ___ _ 

FmHA 449-24 

FmHA 449-26  

FmHA 449-33 

FmHA 462- 1 0  

FmHA 4 9 2 - 1 5  

Loan Subsidy Claim 

Certificates of Lender and Loan Applicant 

Small Loan Certification 

FmHA ' s  Answer to Request for Information 

Progress Report on Active Individual Borrowers for 
Calendar Year 1 9  

Running Case Record 
(Keep as top item. ) 

Evidence of Exemption from Federal Income Tax 

Letter of Condition 

Market Analysis Information 

State Director's Determination of Level of Income 

Association Loan User Survey Sheet 

Applicant's and Lender ' s  ?reapplication Letter 

Lender ' s  Evaluation and Recommendations 

Cost Estimates and Forecasts for Contingency Funds 

Dun and Bradstreet Reports 

Coporate Financial Statement of Guarantors 

S. E. C. lOK Report 

Pro-forma Balance Sheet 



FmHA Ins truc tion 2033-A 
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POSITION 3 - APPLICATION, ECONOMIC JUSTIF ICATION , PLANNING, BUDGET, AND 
FARMER PROGRAM ANALYSES RECORDS (Cont�) 

FmHA 442-29 

Fm HA 442-36 

Fm HA 442-37 

Fm HA 442-46 

FmHA 444-11 

FmHA 444-12 

FmHA 444-16 

Fm HA 447-1 

Fm HA 447-4 

FmHA 449-1 

FmHA 449-4 

FmHA 449-5 

FmHA 449-6 

Fm HA 449-9 

FmHA 449-10 

Fm HA 449-13 

FmHA 449-22 

Manager ' s  Agreement (Grazing Association) 

Application for Membership in Grazing Association 
(Keep supporting correspondence attached to application. ) 

Management Agreement (Grazing Association) 

Letter of Intent to Meet Conditions 

Conditional Commitment 

Check Sheet for Rural Housing Package 

Notice of Loan Approval 

Application for Watershed Loan 
(Keep supporting correspondence a t tached to applicat ion.) 

Budget for Watershed Loans and Advances 

Application for Loan and Guarantee 

Statement of Personal History 

Personal Financ ial Statement 

Application for Guaranteed Loan (Farmers Programs) 

Request for Conditional Commitment to Guarantee Loan 

Applicant's Environmental Impact Evaluation 

Denial Letter 

Certification of  Non-Relocation and Market Capacity 
Information Report 



FmHA Instruction 2033-A 
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POSITION 3 - APPLICATION, ECONOMIC J UST IFICATION, PLANNING, BUDGET, AND 
FARMER PROGRAM ANALYSES RECORDS (Cont . )  

Current Profit and Loss Statements 

Projections of Gross Revenues and Net Earnings 

Cash Flow Statements (3 Years) with Assumptions 

Financia l Statements for Last 3 Years 

Sales Projections Indicating Percentage of National Local Market 

Comp lete Debt Schedu les 

Interim Financial Statements 

Aging and Turnover of Receivables and Inventory 

Credit Reports 

Record of Any Pending or Final Regu latory Legal Action 

A-95 Comments 

Flood or Mudslide Hazard Area Statement 

National Historic Preservation Act Statement 

State Review Board Minutes 

Certificate of Need (For Health Care Facilities) 

Misce l laneous Management Reports ( B& I) 

Clean Air and Water Pol lution Control Act Requirement Statement 



POSITION 4 - CORRESPONDENCE 

FmHA Instruc tion 2033-A 
Exhibit A 

Page 19 

Unless provided for in one of the other positions, ALL CORRESPONDENCE will 
be maintained in this position , except correspondence to and from Bond 
Counsel. (Material filed in this position will be destroyed when five 
years old. ) 

FmHA 140-4 

FmHA 426-3 

FmHA 426-6 

Fm HA 450-6 

Fm HA 450-7 

FmHA 450-8 

Fm HA 450-9 

Fm HA 462-11 

Correspondence 

Transmittal of Documents 
(unreceipted copy) 

Notice of Expiration of Insurance 

Transmittal of Property Insurance Mortgage Clause 

Notice of Transmittal of Form FmHA 450-5 

Address Inquiry 

Double Postal Card 
(when concerning Borrower ' s  address only) 

