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In accordance with the prcvrsrcns of 44 usc 33030 the drs-
posal request, Including amendments, IS approved except for 
Items that may be stamped "disposal not approved' or wrth-
drawn' In column 10 
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NAME OF PERSON WITH 

Olin R. Hall 
CERTIFICATE OF AGENCY 

WHOM TO CONFER 
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15 TEL EXT 

72839 L/-/~-16~-t..LL
Date Arcbrrist 

~Wk 
of the Umted States 

I he,tpby certify that I am cothcnzed 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 
---L- page(s) are not now needed for the business of this agency or Will not be needed after the retention periods specified 

___ ~Director, Business Services Division21:2~~~+,~~~~~~~~~~~£-~~

(Signature of Agency Representative) (Title) 

97 108 DESCRIPTION OF ITEM 
SAMPLE OR

ITEM NO (With Inclusive Dates or Retention Perrods ) ACTION TAKENJOB 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 of direct, insured, or 
guaranteed loans and grants to individuals, associations,
partnerships, corporations, and public bodies in rural 
areas. In addition to the 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: (1) 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. 
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u.s. Department of Agr1culture FmHA Instruction 2033-A 
Farmers Home Administration 

PART 2033 - RECORDS 

SUBPART A - MANAGEMENT OF COUNTY OFFICE RECORDS 

§2033.l Purpos~. 

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

§2033.2 [Reserved]. 

§2033.3 Authorities and responsibilities. 

(a) Authority. Federal regulations require a record of transaction 
of official business complete enough to (1) facilitate 1nformed 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. 

§2033.4 Definitions. 

(a) Applicant. This means any person or group of persons seeking
FmHA program assistance through wr1tten application or, for certain 
subsequent loans, by oral request. 

(b) Indi~id~al borrower. This means a natural person who is 
receiving FmHA program assistance except BUS1ness and Industrial (B&I)
and Multiple Family Housing (MFH) loans to individuals. 

(c) Association borrower. As used in this subpart, "association" 
includes assoclatlons~rganizations, cooperatives, municipalities,
water districts, authorities, or any other group not elig1ble as a 
natural person for FmHA assistance, and all B&I and MFH loans made 
or guaranteed by FmHA to individuals, associations, or organizations. 

--------------------Distribution: W,S,C 
1 
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FmHA Instruction 2033-A 
§2033.4 (Con.) 

(d) Case folders. These contain the total cumulative off~cial records 
concern~ng a borrower. 

(e) Initial and continuation case folders. The "initial" case folder 
contal~S--the records neededlfor routine-servicing of borrower accounts. 
The "continuation" case folder is an add i t i.ona I 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 "o therwi se satisfied." 

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

§2033.5 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 ~s 
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 taken. 

(e) All oral or written ~nformation of a confidential 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. 
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§2033.5 (Con.) FmHA Instruction 2033-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 104.1, "Availability of Information," and
 
FmHA Instruction 2015-E, "Availability of Information Und er the
 
Privacy Act." County Office 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. ("\I~/.v c'~'<'c~{J l ~c- '~<l 

"~'f ~vz...tcY"J.....,,,.,. .r_~.!.-l , c-: .})---~ .. L1.. I /~L.'- ·U(5r:.v'fcLa...- ,t.l."--(...I"..( !-. , ZL (c;' c, IV .. 1' ..~ ,'J... I,/-;.J-,?, ) £'.,-1.-(. ..:. •• (~.,.: ...-.. ,..":....,., l/,.1 

(g) The requirements of retention and destruction prescribed in this ~',Jc'<-ci... ... 
subpart for official records are mandatory and wi 11 not be changed .::;> c 11-- E 
without prior National Office approval. 

§2033.6 Utilization of_filing equipment. 

(a) Removal of records. In order to use filing space to its fullest 
extent, records-tha~re-eligible for destruction as prescribed ~n 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 printed 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 f~le sections,
it may be used for the same purposes as a three-shelf unit. 

§2033.7 Eilin~E~ cross-reference guides. 

(a) Position filing. This is the segregated arrangement of records
 
within-a-folder~y assigning logically related items to the same
 
classification grouping. The "filing position" is the specific place

where the records are fastened within a folder. Accordingly, the top

inside left cover is designated as filing position "1," the bottom
 
inside left cover as position "2," the top inside right cover or the
 
top of the insert leaf (eight position folder) as position "3," with
 
the remaining filing positions designated by continuing this system.

Further guides for borrower case folders are provided in Exhibit A of
 
this subpart.
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§2033.7 (Con.) Fm[~ Instruct10n 2033-A 

(b) Alphabetical filing. 

(1) File names of individuals by surname first, the glven 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 con si.dered in 
determining correct file sequence. 

(3) Names beginning with prefixes, such as "Mc," "0," or "Van," 
are considered as being one word and should be filed alphapetically 
as written beginning with the first letter. 

(4) File abbreviat10ns as though written in full. 

(c) Cross reference. 

(1) Form AD 170-4, "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 150-1, "X-Reference Card," 1S prescribed to indicat~ 
the exact file location of a folder when its label 1dentification 
has been changed, such as a change of name. 

(3) Form FmHA 150-2, "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 1S llkely the folder will not 
be returned to its place for several days. 

§2033.8 Applications for program assistance. 

The use of a filing code for these official records 1S 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 applicatlon under 
consideration, together with its related material, will be 
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FmHA Instruction 2033-A 
§2033.8 (a) (1) (i) (Con.) 

fastened together as a single assembly of papers. Pending
application folders will be filed as a seri~s 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 el~gibility can be determined by the 
County Supervisor; by processinf, 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 150-1 may be placed in the "pending" applicat~on senes 
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 ~~ 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 ~n 
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 "pend~ng" appllcat~on
series and maintained as follows: 

(i) If any applicant is indebted for a loan at the time
 
of reject~on, withdrawal, cancellation, or expiration of
 
an application, file ~ application and related papers"

inc-hrd-i~nrr-FmHA--44 e-r,--!.!..Goun t-y-Commi-t·te e--Ce r t-i fie-a t inn
 

o ~1lTITJ"e.Rd-&t.M)O~~~l'!:=a Q.pTI.c-.£I 1> !.~...,--iJ:! __l)js cur re n t cas e.• 
fo lder . . (-{I C L~I'" I~ (~,.;, ~ ~'L ·-.....c< ..... ,.J .:«:..~~.~::-:.[~-.'1.-./""'"-'J /.·f" 1/1 

C '-~'t4~,:./l.. ~"vl ....1.., L\'< • i , ,'l.-( ( .;. H.... ( \t:;,., c_.l\ L --r[j ,,-2. :"'C'·C'·~ '-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 papersr-iaeluding
Form FmHI'. 440-2, \lhen app-l-i.c-eb le.; 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. 
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FmHA Instruction 2033-A 
§2033.8 (a) (3) (Con.) 

