
•REQUEST FOR RECORDS DISPOSITION AUTHORITY Leave Blank (NARA Use Only) 
To National Archives and Records Adrmmstranon (NIR) Washington DC 20408 Job Number 

NI-S43-00-7 

·~
 ,
 

Date Received 1 From Office of Federal Housing Enterprise Oversight (OFHEO) 
10/29/1999

Record Group 543 
Notification to Agency 2/3 Major Subdivrsion Office of 

Finance and Administration: ProcurementlFacilities 

In accordance with the provrsrons of 44 USC 33038 the4 Name of Person with Whom to Confer 5 Telephone 
drsposruon request Including amendments IS approved 
except for Hems that may be marked disposmon not 
approved or withdrawn In column 10Alice Gannon, CRM 202-414-3791 
Date Ar<)1ISt ~fthe UnltedJ?tes -

~-;29-t'{, J;/J/LfJW
6 Agency Certification ~ 
I hereby certify that] am authorized to act for this agency m matters pertammg to the disposition ItSrecords and that the 
records proposed for disposal on the attached page(s) are not now needed for the bus mess of this agency or will not be 
needed after the retention periods specified, and that wntten concurrence from the General Accountmg Office, under the 

~lslOns of Title 8 r:GAO Manual for GUidance of Federal Agencies ~ ISnot required, 0 ISattached, or 0 has 

requested I 
Date S,g,,,1Jh:.ep,~ Gannon, CRM Title Records Management Officer 

~" J'O\1\~~	 CA,'''J 
7. Item 8. Description of Item and Proposed Disposition 9. GRS or 10. Action 

No. Superseded Taken 

Job Citation	 (NARA Use 

Only) 

See attached. 

, .-'~, 

?/~~'l 
115·109 NSN 7540·00·634·4064 Standard Form 115 (Rev 3·91) 

Previous Idillon Not Usable Prescribed by NARA 36 CFR 1228 

http:S,g,,,1Jh:.ep
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Office of Federal Housing Enterprise Oversight (OFHEO) - Record Group 543 ID: 128 

OFHEO Records Management Program: SF1l5 Data - Electronic Information Systems 

Medium - Group: 

Office of Record: 

System Popular Name: 

NARAJob#: 

Use and Purpose: 

System Software: 

System Input: 

System Data: 

System OutputJReports: 

System Documentation: 

SaRnA. c Bispo Aathoi ity. 

IIII'lit Bi!I'89iti811 Illlth8Pit, I 

Data Disposition Authority: 

Output Dispo Authority: 

Doct'n Dispo Authority: 

S"t'tiilll e T8tal Retellti811,/1.., 
Input 'f~tellti8I1' 

Data Total Retention: 

Output Total Retention: 

Doct'n Total Retention: 

EIS 

OF A - Office of Fmance and Adrmmstration - Procurement and Facilities
 

OPAL - Officewide Publications Acquisitions List
 

NI-543-00-07/01 

Database designed to track renewals of subscriptions to periodicals for all
 
OFHEO Offices
 

Access 97 for Windows 98
 

HUD I0-4's - Purchase Requisinons
 

Data descnbmg each subscnption, addressee, OFHEO Office, vendor, 
dates, last HUD 10-4 date, type of periodical, periodical frequency, and 
periodical publisher 

OPAL Reports - All subscnptions by Office or by End-date of Subscription 

System-generated docurnentanon 

SFIIS
 

SfllS
 

SFIl5 

SFI15 

SFl15 

Te'"1'8Pll~: :I;hSfJ8S8 8fsBA"'8:F8 8Aer 88t816 RugrBt8s, 8F '''l;UtR
 

SIIperStl888 er ei!sel8t8
 

TeMpera,,' Ri!i!8F8 i!8~Ii!S 8fWYI;»)O 4'6 iFi Si!Riilllliil 6ipil'at@I~'
 