Inquiry to Postmaster Concerning Borrower' s Address 

Request for Continuation Statement Filing Fee 

(Excluding Closing Instructions) 

Notification of Character Evaluation 

Department of Labor Certification 
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POSITION 5 - REAL ESTATE RECORDS, ORGANIZATIONAL DOCUMENTS_�ND REEULAJIO�� 

For individual borrowers, this position will contain REAL ESTATE RECORDS 
(EXCLUDING APPRAISA� 

For association or organization borrowers, this position will contain REAL 
ESTATE° INSTRUMENTS, ORGANIZATIONAL DOCUMENTS AND REGULATIONS such as property 
options, evidence of acquired property or property rights ; property title 
opinions ; evidence of bonds, stock and/or membership certificates pledged 
as security to the Government ;  legal and regulatory evidence of the organi
zation to conduct business, issuance of public bonds , stock and/or membership 
certificates ; evidence of officers and membership, including meetings, 
resolutions, meetings waived, and proxy voting ; evidence of the release 
and disposition of pledged security ; and Regional Attorney ' s  closing 
instruction and other closing records. 

FmHA 400-7 

FmHA 400-8 

FmHA 427- 1 

FmHA 427-3 

FmHA 427-4 

Fm HA 427-5 

FmHA 427-6 

FmHA 427-8 

FmHA 427-9 

FmHA 427-10 

Fm HA 427-11 or 12 

- - - - - - �- --�-�- -���� 

Compliance Review for Recreational Loans to Associations 
(FmHA Borrowers) 

Annual Compliance Review (Nondiscrimination by Recipients 
of Financial Assistance Through Farmers Home Adminis
tration) 

Real Estate Security Mortgages and/or Deed of Trust 
Instruments 

Rider to Real Estate Mortgage or Deed of Trust - Home
stead Entryman or Contract Purchaser (Direct or Insured 
Loan) 

Transmittal of Title Information 

Affidavit of Borrowers (or Transferees) 

Affidavit of Sellers (or Transferors) 

Agreement with Prior Lienholder 

Preliminary Title Opinion 

Final Title Opinion 

Warranty Deed 



FmHA Instruct ion 2033-A 
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POS IT I ON 5 - REAL ESTATE RECORDS , ORGAN IZATIONAL DOCUMENTS AND REGULATION S 
Cont . 

FmHA 427-13 Waiver of Encumbrances, Exceptions, and Reservations 

FmHA 427-15 Loan C losing Instructions 

FmHA 427-16 Notification of Loan C losing 

FmHA 427-17 Loan C losing Statement 

FmHA 440-34 Option to Purchase Real Property 

FmHA 440-35 Acceptance of Opt ion (Vendor t o  furnish abstract) 

FmHA 440-59 (HUD- 1)  Set t lement S tatement 

FmHA 442- 8 

FmHA 442-9 

FmHA 442-20 

FmHA 442-21 

FmHA 442-22 

FmHA 442-30 

FmHA 442-47 

FmHA 442-48 

FmHA 443-2 

FmHA 443-3 

FmHA 443-4 

FmHA 443-5 

Resolu tion of Members or Stockholders 

Association Loan Resolution (Security Agreement) 

Right-of-Way Easement 

Right-of-Way Cert ificate 

Opinion of Counse l Re lative to Rights-of-Way 

Water Purchase Contract 

Loan Resolution (Public Bodies) 

Grazing Associat ion Loan Resolution 

Option for Purchase of Farm - Land to be Subdivided 
(Dup licate of tract folder copy) 

Assignmen t of Intere� t  in Option (Land to Be Subdivided 
(Dup licate of tract folder copy) 

Designation of Assignee of Interest in Option (Land 
to be Subdivided) 

(Dup licate of tract folder copy) 

Short-term Lease of Optioned Land 
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POSITION 5 - REAL E STATE RECORDS, ORGANIZAT IONAL DOCUMENTS AND REGULATIONS (Cont. ) 

FmHA 443-6 

Fm HA 443-7 

Fm HA 443-8 

Fm HA 443-10 

FmHA 443-11 

Fm HA 443-16 

Fm HA 447-2 

Fm HA 449-2  

Fm HA 449-35 

Fm HA 449-36 

Fm HA 450-1 2 

Fm HA 451-18 

FmHA 460-1 

FmHA 460-2 

FmHA 460-4 

FmHA 465-1 

Short-term Lease (Between Purchaser and Seller) 