(iii) If an association applicant is not indebted for a loan 
at the t~me of rejection;cancellation:-or w~thJrawal, 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 in 
the State Off~ce.) 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.,..,... remainingDESTROY 
material two fiscal years after the end of the fisc~i ~e~~'. 
in which the application was rejected or withdrawn. If the ~)
same association makes more than one application, retain 
all applications until two fiscal years after the end of I 

the fiscal year in which the last application was rejected//'
or wi thdrawn. ("--t!./.?-'2-J~~1 ;o."2:-=-:·.:~.4'.l-.-;:'~::--Z'(('-:-t-=- :-~<-c:;-:;"-;-:, '.{ .r. c..;... 

..,;vr ~~.l...'.l.- C"J/J~r, 

(b) Conditional commitment applications. Documents accumulated in 
accordance wi~FmHA-Instruct~on 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 w~ll 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 eac h dwell:Cng forwhich Form FmHA 422-8, "Property
Information and Appra~sal 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 dwell~ng. 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 w~ll contain: 

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

(ii) Form FmHA 444-11, "Conditional Commitment." 

(iii) Other pertinent material on the specific dwelling. 

(3) Return of documents. If the commitment appl~cant's
application is-Withdrawn or rejected, or the conditional commitment 
for any dwelling is not issued, ~s 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. 
/""-- /' / ~ ca-r- -c-e L-.....,~\.. J-) -c> (..( Q e t: .. C 

~ "l:.- .~ ~t:'-~_.~ ../ __C':C7:k{::.._'''' cJ....~ c. c: t.-c. <--(, I. c!-<.. -c ~ 1.2. .... r.t <,/-!.~-z.,. c..:~ 1...- h__ .IT. L.~~-J- 7 ' .-

(a)A-rrange~ent o f-ma-ferials-:i\Records Lare arr~ng~d wi thin 
< 

borrower ., {:-Y(:"'~~7"13 

case folders by using the "position filing" technique for eight 6-6 0<.3.-

different classes of items or transactions. Exhibit A prescribes the .2-i·-(:FfJ/I..(· 

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-wal-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. 
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FmHA Instruction 2033-A 
§2033.9 (b) (1) (Con.) 

(i) If documents in the case flle are too bulky, the items 
listed below are available for County Office Ube to make 
them more accessible: 

.!:~ngth Diameter

TUBES: Mailing and Filing
(with metal ends)	 36" 2" 

42" 3" 
42" 4 1/2" 

Expan~ion Overall Size 

ENVELOPE JACKETS: 
(Pocket-type with tapetie) 1 3/4" 9 1/2" X 11 3/4"

I 3 1/2" 9 1/2" X 11 3/4" 

(Li ) Form FmHA 121-1, "Request for Forms, Supplies, Equip-
ment, or Services," will be submitted to the Finance Office 
for items considered necessary. 

(2) Labeling. Label the one or more current case folders of a 
borrower~show: 

(i) Name and case number of the borrower. 

(Li ) The borrower'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 continuation number (OI of ") when continuation 
folders are added. 

(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
contalner, and generally will show the same 
type information as shown on the folder label for 
that borrower. When a case file consists of folders, 
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§2033.9 (b) (2) (v) (A) (Con.) FmHA Instruction 2033-A 

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

" The type o-r contents will also be indicated on 
each container. 

(3) Arra~~!:~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 
separa t e series. Case folders of "collection-only" and "judgment"
borrowers should be arranged by name in a separate alphabetical
ser1es. 

(4) Continuation folders. Full advantage should be taken of 
the "contin~ation~ase folder system for filing infrequently 
used records. When this is done, the INITIAL folder is 
considered as the "1 of " case folder, the first continuation 
folder as the "2 of r.--casefolder, and so forth depending 
on the total number of folders. 

(5) ~!:~~9rarY_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 052-2, "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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FmHA Instruct10n 2033-A 
§2033.9 (b) (Con.) 

(8) Divider sheets. Position d1viders (plain paper) are used 
to separateJrecords accumulated within the same case folder for 
different borrowers. Insert divider sheets in positions "1" 
and "2" for cases involving the assumption of debts for loans 
where only chattel security was pledged-bY~he transferor 
(transferring borrower). Insert them in positions "2" and 
"5" for cases involving title conveyance or leasing while 
in Government inventory.--In all-these cases~vider 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 1S 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 situat:10nS-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 
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§2033.9 (c) (2) (i) (Con.) FmHA Instruct~on 2033-A 

his name in the act~ve case folder ser~es for act~ve 
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 ref~led 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 ser~es. 
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 ~n position 3 
of this new folder. 

§2033.10 Removal of material from active indiv~dual 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 specif~c 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 pertain~ng to each paid-in-full operating
type note wIll 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 f i rs t 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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~s received from the F~nance Office and the or~ginal note returned 
to the borrower. This material will be destroyed one f~scal year
after the end of the fiscal year in which the note ~s paid. 

(b) Rece~pts and correspondence. These records must be removed 
every~hTr~1isca~ear--follow~ng fiscal year 1974, the fiscal year 
~n which the initial removal was accomplished. 

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

(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 act~ve borrower case folder and destroyed two years
after expiration or when they have served their purpose. 

§2033.ll Removal of material from active association/organization borrower 
case folders.--------------------

Certain records for active association borrowers w~ll 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 Superv~sor. 

§2033.l2 Closed borrower case folders. 

(a) Determining "closed" folders: Borrowers c Las si f i ed "paid-up" or 
"otherwise satis f i ed ./I --------

(1) When a borrower (active, collection-only, or judgment) is 
reclassified as "pa~d-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 ~n FmHA 
Instruction 404.1, his case folders are considered "closed." 