NI-543-00-07/0Ia Temporary - Delete when subscnptions are canceled or
 
not renewed
 

NI-543-00-07/0 Ib Temporary - Delete when superseded or obsolete 

NI-543-00-07/0Ic Temporary - Delete or destroy~ ~ .J--
--- --- ~.1.v6/-

~~~~i~~ 
/Lr 0 

MARTY Report - SFl15 Datafor Electronic Information Systems Alice Gannon, CRM 9/97 4/12/00
 

MARTY - Masterlist of Agency Record TYpes - Microsoft Access97 Page 17
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Office of Federal Housing Enterprise Oversight (OFHEO) - Record Group 543 ID: 10 

FHEO Records Management Program: SF115 Data - Electronic Information Systems 

Medium - Group:
 

Office of Record:
 

NARA Job#: 

System Data: 

System OutputlReports: 

System Documentation: 

Software Dispo Authority: 

Input Disposition Authority: 

Data Disposition Authority: 

Output Dispo Authority: 

Doct'n Dispo Authority: 

Software Total Retention: 

Input Total Retention: 

Data Total Retention: 

Output Total Retention: 

Doct'n Total Retention: 

EIS 

OFA - Office of Finance and Admmrstration - Procurement and Facihtres 

Property Plus Inventory Control Systems 

GRS 

Database created to list OFHEO's personal property with a value over 
$50000 Lists value, senal numbers, IOER - CAtIOn, vendor, date of 
receipt, and other data for property management, inventory, and accounting 
purposes 

Property Plus (TM) 

Purchase Orders and Packing Slips 

Data about property Items other than those pertammg to structures 

orts created In response to ad hoc quenes 

SFl15 

GRS235b 

SFl15 

Temporary - GRS23 5b - Disp e of software upon rmgration, or when 
superseded or obsolete 

Temporary - GRS23 5b - These pape documents are scheduled separately. 

Temporary - GRS23 5b - Delete after the xpiration of the retention period 
authonzed by GRS 3 9b (2 years after Item Withdrawn from agency 
control 

Temporary - GRS23 5b - Destroy paper reports \ en no longer needed for 
convenience or reference 

Temporary - GRS23 5b - Destroy or delete when super ded or obsolete, 
or upon authorized deletion of the related master file or da base, or upon 
the destruction of the output of the system If the output ISne ed to protect 
legal rights, whichever ISlatest 

MARTY Report - SFl15 Datafor Electronic Information Systems Alice Gannon, CRM 9/97 4/12/00
 

MARTY - Masterltst of Agency Record TYpes - Microsoft Access97 Page 18
 



. .
 •
 
Ice of Federal Housing Enterprise Oversight (OFHEO) ID 44 

cords Management Program: Records Retention Schedule - Paper Records Series 

OF A - Office of Finance and Adrnmistration - Procurement and Facihties 

Facility Security Cards/lD Badge File 

File Plan Category Name 

Use and Purpose Documents create track facility security cards/H) badges for employees and 
contractors Files also lude facility security cards/H) badges turned In by 
employees and contractor p onnel upon termmation of their service at OFHEO 

Filillg Instructions 

Volume I" 

Volume Growth No 

Total Retention: Years/Event Temporary Records Destroy 3 months after return to ISSUI 
and accountable records, destroy 3 months after accounting ISco 
listed Items NARA Bulletin 99-04 does not apply 

Disposition Authority GRSII 4a&b 

If //0 Dispo Auth NA 

MARTY Report - GRS/SFI15 Data - Paper Records Alice Gannon, CRM 9/97 4//2/00
 

If4 RTr - Masterltst of Agency Recot d Tr pes - Microsoft -1ccess 97 Page 39
 



: • 
Office of Federal Housing Enterprise Oversight (OFHEO) ID 52 

OFHEO Records Management Program: Records Retention Schedule - Paper Records Series 

Office of Record OFA - Office of Finance and Adrmmstranon - Procurement and Facilities 

Record Series Name	 Library Management File
 

Paper
 

GRS
 

Use ami Purpose	 Docu s associated with the Inventory of library mformatron resources, 
including In ones of penodrcals ("listmags doc") and copies of HUD 10-4 
(purchase reqursiu and renewal notice reminders 

Filing Instructions	 File by Item type (books, per 
chronologically by date 

Volume I file drawer 

Volume Growth 1/4 file drawer per year 

Total Retention: Years/Event	 Temporary Records Destroy or delete with related records or so If no longer 
needed After paper record copy capture, delete all copies of electron! urce 
records, except the one copy retained as a template for updating or revision 

Disposition Authority GRS23 9
 

If no Dispo Alit" NA
 

MARTY Report - GRSISF/IS Data - Paper Records Alice Gannon, CRM 9197 4112100
 

M4RTl" - Masterltst of Agencv Record Tt pes - vhcrosoft -Iccevs 9"' Page 40
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Office of Federal Housing Enterprise Oversight (OFHEO) ID 37 

OFHEO Records Management Program: Records Retention Schedule - Paper Records Series 

Office of Record OF A - Office of Finance and Adrmnistratron - Procurement and Facihties 

Record Series Name Logs for Purchase Orders and for Contracts 

Paper 

GRS 

s for Purchase Orders and for Contracts 

Use ami Purpose	 Logs to tify vendor/contractor, requmng Office, Purchase Order/Contract 
number, Cost, Description of Goods/Services 

Filing Instructions 

Volume Two 2" Binders 

Volume Growth None 

Total Retention: Years/Event	 Temporary Records Destroy or delete when 2 years or 2 years after the date of 