Temporary Cropping License 

Agreement (Between Seller , Purchaser and Tenant) 

Acceptance of Option by Assignee (Land to be Subdivided ) 
(Duplicate of tract folder copy) 

Acceptance of Option by Buyer (Land to be Subdivided) 
(Duplicate of tract folder copy) 

Assignment of Income from Real Estate Security 

Resolution of  Governing Body of Applicant 

Statement of Collateral 

Lender' s Agreement 

Assignment Guarantee Agreement 

Bill of Sale (Transfer by Withdrawing Member) 

Consent and Release of Interest of the United States 
(Insured Farm Ownership Loan) 

Partial Release 
(When real estate security is involved) 

Subordination by the Government 
(When real estate is involved) 

Satisfaction 
(When real estate security is involved) 

Application for Partial Release , Subordination, or 
Consent 

(Real estate security only) 
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POS IT ION 5 - REAL ESTATE RECORDS , ORGAN IZAT IONAL DOCUMENTS AND REGULATIONS ( Cont . )  

FmHA 4 6 5 - 2  

F m  HA 465-3 

Fm HA 46 5 -4 

Fm HA 4 6 5 - 5  

Fm HA 46 5-6 

Fm HA 4 6 5 - 1 0  

FmHA 4 6 5- 1 1  

FmHA 4 6 5- 1 2  

Fm HA 1 9 5 5  C-2  

C l o s i ng I n s t ru c t ions  

---- - --- - --- --------

Lea s e  o f  Sec uri ty P ro pe r t y  

Caret aker ' s  Agreeme nt  
( Real  property on l y )  

O f fer t o  Convey S e c u r i ty 

Trans fer o f  Rea l E s t a t e S e c u r i t y  

Adv i c e  o f  Mortgaged Re a l  E s t a t e  Ac q u i red 

Inv i t a t ion , B id and Ac c e p t anc e - S a l e  o f  Rea l P ro pe r t y  
b y  the Uni t ed S t a t e s  

Ac c e l erated Repayme nt Agr eement 

Qui t c l a im Deed 

Non-exc u l s ive Rea l Prope r t y  Mas ter  L i s t ing Agreement 

Mo r t gagee T i t l e  Ins urance Po l i c y  
( May b e  f i l e d  i n  Po s i t ion 7 i f  a t i t l e  i n s urance c ompany ' s  s e r v i c e s  a r e  
not  u s e d  f o r  l o a n  c lo s ing . ) 

Agreeme n t  
.
f o r  S e r v i c e  through Ind i v id u a l  Fac i l i t y  

Agreemen t s : Memb e r s h i p  o r  Techn i c a l  S e r v i c e s  

Amendmen t s : To B y l aws , Res o lut ions , o r  Regu l a t ions ; Cert i fi ed Copies  o f  

Ar t i c l e s  o f  Incorporat ion , B y l aws , and Regu l a t i ons  o r  Char t e r ; C e r t i f i ed 
Copy o f  

Cert i f i c a t e  o f  Memb e r s h i p  o r  Users  Cer t i f i c a t e s ; c o p i e s o f  

Cert i f i c a t e  o f  Incorpora tion  

Evidence  of  f i l i ng o r  s ubmi t t ing per i o d i c  re port  t o  State  agenc i e s  o r  o t h e r s  
a s  requi red , t o  ma i n t a i n  l ega l en t i t y  
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Evid enc e o f  Organ i z a t iona l Meet ings ( inc l ud e s  minu t e s  o f  me e t i ng s ) 

L i s t s  o f :  A s s o c i a t i on Members  a nd i n t e r e s t  h e ld b y  e ach ; and O f f i c e r s  and 
D i r e c t o r s  

S ub s c r i p t io n  Agreement 

Occupancy Agreement 

W a t e r  and / o r  S ewer U s er ' s  Agr eement 

Evidence o f  O t h e r  Secur i ty P l edged ( Examp l e : L i fe Ins u ranc e P o l i c i e s ) 

F o re c l o s ure N o t i c e  Act ions 

L e a s e s , Permi t s , A s s i gnment s ,  and o ther  ev i d e n c e  of c o n t a c t  

P e r s o n a l  L i a b i l i t y ( fo r  loan ) 