12 
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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 "with the fiscal year inserted in the blank space. Also,
for-those 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 documents (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 "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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(iid 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 pr~or 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 dispos~tion. Section 504 housing assistance 
case folde~S-will~ma~ntained~ 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 
general-ad~Tnistrative and program functions and act~v~ties. The 
operational files exclude (1) program assistance (applicant or borrower 
account) case folder records and (2) the unoffic~al file material ~ncluded ~n 
Section 2033.15. The file code-subject headings prescribed for the 
operational files ~re based on the FmHA procedure class~fication 
system (Exhibit A of FmHA Instruction 2006-A.) They are similarly
arranged with minor variations to ~nsure 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" bas i s . The County Supervisor and County Office 
Assistant should reach a mutual understanding concerning those 
three-digit file code-headings wh1.ch best meet the needs of the 
County Office. Care must be taken to select suffic1.ent code-
headings for use 1.n order to avoid filing material of different 
subjects and retention periods in the same folder. Consolidation 
of ident1.cal digit file codes having different retention periods
will not be made. 

(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-n-the-folder) may be shown on operational file folders. 

(3) Cont1.nuation folders. Whenever the volume of records 
becomes too-large-1or inclus1.on in the original operational
file folder, a "continuation" folder will be added. All the 
folders will be labeled with" of " continuat1.on 
numbers in pencil. 

(4) Arranging materials. Position f1.ling, d1.vider sheets and 
other-means may be used to arrange and separate materials within 
an operational file folder by fiscal year, etc., for ease in 
records usage and dispos1.tion. 

(5) Fastening mater1.als. The use of metal prong fastener caps
to fasten record-g--in operational file folders is optional. 

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

(1.) Destroy records maintained in the operational files 
as prescrIbed 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 1.S specifically author1.zed. 
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(d) L1Sl of p r e s c r i.b c d O[)Cr.1ll0ILl1 Li l c c o d e s <1nc[ subject h e ad i n g s , 
The Lo I Lo w i n g prescnbed op(~rJ.tional ilIe h e a d i.n g s are p r i n t e c £-n-
full caps and underllned. 

o - l\D1IINIST~i\TIO:~. Dc s t r o y wh e n 3 FY's old. 

003 - H!TI~R-,\GENCl R[J.ATlOi~S. Dc s t r o y wh e n 2 F)"s old. 

004 - OFFICI/I!. 1'11·:I':TINCS. De s t r o y ",hen 2 fY's old. 

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

U()6 - U:3DA COUin',' tJ'lI:l,Gtr'!C'l IKlAI:DS. (Or;:',anLZ.1t lOll , c o o r d i n a t i.o n , 
LUI1ctlons, and reporLs.) kelaln lalest membersh1p llstlng. 
Other records, destroy when 3 FY's old. 

02 - l~Ni\G~MtNr. Destroy when 3 FY's old. 

021 - COUNTY OFFICE GULLtTINS. Destroy ~nen 1 FY old. 

022 - t,UTllORlTY r!EIJELt,C!'ITION !It';D [)ESIGNATION OF ACTli'!G OFFICIAL. 

Pos1tlon deJc~<1tlons and red~lc~~tlons destroy 5 FY's after 
r e vo k c d or	 r~d, or pOSltlOilLs~[ltTI rn a t e d , 

Soecial delenatlons and redcl~g.1tlons destroy 5 FY's afLer 
TTId::ite spec1fleCl1:n dele.gatlon; cn delegate lS se p a r a t e d , 
or r e.no v ed	 [rom p o s i t i ori w i t n wh i c n the o e l e g a t i o n 1S i.c e n t t f i e d ; 
(3) delegat~on lS InvaliJ~ted by regulallons or other procedural 
i s s u a n c e s ; or (4) de l e g a t i.o o 1S r e v o k e d or r e v i s e d , 

1l(~slgI1.Jll()Il o I .ic t i n.r . d v s t r o y 5 FY'c; .i I t c r t e r m i n a t i o u d a t c 
of t h e l!eSli~Iliillorr.-CoIlllnlllll? d e s t gn a t t.ou« by County

•	 Supervlsors of .Jctln~ County SuperVlsurs wlll be destroyed
 
5 FY 's :1 f r I.:' r d C S 1 g n.i t 1 0 II 1 S rev 0 ked 111 1'/ r II l ng 0 r Lhe d -= s 1g 113 ted
 
employe" i s separated or r emo v e d lor allY r e a s o n ,
 

022 - IlI~T/\ILU) 1·~tWI.OY[~I~S. (L'un i t c d i o u e t a i l s w i t.hou t "ac t i ng " 
JrngnaLl.OI1ST Destroy one Lis c u l y c a r a Lt.e r e-nd of t h e f i s c a l 
yc a r In \,'11 i c h t h e d e t a i l t e r mi n a t e d • 
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026 - ',IORK t1:~ASUR1-',l'1r::1H SYSTC;'l0 Ln c Lud e s reports. (!->:c1uJes t l.e r nd i v i d ua L 

forms to wh i.c h wo r k t i.me IS posted.) Destroy when 1 FY old. 

03 - BUDGETS. Deslroy when 2 1"Y's old. 

05 - AUDITS AND INVt',Sl'lCATIONS. De s l r o y 4 1"Y's a f t e r c a s e 15 closed. 

07 - INFOl.{HATION. De s t r o y wh e n o ue 1"Y old. 

071 - NL\.JS [{[LEASES & PUl)LISllr.D Ni:.\','S ITUIS. Destroy whe n 1 FY old. 

1 - BUSINESS StRVICES. Destroy when 1 FY old. 

103 - HATLlI~G OR DELIVERY OF BOiWS AND INTEI{[ST COUPONS. (Tnc l ud e s 

record of O1<1111ng or dellvC!ry and r e t u r n e d receipt.) Destroy 

LOSS CLAIMS 3 FY's after the clJlm has been sat1sfled. Other 
mater1.11 destroy when 3 FY's old. 

104 - PUBLIC AVAILABILITY Of MATEl.{IALS AND U[COUDS.
 
-( E XCLU DtS rra t e r la"lpert:lli1Lfig t 0 e xernp t l'e c o r d s
 
den1ed, .lppealeJ dec1s1ons and records sought
 
by compulsory p r o c e s s , ) Dc s t r o y wh e n 2 FY's old.
 

104 - I\XI~IlPT RtCO!WS i)I'~NlI~J) I\Nf) l\l'l)I~ALI,1) [)ECl~)lONS.
 