the last entry, whichever ISapplicable After paper record capture, delete all 
copies of electronic source records, If any, except the one copy re ed as a 
template for updating or reVISIOn 

Disposition Authority GRS23 8
 

If 110 Dispo Auth NA
 

MARTY Report- GRS/SFI 15Data - Paper Records Alice Gannon, CRM 9/97 4/12/00 

,\/ ~RTl - Masterlist of r/gel/C) Record TYpes - Mtcrosoft Access 9- Page 41 
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Office of Federal Housing Enterprise Oversight (OFHEO) ID 125 

OFHEO Records Management Program: Records Retention Schedule - Paper Records Series 

Office of Record OF A - Office of Finance and Adrmrnstration - Procurement and Facihtres 

Record Series Name Routine	 Procurement Files 

Medium - Group Paper 

NARA Job#: GRS 

Routine Procurement	 FIles 

This file has two parts the "Purchase Order FIle" and the "Contracts File" 
Records include such documents	 as contracts, requisrtions, purchase orders, leases, 
correspondence and related documents Thrs file does NOT include the Warranties 
and Owner Manuals,	 whrch are filed separate I) The Purchase Order File Includes 
the Purchase Order and supporting documents such as the scope of work or 
descnpnon of the goods, the approv ed Purchase Reqursitron (HUD 10-4), and the 
equest for quotation (SFI8), as applicable The Contracts File Includes the 

C tract, Contract Modificanons, and supporting documents such as the 
Soli anon, Proposals received, Technical and Cost Evaluations, copres of the 
Invoice igned by the COTR (Contract Officer's Technical Representative), 

orrespondence, and the Cover Letters for deliverables received 

Filing Instructions	 File numerical by Purchase Order Number or by Contract Number (e g , 97-0 I), 
w hichever ISappli ble 

Valli me 6 file drawers 

Valli me Growth 1-1/4 file drawer per year 

Total Retention: Years/Event	 Temporary Records For transac ns dated on or after July 3, 1995 (the effective 
date of the Federal Acqursuion Reg nons (FAR) rule defining "simphfied 
acquisrnon threshold") destroy those cords for Procurements that exceed the 
srmplified acqursiuon threshold and all c truction contracts exceeding 
$2,00000,6 years and 3 months after final p vment (GRS3 3a( I )(a» For those 
procurement transactions at or below the sirnpli ed acqursitron threshold and all 
construction contracts at or below S2 000 00, dest records 3 years after final 
payment (GRS3 3a(I)(b» For Procurements dated e her than July 3, 1995 
destroy records of Procurements that utihzed other than all purchase procedures 
and all construction contracts exceeding $2,000 00, 6 year nd 3 months after 
final payment (GRS3 3a (2)(a», and for those Procurement ttl utihzed small 
purchase procedures and all construction contracts under $2,000 0, destroy 
records 3 years after final payment (GRS3 3a(2)(b» After paper r rd copy 
capture, delete all copies of electronic source records, except the one c y retained 
as a template for updating or revision 

Disposition Authority GRS3 3 

If 110 Dispo Auth NA 

MARTY Report - GRS/SFlI5 Data - Paper Records Alice Gannon, CRJI 9/97 4/12/00
 

M4RTr - Masterltst of Agency Record Tt pcs - vhcrosoft ·lcce~s 9~ Page 42
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Office of Federal Housing Enterprise Oversight (OFHEO) ID 125 

OFH£O Records Management Program: Records Retention Schedule - Paper Records Series 

Office of Record	 OFA - Office of FInance and Admrrustrauon - Procurement and Facihtres 

Transit Farecards and Parking Passes FIles 

Paper 

File Plan Category Name 

Use ami Purpose Records re to transportation subsidies such as Metro farecards and parking 
passes File may lude farecards and parking passes from time to time 

Filing Instructions 

Volume 6" 

Volume Growth None 

Total Retention: Years/Event Temporary Records For parking passes, destroy I ) after return to Issuing 
office For receipts, Indexes, logs, and accountable recor destroy after 
accountmg is completed for all listed Items Destroy farecar 
years old NARA Bulletin 99-04 does not apply 

Disposition Authority GRS9 7 and II 4a & b 

If 110 Dispo AlIIh NA 

MARTY Report - GRSISFI15 Data - Paper Records Alice Gannon, CRM 9197 4112100
 

MARTY - Masterltst of Agency Recot d TYpes - '\/ICI 0;'0/1 Acce,s 97 Page 43
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Office of Federal Housing Enterprise Oversight (OFHEO) ID 46 

OFHEO Records Management Program: Records Retention Schedule - Paper Records Series 

Office of Record OF A - Office of Finance and Adrrurustrauon - Procurement and Facihties 

Record Series Name Warranties and Owner Manuals File 

Paper 

GRS 

Use and Purpose 
also Includes copies of associated purchasing documents 

Filing Instructions 

Volume 112 file drawer 

Volume Growth 112 file drawer per year 

Total Retention: Years/Event	 Temporary Records Destroy 3 years after Item IS\ drawn from service and 
either destroy ed or excessed After paper record copy ca re, delete all copies of 
electronic source records, except the one copy retained as a te 
or revision. 

Disposition Authority GRS85
 

If 110 Dispo A uth NA
 

MARTY Report - GRS/SFlI5 Data - Paper Records Alice Gannon, CRM 9/97 4/12/00
 

AI -1 RTY - Masterlist of Agent.! Recot d npes - .1Iicrosoft . /ccess 9;' Page 44
 