Purc h a s e  Con t r a c t  o r  Agreement , Cert i f i e d  Copy o f  

S u rvey o f  Land 

I nven t o r y  B re ak down ( B& I ) 

Lender S ec u r i t y  Agreements  

FmHA S ec u r i t y  Agreements  

Lender  Mortgages  o r  N o t e s  

Partne r s h i p  Agreemen t s  

Sched u l e  o f  S t o c k  Own e r s h i p  

Franc h i s e  Agreement 
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POS I T ION 6 - CONSTRUCT ION , DEVELOPMENT , AND FACILIT I E S  t�I NTENANCE 

Th i s  p o s i t ion c o n t a in s  cons t r uct ion , d eve l opmen t , and f ac i l i t i e s  maintenanc e 
r e c ord s s u c h  a s  e v idence o f  technic a l and eng inee r i n g  f e a s i b i l i t y  s tud i e s ; 
wor king d r awing s ,  s pec i f i c a t ions , b id s , and c o n t r ac t o r s ; d eve l opment and 
i n s pec t io n  r e po r t s , and r e l e a s e  o f  c o n t r a c t o r s ; and ev idenc e o f  ma intenance 
and r e p a i r  of phy s ic a l  fac i l i t ie s . 

AD-4 2 5  

FmHA 1 2 0- 1 0  

FmHA 1 20 - 1 1  

FmHA 4 0 0 - 1  

FmHA 4 0 0 - 3  

FmHA 400-6  

FmHA 4 24- 1 

FmHA 4 24-2  

FmHA 4 24 - 3  

FmHA 4 24-5  

Cont rac t or ' s  A f f i rma t i ve A c t ion P l an for EEO 

S o l i c i t a t ion , Quo t a t io n , Purch a s e  Ord e r , I n s pec t ion 
and Invo i c e  

S o l i c i t a t ion , Quot a t ion , P u r c h a s e  Order Cont inua t ion 
She e t  N o . 

Equa l Oppor tuni t y  Agreement 
( De s t roy  f ive year s a f t e r  pr ima r y  con t r ac t o r  i s  
re l e ased from l iab i l i t y )  

No t ic e  t o  Contrac tor s and App l i c ant s 
( De s t r o y  f ive year s a f ter  pr imar y c on t r a c t o r  i s  
re l e a s e d  from l ia b i l i t y ) 

Comp l i anc e S t a t ement 
( De s t r o y  f i ve year s a f ter  pr imary c o n t r a c t o r  i s  
re l e a s e d  from l i ab i l i t y ) 

Deve l o pme nt P l an 

Dwe l l ing Spec i f i c a t ions 

Serv i c e  B u i l d ing Spec i f i c a t ions  

Inv i t a t ion for B id ( Cons t r u c t ion C o n t r ac t )  
( De s t r o y  f ive year s a f t e r  pr ima r y  c o n t r a c t o r  i s  
r e l e a s ed from l i ab i l i t y ) 
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POS IT ION 6 - CON STRUCT ION , DEVE LOPMENT , AND FAC ILITIES MA INTENANCE ( Cont . )  

FmHA 4 24-6 

FmHA 4 2 4 - 7  

FmHA 4 24-8 

FmHA 4 24- 9 

FmHA 4 24 - 1 0  

FmHA 424- 1 1  

FmHA 424- 1 2  

FmHA 4 24- 1 3  

FmHA 4 24 - 1 6  

FmHA 424- 1 8  

FmHA 424- 1 9  

FmHA 4 2 4 - 2 0  

FmHA 440-2 1 

- .. 

Con s t ruc t io n  Con t rac t 

Con t r a c t  Change Order 
( To be a t t ached to o r  f i l ed w i th t h e  Form FmHA 4 24-6 
wh ich  it change s . )  

Per formance and P aymen t Bond 

Cer t i f i c a t e  o f  Con t r a c tor ' s  Re l e a s e  

Re l e a s e  b y  C l aiman t s  

S t a t emen t o f  Labor Per formed 
( De l ive r  to bor rower when a l l  i t ems of d eve l opment  
have been comp l e t e d  and th e s u pe r v i s e d  bank account  
c l o s ed . ) 

Ins pec t i o n  Re por t 
( De s troy  f ive year s a f t e r  pr imary c on t r ac tor i s  
r e l e a s e d  from l i ab i l i t y ) 

