
REQUEST ~OR RECORO".&c::POSfTION AUTHORITY 
" (See Instruct"-;'n reverse) 

TO: GENERAL SERVICES ADMINISTRATION, 
__ NA_T_IO_N_AL_A_R_CH_IV_E_S_A_N_D _R_EC_O_RD_S_S_E_RV_IC_E..;,..._W_AS_H_IN_GT_O_N..;,..'_DC_2_04_0_8 __ --f DATE RECEIVED 0 3 APR 1979 

1. FROM (AGENCY OR ESTABLISHMENT) 

De rtment of Housi and Urban Develo nt 
2.	 MAJOR SUBDIVISION Deputy Assistant Secretary for Single 

In accoreance with the provISionsof 44 U.S C. 3303a the disposal reo Family Housing and Mortgagee Activities quest. including amendments. IS approved except for Items that may 

3. MINOR SUBDIVISION	 be stamped "disposal not approved" or "withdrawn" in column 10. 
Office of Mortgagee Activities 

4. NAME OF PERSON WITH WHOM TO CONFER	 5. TEL EXT 

Ernest F. Sigety, Director, Mortgagee
Approval Division, HUD Bldg. Rrn. 9222 755-5727 

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 4 page(s) are not now needed for the business of 
this agency or will not be needed atter the retention periods specified. 
o A Request for immediate disposal. 

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

C. DATE	 E. TITLE 

3/19/79	 Departmental Records Management Officer 
9.7. 8. DESCRIPTION OF ITEM	 10.SAMPLE ORITEM NO (With Inclusive Dates or Retention Penods)	 ACTION TAKENJOB NO. 

RECORDS DISPOSITION SCHEDULE 27 

MORTGAGEE APPROVAL RECORDS 

This schedule provides disposition instructions for 
mo rt.gage e approval case files maintained in Headquarters.
Field Offices receive and forward to Headquarters applica-
tion packages requesting approval to do business as a HUD-
approved mortgagee or as an authorized agent of a super-
vised, HUD-approved mortgagee. Mortgagee appreyal is a 
Headquarters function, and the official files covered by
this records disposition schedule deal with approximately
17,000 mortgagees. 

Proposed items 1 through 3, as well as items 11 and 12, II-NNA-
are new. Proposed items 4 through 10 supersede previously 1118 
approved items ~ of NARS Job No. II-NNA-1118, approved
January 24, 1958. ~l-3~ ew..d 3'6'-3Y ~ by~I\~~ r-<,l(. De'oJtl1@/6/ijJ 

The attached excerpt from HUD Handbook 1130.1 REV-l 
outlines the organization and function of relevant 
entities under the Assistant Secretary for Housing--
Federal Housing Commissioner. 

STANDARD FORM 115 
ReViSed Apr.!. 1975 
Prescribed by General Services 

Administration 
FPMR (41 CFR) 101-11 4 

115-107 
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APPEN[)IX 27 

Records Disposit1on Schedule 27
* 

Mortgagee Approval Records 

Item
 
No. Description of Records Disposition
 

General subject files Break files annually.
pertaining to the Destroy when 3 years
 
administration and old.
 
management of mortgagee

approval activities.
 

2	 Chronological files Break files annually.
pertaining to Destroy when 3 years 
mortgagee approval 01 d. 
activities. 

3	 Activity, workload, Break files annually,
staffing and budget Destroy when 3 years 
reports files, containing old. 
copies of reports to 
management on the 
mortgagee approval
function. 

4	 Cred it fil es of
 
supervised and
 
non-supervised lending

institutions. These files
 
contain the complete

record on each financial
 
institution (supervised

and non-supervised)

approved to make insured
 
loans.
 

These records include 
correspondence, copies of 
approvals, financial-
statements, and review 
sheets prepared on such 
statements. 

* i
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APPENDIX 27 

Item
 
No. Description of Records Oi spos it ion
 

a. Cred it Fil es •	 Retain in active files* until approval is 
withdrawn or 
terminated,	 then 
transfer to	 inactive 
file. Retire to 
Federal Records Center 
2 years after approval
is wi thdrawn or 
terminated, or anytime
thereafter that volume 
warrants. Destroy 7 
years after approval
is wi thdrawn or 
terminated. 

b.	 Annual Financial Retain in active files 
Statements until 3 years old, and 
(non-supervised only). then destroy. 