Ln c Lud c s :;1,1l,'r1al perta-i.oln;; to (1) c x cmp t
 

r e cor d s l hal h a v e b ec n IIe n led, ( 2) tho s e r t' cor d s
 

t b a t have been Lur n t s h ed to the r e q ue s t e r after
 
appeal to t h o Adm i n t s t r a t o r , and (3) r e c o r d s
 

sought by compulsory process. Destroy wh e n 5 FY's old.
 

104 - FORHS FmllA 104-1, "PUI.lL1C INFOIU!ATION Tl\,\NSrllTTAL
 

/\Ni)JOI~ gtCE[PT." ])l~stroy wh e n 2 Fyis old.
 

11 - SP1\CE. De s t r o y when') FY's old. 

110 - (LOC,1l10n (City or tOI<JJ1) of. office). USl'separate
 

j o l d e r £0 r l~ .1Ch 0 l L i c c -=--oeSlrOY-l;\(l l v i d u a 1 Lo c a t i o n
 

l ell d e r o J1 l~ Y c 3 r a f l e r L h l: e J1 d o r t I\(~ f l -,Cell y l! 3 r III
 

1.'i1u~h o I Lt.c c 1",lS c l o s c d or mo v e d Lo a new Loc a t i.ou
 

(dIfferent addres~).
 

12 - PIWI'U\TY liND SUl'l'LY. Des L roy wh e n 1 l-'Y old. 

120 - FU~\HS FInll.\ 120-10 "SOLIClTATTON,QlIO'lIlTJON, I'UI{CliASE ORDEJ-:., 
H~SPr=CfIUr~, AND INVOICj1S." Destroy wh eu 3 FY IS o l d , 
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121 - l'l)[{:·lS FmHA 121-6, "NVrICE OF TRANSHITTAL AND RI~CEIPT." Includes 
correspondence. Destroy 1 FY afler the end of the flscal year 
i n wh i c h all Forms FIllHA 451-1, "Ac know l e o gme n t of Cash Payment," 
t r an sm i t led by .1 S p e c t I lC Form fr.lllA 121-6 have been used. 

121 - SUPPL'{ 11A~;i\GI~l!I~~:r. Dc s t r o y one year a r t e r the end of the f i s c a l 
year i n wh i c h created. (If [or property, use "122" folder; 
i f lor space s e r v i c e s , use "110" l oc a t i ou r o l d e r , ) 

122 - Pl\oP!~lnY. (Notl,~:\.pet1Jable). Destroy wn e n 3 [.'\"s old. 

14 - C(lt·l>iUNICAT]Or~S. Destroy whe n 1 FY o l d , 

15 - RECORUS. (Includes Form i;mHA 150-4, "Annual Re p o r t on Records and 
Fu Le Equ i pme n t Lnve n t o r y c") Destroy when 2 FY's old. 

151 - R~C~TPTS FOR VALUABLE DOCUMENTS. (To lnclude recelpted copy 
o I Fo r m Fmll/; 1-40-4, "Tr an s mi t t a l of Documents," as we l l as o t.he r 
rec~lpts [or valuable documents. Unrecelpted coples oE Form 
Fl,lHA 140-4 vzt l L be flied In the b o r r o we r case f i l e , ) vlhen a 
counLy or fracLlonal part oE a counLy 1S transferred Lo anolher 
j u r a s d i c t i o n , r cc e i p t s r o l a t t n g to t ha t cuunLy or f r ac t i.o n a I 

~, I~Jor~l~a~~I~~~. 
16 -~I~L. (Inc Tucle s energy r e po r t on rno t o r v e h i c les and 1,1 L l e a ae . ) 

Use --;'163" n a in e [ 0 Ide r 1 [ 1lm1t c J too net r a vel e r 001 y. ( Use "406" 
folder f o r notice of V1SitS and i t i.n e r a r i.e s ,. ) Destroy when 2 FY's old. 

163 - (NMIE OF TRAVLLF.:ln. Use separate folder for each traveler. 
TransLer folder lf employee transfers Lo Jnothcr fmHA off1ce. 
lie s t ro y m.i t e r t a I d i r e c t l y Ero'TI folder 011 t wo+y e a r d i s po s a l basis 
d IIr i.n [!, con LU1U 0 use illp loy me n t . C 1 0 c; cEo Ide r u po n s epa rat 10n 
:Ind L!H~n de s t r o y t\'10 yCJI-~ a f t e r ye a r o f se p a r a t i on , Fo rm fmHA 
163-1, "Travel Re c o r d ;: an d copy of Travel Voucher w t l l b e kept 
by t h e t r av c l e r a s h i s p c r s o na I record. 

(H; - I'o r L c l u i m-, .m d 100) - U:'L' (',I';': (older o I DorJ"()\·JCl· for
 
l o ss ui h i s .ib s t.r ac t, • Use "2j()'J 11.111I(~ [ol,I,!r, .is appllc-
able, [or UIJury of r e g u l a r cm p l o y e c or c omm i t t e cm an
 
involVing cOlllpensaLlon by tile Governr:lcilt.
 

2 - PERSONNEl.. Destroy when j FyJis old. 
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22 - 1I0\JRS--LEAVE--P.4Y. Destroy when 3 FY's old. 

221 - (NAME OF EMPLOYEE). Form AD 321-2, T&A Reports wlth attachm0nts. 
Usc' s e p a r a t e r o l c e r lor each em p l o ye e currently on the rolls. 
'rra~sfer fold~r ~[ employee transfers to another FmHA offlce. 
Destroy when 3 leave years old. 

221 - Flf~AL FOR:-iS ,\D-321-2--TEl{mNATED E1':1:'L01'£ES.
 
Destroy when 10 le.Jve years old.
 

221 - FORM AD 316 T&A REPU~TS (COMMITT~EMLN). Destroy when 3 FY's old. 

221 - FOIZH t\D 342 TE,i\ TRilNsmfnLS. De s t r o y when 1 l"Y olel. 

221 - 1'6,,\ IIMlDGOOK 2-A l\~lEND~mN'lS. (To t n c l ud e Page Control Charts 
arid l'lDSC 'tr an sin i t t a Ls , All of tins ma t e r i a l may be ma t n t a i.n e d 
In a blnder.) Destroy when 2 FY's old. 

23 - EMPLOYMENf. Destroy when 3 FY's old. 