Cer t i f i c a t e  o f  Ac t u a l  Co s t  o f  Cons t r u c t ion 

Rec ord o f  Pre-Co n s t r u c t i o n  Conference 
( Des troy  f i ve years  a f t er pr imar y c o n t r a c tor i s  
re leased  from l i ab i l i t y ) 

Par t i a l  Paymen t E s t ima t e  
( De s troy  f ive y e a r s  a f t e r pr imar y c o n t r a c tor i s  
re leased  from l i a b i l i ty ) 

B u i lder ' s  Warran t y  

Reque s t  f o r  Subd i v i s ion F e a s ib i l i t y  Ana l y s i s  

No t ic e  o f  Expir a t io n  o f  B u i lder ' s  Warr anty  
( Des troy  f ive year s a f t e r  primary c o n t r ac tor i s  
r e l e a s e d  from l i ab i l i t y )  
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POSIT ION 6 - CONS TRUCTION , DEVELOPMENT , AND FAC ILITIES MA INTENANCE ( Cont . )  

FmHA 440-2 7 

FmHA 440-2 8 

FmHA 442- 1 9  

FmHA 442-3 3 

FmHA 449- 1 1  

Labor S t anda r d s  Prov i s ions  
( De s t r oy f ive year s a f t e r  pr ima r y  c o n t r a c t o r  is  
r e l e a sed from  l i ab i l i t y ) 

Labor S t and ard s I n t e r v i e w  Re po r t  
( De s troy  f i ve ye a r s  a f t e r  pr imary c on t r a c to r  i s  
r e l e a s e d  from l i a b i l i t y ) 

Agreeme n t  for Eng i ne e r ing Serv i c e s  
( De s t r oy five year s a f t e r  pr ima r y  con t r a c t o r  i s  
r e l ea s ed f rom l i ab i l i t y ) 

Sh i f t In Land U s e  P l an 
( Des t roy five yea r s  a f t e r  pr imary c ont rac t o r  i s  
r e l e a s e d  from l i a b i l i ty ) 

Ce r t i f i c a te o f  Ac qu i s i t i on o r  C ons tr u c t ion  
( D e s t r o y  f ive year s a f t e r  pr ima r y  c o n t rac t o r  i s  
r e l e a s ed f rom l iab i l i t y ) 

Con t r a c t o r ' s  B i l l s , Invo i c e s , and S t a t ement s o f  Labor P e r f o rme d 
(An e nve l o pe may b e  u s ed  t empor ar i l y  for  t h i s  m a t e r i a l . De l i ve r  t o  
b o r r owe r whe n  a l l i tems o f  farm deve l o pmen t  have b e e n  compl e t e d , a l l  
b i l l s  h ave been pa i d , and supervi s e d  b ank a c c ount c l o s ed . ) 

DHUD-FmHA o r  VA c o n s t ruc t ion  i ns pec t i o n  repo r t s  

Approval  B y  S t a t e  and Loc a l  Agenc ie s ,  e v idence o f  

B i d  Document s 
( De s t r o y  f ive years  a f ter  p r i mary c on t rac t o r  i s  r e l ea s ed f r om l i a b i l i t y )  

Bond s , Per f o rman c e  and Paymen t 
( De s t r o y  f i ve ye a r s  a f t e r  pr imary c o n t r a c tor  i s  r e l e a sed  f r om l iab i l i t y )  
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P O S I T I ON 6 - CONSTRUCTION , DEVELOPME NT , AND FAC I L I T I E S  MA I NTENANCE ( Cont . )  

Con s t ru c t i o n  Con t r ac t s  and Doc umen t s  ( i n c l ud e s  a r c h i t e c tua l and engineer ing ) 
( De s t r o y  f ive yea r s  a f ter  p r i mary c o n t r a c t o r  i s  re l e a s ed from l iab i l i ty 
o r  one  ye a r  a f t e r  warran t y  per iod , wh icheve r i s  l a t e r ) 

Evidence  o f  Conc urrence and Comp l i ance w i th C on s t r u c t ion  Re q u i remen t s  o f  
S t a t e , County , and Mun ic i p a l  Gove rnmen t s  ( i nc l ude s Bu i l d in g  Permi t s )  

Evidence  o f  Board o f  Hea l th a pproval 

Evidenc e of Concur renc e w i t h  S t a te Po l l u t io n  Con t ro l Age n c y  