5	 Authorized Agent Files. Retain in active files 
This is a file of until approval is JI- NNA·/II8;approved authorized wi thdrawn or 
agents, authorized by terminated, then cte~ 33, 
supervised lending transfer to inactive cxJ:ed.~~6".ILJinstitutions concerned,	 files. Retire to I~) t1ut13'7.fi 1ed by pri nei p~'.	 Federal Records Center 

2 years after approval
is wi t hdr awn or 
terminated, or anytime
thereafter that volume 
warrants. Destroy 7 
years after approval is 
~ithdrawn or terminated. 

6	 superseded ...,.. I IS< 
Mortgagees. This is a obsolete cards. Review .u.-fII' - I I 
quick, working reference at least annua 11y. ~tew/ 34. . 
file on data contained in ------- -,:i ------ -·--·-~9.a1:tt) S"cW. 
the credit files of 

Card Index of Approved	 Destroy or JWA-

It"] ,	 Z-feat 3'2S·supervised and 
,non-supervised lending


inst itut ions.
 * 

IPage 2	 _________________ I 
HUD-Wllsh .. D. C. 



Item 
No. Description of Records 

* 7 Card Index of Authorized Agents.
This is a quick, working 
reference file on data contained 
in the authorized agent files. 

8	 Listing
This is 
mortgagee
approved 

9	 Approved
Fi1 es. These records refl ect 
mortgagee character changes such 
as mergers, absorptions, and 
conso1 idati ons. 

10	 Card Record on Annual 
Independent Audits. This contr~ 
register provides a record of 
periodic independent audits of 
non-supervised institutions. 

11	 Mortgagee Monitoring Files. 
These files contain the working
papers (schedule of cases 
reviewed, re-verifications of 
employment, re-verifications of 
deposits, interview notes and 
questionnaire data) trip reports 
and the findings and 
recommendations which resul t from 
the on-site reviews of HUD-FHA 
approved mortgagees conducted by
the Division's staff of Mortgagee
Representatives. ~ so incl uded are 

_copies of correspondence to and 
from HUD Centr~ and Fi~ d Office 
organizations and affected 
mortgagees which rel ate to the 
on -site revi ews. 

Page 3 

HtJD.Wash .. D. C. 

of Approved Mortgagees.
a register of all 

numbers assigned to 
institutions. 

Mortgagee "Change" 
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APPENDIX 27
 

Disposition 

Destroy superseded or 7C-II/J,JIt··IJIBj 

ob sol ete cards. Revi ew Ltuv.~5: 
at 1 east annuall y. 

Maintain in active 
fil es for 1 ife of 
program. Destroy 3 
years after 
termination of 
program. 

Maintain in active 
fil es for 1 ife of 
program. Destroy 3 
years after 
termination of 
program. 

~~r.(, ScheJ 
17J ilm 31, 

1[:..,. NlI"~III 'lS) 
tkI-1\B{g, 

~~l6".") 5ched, 
;'7, L1"taI40. 

Jr-AfAI/t-IIlf?}
 
cfe-»l 3'i?,
 

~~~. &) St-~d.
 
I~I ,hVtl 'II 

Destroy superseded or ~-ItJNA-II/~
ob sol ete ca I'ds. Rev ieVJ ,ttH131j. 
at 1 east annual1 y. :;I.~4-; SckJ. 

1'1/ Lh:m 4')... 

anestroy working papers
from fil es at end of 
third year following
on -site rev ie\'I. 

hTransfer trip reports
and rel ated 
correspondence
at end of third 
and destroy at 
sixth year f~l 
on-site review. 

to FRC 
yedr

end of 
owing 

*
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APPENDIX 27 

Item
 
No. Description of Records
 

*	 12 Mortgagee Review Board Files. These 
files contain the pertinent
documents and rel ated data which 
apply to affected HUD-FHA approved
mortgagees or pol icy issues which 
require action or determinations by
the Board, and summarize the 
chronology of events from point of 

-inception until a final decision is 
made by the Board. Al so incl uded 
are copies of notifications of the 

:Board1s	 actions or determinations 
made with respect to affected· 
mortgagees, and copies of 
correspondence to HUD Central and 
Fiel d Office organizations and to 
other Government agencies which 
rel ate to the Board1s activities. 

a.	 Offici~ Department~ Board 
Fil es , 

b.	 Reference, review and comment 
copies of Board documents 
circulated to members. 

Disposition 

Segregate after final 
acti on by Board, and 
transfer to Feder~ 
Records Center 6 years 
after such final 
action, or anytime
thereafter that vol ume 
warrants. Destroy 12 
years after final 
acti on by Board. 

Destroy when comments 
have been entered into 
official record, or 
when no longer needed. 

* 
I.. 
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