230 - (r'Ii\~'lE OF Ri~GULAR ErlPLOYE1:.). Use s e p a r a t e [older for e ac n , Transfer 
io l d e r it Pl11plo),pe t r an s Le r s to a no t h e r FmllA o f Li c e , Destroy 
uia t e r i a l d i r e c t l y [rom folder on t n r c c+y e a r d i s po s a l 
b,ISlS d u r i.ru; c on t i nuou s ernp lo yme n t . Clost: Lo l d e r upon s e p a r a t i.o n 
~nd then destroy one year after the end of the flscal ye~r ~n 
wh i c h c Lo s e d , 

236 - COUNTY CO:,liHTTEE EhPLOY~ll~NT - Fo l l o we d by County or Area, as 
ap p Li c ab l e , Use s e p a r a t e f o l d e r for each c ornm i t t e e , If d e s a r e d , 
Ii committee lS appolnted to serve only one county .:lod that 
county lS lrallsferred to anGther COllnly JlIrlscilctlon, also 
t r an s Le r "236" emp l oymo n t record o I such committee. Re ta t n ernp l o yme n t 
recorJ ot current commltteeman and, wnen s~parated, destroy 
J year after the end Ol the flscal year of separatlon. Destroy 
any other m.rt o r i.n l wh e n 3 Fy sold.1 

236 - H)I'!I'I Fll1di\ 736-7, "1{ECOlW Of C:OUNl"{ C()iL\lITTI~I~ ~lI:ET[t~CS" - Fo l l o wcd 
Ii)r~';iLy0r-L\rlJ<l;a~i:;TlcdLd(-!-::-- UbC-:;:~r-:lr;LeioTci~r lor e nc h 
c ommt t t e c as d e s t r e d . 1 I Lun i ted to 011(' county and t h.rt. county 
t s t r nn s I c r r c d t o o no t h e r c o un t y j u r i s d i c t i.on , also t r an s Le r 
Fo rms 236-7 for such c oun t y , De s t. r o y wh e n 2 FY's old . 

•1' 
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24 - T 1<1\ I N I N G • Use" 2 4 II I 0 1d ere x c e P L i f .1P P 1 i.C.1b 1e too nee rnP loy (;! e 

o~ry;-use "230" n a.ne folder. Destroy wh e n 2 FY's old. 

27 - L~AVE. DesLroy when 2 FY's old. 

29 - ~~TIREMENr AND lNSURANCE. Destroy when 2 FY's old. 

3 - COMPUTER PRINTOUT ~EPORTS. Computer reports ~n the 300 ser1es may be 
~t D. ~ : ( 1) in t n e j I3 II Se r 1 e S 0 f the 0 per a t 10 na 1 f 11 e s , us 1 ng the 
first three d1~1ts of the report number 3S the F~le Code and th~ full 
number and subject of the report as the Subject He3d1n~ (EXAMPLE: 389 
FORH FmIL\ 389-6, "Re po r t of L():ll1S t·!.:.1de"); or (2) by subject i n the "0,"~'..--.r:z: 0 r ..4 " ser~ 0 f t, h (;! 0 per .1t 10 n a 1 I 11 c s; 0 r (3) i,nan y ma n n l~r 
t.ha t be s t serves t h e needs of the County Office. After the report has 
served r t s pu r po s e , It 10.1Y be destroyed uu l e s s further r e t e n t Lon i s 
requlreJ b; fmHA Instruct1ons. In any event, most reports bhoulJ 
be destroyed when two ye.1rs old. 

4 - PROCRMI OPLRATIONS. Des troy wh e n 3 FY' sold. 

400 - CIVIl. IUCllIS COHPL li\N,:E DY ]'E.CIPJ ENT:; OE' FmllA PROGRMI ASSI~TANCE. 
TIncluLi..::s c omp l i .mc e r c v i.e w me mo rand um r e po r t s c ov e r e d by Fml~A 

1 n s Lr u c t. i.0 n 400. 2 .) De 5 t roy \.:hen Lf F Y 's old. 

Lf01 - OPLRATIOt,S l\E.VIE~I. De s t r o y whe n 2 FY's old. 

402 - SUP~RVlSED BANK ACCOUNTS. Destroy when 1 FY old. 

405 - CUUnTY OFFTCE ~:ANAGU1f':N'r SYS I'E1-1. (Tn c l uu e s borrower
 
~abe claSS1f1C.1Llon). Destroy ~hen 2 FY's old.
 

405 - FO!::I'lS FmllA 405-4, "APl'LICATlON AND PIWCESSING CAR]) - INOIVIDUAL." 
lAtter removal Lrom the CounLy OLflce Management Systeln Box.) 
Sub d i v i.d e by LYP8 or loan If d e s i r eo . De s Lr o y wh e n 2 FY's old. 

405 - FO:{HS FmllA Lf{)5-11 , "/\PPLICATTON i\lW ])l\OCI~~SlNG CARD - ASSOCIATION." 
(Aller l·t~I.IOV~d tromL~COu!lLy (HLlCl' :·lal1agl'lI](';llt Sy s t e.n I)ox.) 
Sub d i.v i d e by t y pc of 10,111 if d e s i r cd , Dc s t r o y when 2 1"y'5 old. 

405 - H)I::NS FlnllA MJ5-lLi, "CI\t.DIT C()UI~~~LLI:'IG TALLY." (Aftl!r r emo v a l 
from the County Offlce M.1nagement ~yst~m Gox.) Destroy when 1 FY old. 
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405 - F01Z~lS F\l~lIl\ 405-15, "Sl~\lI1'.NNUAL TALLY." (After
 
removal [rom t h e Co uu t y o"L[lce Hanage:nent System
 
Bo x ; ) Dc s t r o y wh e n 1 FY old.
 

406 - WOR~ ORGANIZATION. (Includes forms FmHA 406-1,
 
or;:-iontIiTycalen(];Jr of \~Ll::-k," and i t inc r a r i e s • )
 
Deslroy when 2 e'{'s old.
 

LI06 - FOlzns FmllA 406-6, "REPORT OF O:-IA's COUNTY OFFICE
 
[{I~VJt:\~." Dc s t r o y \/IH~n 3 F\ sold.
 

409 - KURAL DEVELOPMENT. Th1S code mdY be subd1vldeJ 
c o n s i s Le n t I,TlLh on+g o i.n g rural development p r o g r am s , 
DGslroy wilen 2 FY's old. 