E v i d e n c e  t h a t  pro j e c t  i s  c on s i s t ent  w i t h  c ompreh en s i ve a r e a  w a t e r  and 
s ewe r p l a n  

Maps ( be f ore and a f t er ) 

P re l i minary P lans  & Eng ineering Re po r t s  ( i nc l uding s pec i f i c a t ions , c o s t  
e s t ima t e s , and proposed  manner o f  cons t ruc t ion ) 

( De s t r o y  f i ve years  a f ter  pr imary c on t r a c t o r  i s  r e l e a s ed f r om l i a b i l i t y )  

P l o t  P l an s  

U t i l i t y Avai l ab i l i t y D oc umen t s  
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POSIT ION 7 - PROPERTY AND MORTGAGEE T ITLE INS URANCE ,  PROPERTY TAX 
RECORDS , AND POS ITION F IDELITY SCHEDULE BONDS 

FmHA 4 2 6- 1 

FmHA 4 2 6 - 2  

FmHA 4 2 6 - 7  

FmHA 440- 24 

FmHA 44 7 - 3  

Valuation of Buildings 

Property Insurance Mortgage Clause (Without Contr ibution) 
(Keep with related insurance policy . )  

Insurance Binder 
(Retain until replaced by an Insurance Policy - then 
deliver binder to borrower . )  

Position Fidelity Schedule Bond 

Tax and Assessment Data 

Insurance Policies - Property and Public Liability or Declaration Pa7e (when 
a master policy is in effect) 

i�-r--t-o-borrow.e-r after cancellati,o.n or expiration of the policy 

; ' unless there is a loss pending . On '� ' loss pending case\ deliver policy ( to borrower only after settlement of the claim . )  A 

. Re�-Fayrrre-n-t_o.f.--h:opert .. y--1.nsu r-anc-e-\ -(--Dei:-ive-i:---t:-o---.b o rrewer-at-t-ime-o f-re-l easi..-ng-e xpired-· or -canceled·- pol i..c·:r> 

Mortgagee Title Insurance Policy 
(May be filed in Position 5 if a title insurance company ' s  services \ are used for loan closing . )  

� ( /']) 7 

I" r- Ff' .. '? v<e ' .---:� v.C d'V\. .-l-1...1 2 (/\7 f/ -(�c l 'l.�•t'<'·r1�2-· .:�f/6 < (_,,/\...L-(.. <-<. """"' / 
, � , (J .,.... ' ' -../ ,,,,/) (.. -Ir.A: .,.L " 1.1. �"" .;..-l. L "'t _"ti-C-/� ,_ - -c  --t 1� l ._ ""C, f.._ .......... i--?.- ,/"!1 /. l.i. J... � "t  

.. £-Iv c·/,·>-1 . y e ..;- .... c f  � 
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POSIT ION 8 - APPRAISAL AND FEAS I B I LITY RECORDS 

FmHA 4 2 2 - 1 

FmHA 4 2 2 - 2  

FmHA 4 2 2 - 3  

FmHA 4 2 2 L 3  

FmHA 4 2 2 - 4  

FmHA 4 2 2 - 6  

FmHA 4 2 2- 7  

FmHA 4 2 2-8 

F mHA 4 2 2 - 1 0  

FmHA 4 2 2- 1 1  

F mHA 442- 1 0  

Appr a i s a l s  ( B & I )  

Appr a i s a l  Repor t ( Fa rm Trac t ) 

Supp lemen t a l  Re por t ,  I r r igat ion , D r a i nage , Levee , and 
Miner a l s  

Ma p o f  Property 

Map o f  Prope r t y 

Town s h i p  P l a t  Map 

Mu lt i p le T owns h i p  P l a t  Map 

Appr a i s a l  Repor t for Mu l t iun i t  Hous ing 

Prope r t y  Informa t ion a nd Appr a i s a l  Re por t ( Rural  
Hou s ing Non farm T r ac t ) 

Appr a i s e r ' s  Works h e e t  f or S t udy o f  C ompa r ab l e  
Prope r t i e s  

Appr a i ser ' s  Workshe e t  f o r  S t udy o f  Compar a b l e  
Pro per t i e s  ( Nonfarm ) 

Appr a i s a l  Re por t - Water and W a s t e  D i s po s a l  Sys t ems 

Feas i b i l i t y  S tµ d i e s  and Re po r t s  

oOo 




