
REQUEST FOR RECOROIISPOSITION AUTHORITY
 
. (Sf!e 'nst~uc.tlonson reverse)
 

x o r 207 7~12 
TO' GENERAL SERVICES ADMINISTRATION, 

_~N::.:AT.:..:.I.:..:ON~A:.:.l....:.A:.:.:R.:..:CH~IV.:..:.E:..:.S~A_N_D_R.:.::E...:..CO.:...R_D_S_S_E_RV_IC_E....:.... __ RECEIVED_W_A_SH_IN_G_T_ON....:...._D_C_2_04_0_8 --t DATE 

1. FROM	 (AGENCY OR ESTABLISHMENT) 

Department of Housing and Urban Development 
NOTIFICATION TO AGENCY 

2. MAJOR SUBDIVISION 
In accordance with the provisions of 44 U.S.C. 3303a the disposal reAssistant Sec. for Housing-Fed. Housing Commissioner quest. Including amendments. IS approved except for Items that may 
be stamped "disposal not approved" or "withdrawn" In column 103. MINOR	 SUBDIVISION 

Office of Loan Management 
4. NAME	 OF PERSON WITH WHOM TO CONFER 5. TEL EXT UG 3 

Fred W. Pfaender, Room 6156	 755-5677 Dut« 

6. CERTIFICATE OF AGENCY REPRESENTATIVE 

I hereby certify that I am authorized to act for. this agency in matters pertaining to the disposal of the agency's records. 
that the records proposed for disposal in this Request of ¥ page(s) are not now needed for the business of
this agency or will not be neededafter the retention periods specified. 
D A Request for immediate disposal. 

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

REPRESENTATIVE E. TITLE 

Departmental Records Management
Officer 

7. 8. DESCRIPTION OF ITEM 9. 10. 
ITEM NO (With Inclusive Dates or Retention Periods) SAMPLE OR ACTION TAKEN 

JOB NO. 

Records Disposition Schedule 10 

Records Relating to Multifamily Insured Programs 

This schedule provides disposition instructions for
 
Headquarters records produced as a result of the Depart-
mentIs subsidized and unsubsidized multifamily insured
 
programs. The instructions pertain to Headquarters

multifamily administrative, management, and operational

records, and include records relating to such special
 
programs as rent supplement, cooperatives, condominiums,

hospitals, nursing homes, and medical practice facilities.
 

This schedule supersedes. previously approved Records
 
Schedule 10 dated June 1974. The development of these
 
standards may be traced through National Archives Job No.
 
NN-169-130, approved August 25, 1969.
 

Note attached HUD Handbook 1130.1, Organization: Assistant
 
Secretary for Housing--Federal Housing Commissioner, and
 
descriptive program pages and statistical tables.
 

115-107	 STANDARD FORM 115 , Revr sed April, 1975 
Prescribed by General ServicesIS~ Admlnlstrallon 
FPMR (41 CFR) 101-11 4 



TYPING GUIDE: SHt~T 

I 
I 

I

! 
I Records Disposition Schedule 10 

I I Re~ords IRelatin~ to Multifamily Insured Programs·1 

I I I , 

~hiS:sch~dule:prov~des disposition instructions for Headquarters 
I:records produced as a result of HUD's subsidized and unsubsidized 

~ultifamily insured programs. The instructions pertain to Headquarters
Imultifamily administrative, management, and operational records, and 
:include records relating to such special programs as rent supplement,
;cooperatives, condominiums, hospitals, nursing homes, and medical 
~practice'facilities. Multifamily field office records are covered 
:in Records Disposition Schedule 1, Fie ld Office Records. 
! 
, I

,'Item,I 
iNo. : Description of Records DispositionI-I !I I 

11. ! General subject correspondence Break files annually.
pertaining to the administration and Destroy when 3 years 

! I management of the production phase old. , I 

of all multifamily insured programs.I I 

~. dhronOlogi~al files pertaining to the Break files annually.

i administration and management of the Destroy when 3 years
 
i production phase of all multifamily old.
 
I insured programs.


! ! ~. General administrative reference Use applicable General 
i ~iles, including copies of personnel, Records Schedules. 
1 ~ravel, and general housekeeping

records. 
\ 
I 1 I ! 
~. ~orrespondence and reports relating I to specific projects. Materials
I ~nclude and pertain to applications, 
I project selection, processing, and
I ciortgage servicing activities.
ill. wh~re a 'lOng term obligation of Transfer all records
I j i the;Government is created by on the specific project 

~ _ _ _ _ __ l_ ~~~~;~~_:_::~ ~ _~~~t_r~~~~_ ;~9 H:~~~~:;~_e_~:r_~~ ~~~~
j! (Six -rnor C:' typing lines left Oil th lvicing fi le. See 

Schedule 10, item 7. 

" 

.:
L _ Page 1 
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MUD-Wash., D. C. 
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I TYPING GUIDE SHE~T 

, 
:Records	 Disposition Schedule 10 

, Records Relating to Multifamily Insured Programs
i 
I 
item 
No.	 Description of Records Disposition
I !	 : :i 4. (continued) 
I I b. Where no long term obligation of Destroy 6 years after 
, I the Government is created to require date of last entry.
! I , servicing, as when an application
i I is ~ithdrawn or a commitment 

I j	
I

I derrf ed v 

I15.	 Ceneral subject correspondence Break files annually.
Pertaining to the administration and Destroy when 3 years 
management of all aspects of multi- old. 
family mortgage servicing.II	 I!;"16. Chronological files pertaining to Break files annually.
 