LI09 - Cf·:i\TlIITOUS SEfZVICES.
 
Deslroy 3 FY's after t e r mt n a t t o n of agreement.
 

':'10 - INQUU-:ItS, FmllA St;l\VICES. Destroy wh e n 2 Fyi ~ old. 

4 10 - IN QUI l<. I E S, ,; 0 NC; PJ~S S 1or ~.'\L (c; r:: NE Ri\ L ) • Des t roy vi hen 2 Fyi sol d • 

410 - CI{,':DTT 1\1~,I)OWl'S. I)eslroy wh e n 

42 - REAL PROP~RIY. Destroy 

422 - ArpR~ISALS. Includes 
11j{ •.- a L Es t at.e Su l e s 
d e s t r o ye d v..h e n i t 1S 
of any v31u~ or after 
DesLroy wh~n 2 fY's 

when 2 FY's 

Avera~e 
Data," w i I I 

de t e r mi ue d 
5 FY's, 

old. 

2 FY's old. 

old. 

Values. (forms FmHA 422-~,
be kept t n J c a r d box and 
that t n fo rma t i o n i s no longer 

wn1.chever lS earller.) 

422 - (Na,ne of Sub d t.v i s t.o n ) , To i.nc l ud c COpH:S of 
r,~ p~l1.ve:iPrGll.s3Ts- fur :1I1U r e Lu, e dS II bel 1 v 1 S i o n S 

mo t e r i.a l . De s t ro y 2 FY's a I t e r c ornp Le t t.o n of s ubu i.v t s i on , 

LI24 - COUSTI,UCTlt)N, DI~VI~LOI'!'IUJT, AND l\.i~,fJAIR. DI~SLr()y wn e n 2 fY' sold. 

-' , 
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L~24 - L.II.CORCLASSIFICATION AND \'!l\GI~ P-ATES. Iia v i s=Bnc o n Act 
labor requIrements. Destroy when 2 FY's old. 

424 - CONSTRUCTION CONTRACT COt-ll'LA INTS - Follo\'Jed by n.:1me 0 [ bu i lo e r . 
To contaln .J hl'St'Or:;Llf .Jctions lak",n on complalnts from date 
of r e c e i p t to date of final d t spo s i t i o n , Do s t ro y ma t e r i a I on 
~ach complalnt three flsc.JI years after the end of the fIscal 
ye.Jr of final dlSposltlon. (It may be necessary to prepare
additlonal coples of correspondence, elc., to provlJ~ documentatIon 
for thlS flle and also the appllcable borrower case [lle.) 

424 - F~E CONSTRUCTION INSPECTOR CONTRACTS. Destroy 2 FY's after 
t c rn i n a t i on ot cou t r a c t , 

425 - TAX~S. (Includes Ilsts of real estate borrowers wlth unpaId

ta~es.) D~stroy when 2 FY's old.
 

426 - P~;OPERTY INSURANCI~. Destroy wh e n 2 FY's old. 

426 - NATIONAL FLOOD INSURANCE. To Include all materIal pertainlng
tlJJuJA~ ~;t;~s Rg'fAH~.~~~~~~ ~I~.
 

426"-:='--;·f/:STLR POLICY. Destroy oKe FY a Lt e r a t i.on o f
INSURA~CE e x p i.r
po l i c y , 

427 - 'I'Lf'Lf CLE.II.R/\NCEMJD LO:\N CLOSING. Re t a i n current d e s i znc t i.ous 
.m d b'o rms hll!IA 427-14, Agr~ement to PrOVIde L0.:111C'l o s i.rigSe rv i ce s ,11 

and Forms FmllA 427-10, "Fldl~llty 130nd [or Loan CLOSIng At t.or uc y s c " 

Destroy termlnated d~slRnallon one ELscal year after termlnatlon.
 
D~stroy remalnIng m3terial on thre~-ye~r dlsposal baSIS.
 
SC0 Exhlblt C o[ lhls Instructlon for handlIng abstracts [or

wnich the County S0p~rvlsor IS custodlan.
 

43 - PLANNING AND SUP~RVISION (INDIVIDUALS - ASSOCIATION/ORGANIZATION).
Destroy wh e n 2 F\"s old. 

430 - 1'1..\tHHNGAND Slll'[·.l\VI~JON(INDIVIDUALS). Keep all current key 
p r ac t i c e s and dL!sLr(;yt:l10s~tIl:1't have been suspended. All other 
ma t e r i a l , destroy wh eu 2 F'y's old. 

L130 - l'I.l\NNTr~GAND SUP~:RVTSION (:\SSUCIATJON/(J[\\JANIZATlONS).

Deslroy when 2 FY sold.
 

L~4 - LOAN i\l~D CRAtH nAKING !IN!) DOCKEr P!WCESSH~G. Destroy when 3 FY·s old. 
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440 - EVTDENCE Of INDEBTEDNESS. Ma~nta~n 1n one set of A-Z folders. 
Ln c Luu e s o r i.g i.n a l p r orn i s s o r y notes, renewal prom1.ssory notes, 
a s s ump t i o n agreements, stock c e r t i I i ca t e s , accelerated r e p ay.ne n t 
agreements, and g r an t ag r e cme n t s , RETUl\N all such i.n s t r umcn t s 
to b o r r o ve r wh e n l o an has been p a i d ll1 full or o t h e r w i s e s a t i s I i.e d 
EXCEPT as follows: 

(a)	 Trans(er of secur~ty by dssumptlon, attach the or~glnal 
assumpt10n agr~~rn~nt to the or~g1.nal note(s) covered by 
the agreement and keep ~n th1.s [~le under the name of the 
t r an s f e r e e , 

(b)	 Documents eVldencing debts canceled w~thout appl~cat~on, 
transfer to borrower case folder. 

(c)	 Ch a r g c d=o f f no t e s w i t h ou t r e l e a s e from personal l i ab i Li t y , 
t r an s Iu r to f i l e code "440 - CIIAJ{GED-OFF NOTES," w i t h Form FmHA 
456-2, "Can c e Ll a t i.on or Ch a r g e=Of f of FmllA Indebtedness," or 
Form fm!IA 456-3, "Journal Voucher [or \'Ir~te-OL£ or Judgment," 
rece~ved from the F~nance Off1ce .Jtt.Jched. 

(d)	 In tile event the p r o-n i s s o r y note and/or other evidences of 
1.nJebtedness cannot be returned to the borrower due to address 
unknown, they IHI L be t r an s fe r r e d Lo f i l c code "L.40 - t::VIDENCE 
OF INDEE.TEDNESS fUR A0Dl,ESS UIH(NO\'I;~ 1)ORRO\JERS" w i.t h the e v zd e nc e 
that the whereabouts of the borrower is unknown. 

The .. p p r o p r i a t e legend, such as "Pa id t n Full," "Sa t i s f a.ed Th r u 
Surrender of Se c ur i.t y and Re l e a s e d f r orn Li.ab i Li t y ;" or "Sa t a s f i e d 
Th r u Foreclosure," and t he date, w i l I be stamped or typed on 
the o r i g i.n a l document wh e n the Li n a l a c t i o n 1.S taken. ThLS same 
r n fo r ma t i.ou and the date the or1;:';1.11.11 ooc ume n t is r e t u r ne d to 
the borrower, wlll be shown on the copy i n the b o r r owe r c a s e 

fold~r. CAUTION: for max~mu~ protect1on, these folders must 
r~ma~n 1.n the f~le cab1net except when 1.n actual use. 

4/.0 - CIIAI{GED-OFF NOTI::S. To COnL.1ll1 o r i g i n.r I p r om i s s o r y
 

110 te!:> di d r Ie, c d -l) t L \H tho u t r <.! 1 e a s e 0 f 1 1 a b i. 1 i.t Y •
 

Destroy 6 FY's aLter ch.Jr~eJ 0[[. 
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440 - EVIDt:NCE OF INDEBTEDNESS FOR ADDl,ESS U:~KNO\-JNllOR!{o\·IERS: 
To con~p.1~d-1n-full ar oLherw1se s3t1sf1ed eV1dences of 
indebtednes~ Wh1Ch cannot be del1vered to borrowers due to 
address unknown. Destray 10 fY's 3fter pa1d 1n full or 
otherwise sat1sf1ed. 

441 - OP'~I\ATING AND Et'lE!{Gr"1'lCY LOAN FI\OCRA~·lS. 
De stray wh e n 2 ]:'Y'S' old. 

441 - DISASTER AEE;\ f\ECOI-I!·lsNnATIO~lS: Tins i nc Lud e s Form FmHA 441-27, 
I Report of Natural D1saster. If 3rea 1S des1gnated, remove 
applicable rn a t e r r a l , i nc l ud io g Form FI:lHA 441-27, and r e Li l e under 
c o n t r o I co.Ic 11441 - Disaster Area De s i g n a t i on No , 
Dc s t r o y wh e n 2 FY's old. 

Lf41 - DISAS rEt, ARl~A DESIGNATION ~~O. Includes Forms fmHA 492-7, 
"Rc po r t of Ul Loan Appllca-t-~r-a-!-1s-.rr---"'-D(;stroy 2 FYs after" Li n a l " 

report i s mc.d e , 

442 - ASSOCIATION AND ORCAN:::ZATION LOAN AND CRJ\NT PlWCRM1S (Ct:NEl-;AL). 
D~stroy when 2 iY sold. 

442 - OO;1}~STIC h1A'r'~I{ AND \o.'ASTf~l)[SP(JSAL SYSTF.i-iS. Th i s t nc l ud e s 
COlllprdwi1Slve Plann1ng. Dc s t r o y wh e n 2 FY's old. 

442 - SliJt··r-IN-L:\tW-US[~ I'IWJl:~Cj'S. De s t r o y wh e n 2 FY's old. 

4Lf2 - :,ECI{I~i\TIOrgL fACILlTlES. Destroy when 2 FY's old. 

442 - Ell COOPEUATIV~ ASSOCIATIO~S. Destroy when 2 FY's old. 

L,42 - THIIIER DEVELO[)tii~NT. De s t r o y wh e n 2 FY's old. 

[.42 - II:EjGATION f.ND DRAJNACE AND OTliER S'~\'I CONSERVArION 
t·~:~i\SUI·~!jS. Destroy wh e n '2 FY's old. 

4·'+2 - cOmtUNTTY F.\CIJ.ITH,S. De s t r o y ",'hell 2 FY's old. 

442 - INDUSTRIAL IJI~VELOPHUH GR./\NiS. De s t r o y whe n 2 FY's old. 

443 - FAR!-l O'..!NE1{SlllP PIWGRl\[o1S (CI::NErUL). DesLroy wh e n 2 FY's old. 

443 - FlIRt·j o\oWERSH1P LOMlS ...... Destroy wh e n 2 FY's old. 
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443 - FO TRACT SUEDIVISION - Follow~d by n3~0 of tract. 
Use Separate folder tor each Lract to be subdlvlded. Close Lract 
folder the fIscal year the seller WJS paId 1n full (or trJct. 
Destroy closed Lract (older tllr~e YCJrs after the end of the 
f i s ca l y e a r In wh i c h closed. Sec Exh i.b i t C of this Ln s t r uc t i o n 
for handling certaIn abstracts of whIch the County SupervIsor 
IS custodlan. 

l,43 - SOIL AND I-lATER LOANS. Destroy wh e n 2 FY's old. 

443 - LAND CONSEI:\VATION DEVELOl':'I!~~T (LCD) LOANS. (Ap p a l acb ian States 
only.) Destroy when 2 fY'~ old. 

443 - RI~CREATION LOANS (lU,). Destroy when 2 FY's old. 

444 - :UikAL HOUS H,IG LOAN MW GRANT Pr.OC[(M1S (G[~NERAL).
 
Destroy whell 2 FY sold.
 

444 - [\URAL HOUSING LOANS (SECTION 502). Destroy when 2 FY's old. 

444 - INTEREST CREDIT ASSISTANCE. Destroy ~~en 2 FY's old. 

444 - S!~CTION 50l, LOAN MID/OR GRANT BORIWI-!ER LISf. (See §2033.13 

'{00i t h i s Z·j~ iI/YI,f)~~.il.-bJ'Z\H+·uUl/'V~
 

444 - R~OUSIt~c: snC=. De s t r o ywh e n 2 FY's old.
 

444 - [WR1\L COOPEI{ATIVE HOUSING LOANS. De s t.r o y when 2 fY' sold.
 