I the administration and management Destroy when 3 years

I ~f all aspects of multifamily old.
 
I mortgage servicing.

I !,

i 7. Proje'ct Xortgage Servicing Transfer to Federal
 
I Correspondence Docket. Duplicate Records Center at close
 
! files are maintained in Headquarters of fiscal year in which
 

and in the respective servicing field the Secretary ceases to 
office for each multifamily project. have any liability and/
~ach file chronologically documents or interest 1n the pro~
~ach project's history from incep- ject. Destroy 6 years
tion through the performance of any after the Secretary
~ortgage covenants, and adherence to ceases to have any
any regulatory agreements, applicable liability and/or inter-
laws, and Departmental regulations. est in the project.
~ncluded are underwriting and pro-
cessing forms, rent schedules,
annual inspection reviews on main-
tenance, management reports, default 
notices, modification agreements, . 
knd other data. The files are active I 

___ fot: .the, Lif e _Qf the_I))Qr.tgag~.J	 --l__	 .Y?llic.h ~ ~---
can be as Iong ra s 40.years.,':3 1<'t: on this page)	 Iv 

I	 I I i 

I I II , I

! 

: 
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[	 TYPING GUID~ SHE.!.:T 

!Records Disposition Schedule ~O 

i, Records Relating to Multifamily Insured Programsi 
I 
! Item'
 

No. : Description of Records Disposition
--, 
8.	 Washington, (Legal) Docket. Transfer to Federal 

The	 docket contains application, Records Center at close 
of fiscalcontract, title, mortgage, cor- year in which 

porate, and fiscal sections, and the Secretary ceases to 

the forms and documents in each have any liability and/ 

section are arranged in accordance or interest in the 

with FHA Form No. 2471, Contents project. Destroy 6 

of Washington Docket. years after the Secre-
tary ceases to have any
liabi lity and/or
interest in the project.

I 

i 

Headquarters copies of financial Screen files upon re-
statements on multifamily projects. ceipt of current finan-
Files contain financial statements cial statement, and 
pertaining' to the operations of the destroy any statements 
mortgagor corporativns having FHA- that are more than 6 
~nsured mortgages under various years old. Merge with 
project mortgage insurance programs Project Mortgage Ser-
where provisions of the charter or viCing Corrfspondence
regulatory agreement provide for the Docket and l,~ashington .J 
submission of such statements to HUD. (Legal) Docket~~ se« ,rentS 

ansf er to Feder . 1ahd 9 
10.	 Multifamily Default System. This ds Center a c lose of -tht'~ 

major, cumulative loan management year n which Sc-hedCJle 
machine readable system tracks ce ses to have ~~J 
projects acquired by HUD or which • Y and/or 7~1-
involve a mortgage assigned to HUD e project. '1/~r/7J.
~r an insured mortgage in default. after the 

, ~he s~stem provides the Office of
 
i Loan Nanagement with an automated
 
!. oat a base for the preparation cf
 
I, ~anag~mentiand statistical report~.	 , 

, I t	 I

Ii! , !	 1 f"_' __1 a .. .sys.cem.mas ter..Et Ie , App y_ prov i sd ons 0. : 

! i I \ (~lX i rio r e tY.i)JrI~ iin os h't't on LhiGeneral Records Schedule
I ; ! - 20. First generation
! data may be disposed of 
I ! _' after fourth successful 

update.	 I 

I 

i	 i 
Il__, . _ Page 3	 _________- - 1 

HUD-Wash •• D. C. 



TYP:NG GUIDE: SHEET[-~ • 
Records Disposition Schedule 10 

Records Relating to Multifamily Insured Programs. i 
Item . 

i

i 

No. !DescriPtion of Records Disposition 

. I 
10. :(continued), ib. System output reports.! , !

i (1) Copies maintained by Destroy when no longer

I
I
I Director, Office of Loan needed, or when 2 years

Management. old, whichever occurs 
i first. 

(2) Ali other distributed copies. Destroy when supersededI I or obsolete, or after! I fourth successful up-
date, whichever occurs'! I first. 

I
 
I
 

I 

11. .Multifamily Early Warning System
I (ME\~S). . 
:This machine readable system assists 
iin identifying subsidized multifamily
ihousing projects which may be headed 
ifor default. Using data collected 
!monthly from the project managers,
!the system compares occupancy and 
iseveral financial indicators with 

i !Ipre-establishednorms.I 
i	 

, I
 
I I
 

I .	 I i 

I la. System 'master file.	 Apply prov1s10ns of 
I I General Records Schedule! I i I 20. First generation

I, I I i data may be disposed 
I of after fourth 
I I	 I ! successful update.I I 

I
 
I I
b. System:output reports. Destroy after thirdi I i successful update. ;

,	 !
1 

']
i ~---i--- - - -1- -(S;~-';:'-;'~··e·';l;i;;;,·L~:,~·j,;ft .;; '1;;; ;;;.~;,j ----------_.--I 
.. 
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