444 - CONDITIONAL COi'li'!JTl-iENTS FOlZ l\uRAL [JOUSJ NG LOANS.
 
Destroy wh e n 'L Fyls o l d
 

4/+4 - SEL~'-HELP ~[UTUAL IIOIJSINC Pl<OGRMl. De s t r o y when 2 FY's old.
 

4L.4 - FARt'l LABOI': HOUSING LOANS. DesLroy wh e n 2 FY's old.
 

444 - Il'!!~LTGLl)LE, SllSt'E~IDI.:1) OR D[~BA[~I{I~DP[~l\SONS DF.ALINC vrru 
i{il APPLICANTS e)1{ [,A~TICIIJI\l{l'.~.RfrAIN current iJ:StIng and supplements. 

~f46 - l~J~S(~U!':CCC()r~:-;I~I\'V,ATJOI~MW DEVLLOP1-:U'.)'f (E.eD) LOi\[~ PROGRM1. Destroy 
wh c n 2 FY said. 
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447 - \u\TERSHFoD LO.fI.US. Destroy v..hen 2 FY's old. 

447 - \'!ATEI{SHED n:OTECTlO~ AND FLOOD Pl{EVEN nON t·lEASURES. Th lS i nc l ud e s 
Ag r lC U 1 t u r a 1 Stab i l t z a t 10n and C0l13e r vaLlCi-n Se rv 1Ce (ASCS) approved 
waLershed plan reports and SOLI ConservaLion Servlce work 
plan report. R~TAIN one copy of each report. 

449 - CIJARl,NTEED LOM: PI{OGkMi. Des troy .....hen :2 FY ISO ld , 

449 - 13USINf:,SS AND INDLJSTl~TAL LOAN PROGI~M1. Destroy when 2 FY's old. 

449 - FARMER PROGRAMS. D~slroy ~hen 2 FY's old. 

449 - COj'l~IUNITY SI~KVlCr::S. Destroy wh e n 2 FY I sold. 

45 - ACCOUNT SERVICiNG. Debtroy when 2 FY's old. 

450 - FORt-1S FmllA 450-5, "i\r'I'LICATlON TO [-lOVE SI.::CLJRITY rROPI.::RTY AND 

VU\lE' [CATlot, Ole ADD){L~;S." (Tr.1l1sierr"lng_- .....offlce copy o n l y , ) 
Use '45 folder lor ol~0r materlal. DcsLroy when 3 FY's old. 

450 - FOR~;S Fmll,\ 4')0-14, "f..NNUAL STATE~lEtH OF LOAN ACCOUNTS." (Hay 

be kept r n any mann e r best s e r v i n g the ne e d s of the County Of Li c e 
EXC[PT hrt· problem c a s e s and State or D'i s t r i c t DLrector r ev i.e w 
cases w"lll be [lIed ln Dorrowec case folder.) Destroy when 2 FY's old. 

451 - COLLECTIONS. Destroy when 3 FY's old. 

451 - FORt-IS F'mHA 451-1, "ACKt-iO\·,1LEDGt-1ENTOF CASH I'AnIENT." K(~ep County 
OUlCe copy i n r e c c i p t b o o k , VOJ61~j) r e c c i p t s keep or i g i n a l and 
copy 1n book. Destroy wh~n 2 FYs old. 

451 - FOIUlS fl1l!tA Lf51-2, "SCIIl':DU]'I~ OF I<E~lJTTANCES." (l..Jhen Form F'rnHA 
451='21s u s e d in t r an sm i t t i ng Forlll-fnlHA 104-1 use "104" f o Lo e r , ) 
Destroy when 5 FY's 01J. 

(,51 - AS~:;lGN~ll,NT "Cl ll.C}, PAYr'lI~[\T ~,Tlli)S." Also a pp l i c ab l e to ::lny form 
O~~lt.l~stS-;::ervilli;-the sume p u r p o s e s , Destroy when 6 months old. 

451 - H)I<~1 fo'lIJ1IALI'i I-:?.!f I "In.!-.ULTS OF 1)()I~I\()\·Ji·:I~GI~,\nlJ/,TJ()N RI~VII,\,1 BY 

ClilJNTYl,0::l:.TI1~i·.-;\:·mC~\SD~T.lfVTSl;i{:-ill)e:-,tr-oy wh e n j n'-;;- o1J. 
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451 - F,)R~l FmllA 451-27, "1Zr:VIE\,.1 OF COLUCTlUN-ONLY
 
ACCOUrHS.' De s L roy wh en 2 F?'SOld.
 

452 - RE1-iE\.JAL - OPERATING LOANS. Destroy when 2 FY's old. 

L+56 - f)1~J;T SI~TTL1~rit:Nl. De s t r o y when 2 Fyi!:> old. 

46 - SECUlnTY SERViCING. Destroy when 2 ICy's old. 

460 - SPI':Clf\L SU{VICING - Dl~LI ~jQUI~NT AND PROl)LEi-l LOANS.
 
Destroy wll~n 2 FY sold.
 

462 - [o'Ol\~l FmllA 462-3 ,\IW U()]{IW\','I~R LIST, FORr,! FmHl\ 462-14. (These 
d o c umc n t s m.:ly b<~ilta1.ned U1 the man n e r WhiCh~t serves 
the needs of the County Office.) Destroy when 1 FY old. 

462 - ClIATTJ::L P1WPLRTY. (Includes Li qu i.d a t t o n ) , De s t r o y records 
of acquired ch.:lttels on d five-ye.:lr disposal schedule Clnd remaining 
records on .:l three-year disposal baSiS. 

465 - J~I~,\L PROI:'ElnY. De s t r o y wh c n 3 Fyi sold. 

47 - INSUl<.F.D LOANS - LENDEI\' Ri:.LATJONSilll'. De s t r o y wh e n 2 Fyi sold. 

49 - REPORfS. Destroy when 2 FY's old. 

492 - ~'OlU1S FmllA Lf92-3, 4cJ2-.i\3, Lf92-5, AND h92-(,. (Use separate folder, 
11 deSlr(;d.) DcStl"OY wu e n 2 1.-'l's old. 

492 - TIWTH TN LI:.NDPlG. (Anu u.i l report). Destroy wh e n 2 FY's old. 



FmHA Instruction 2033-A 

§2033.15 Unoffic~al Files: 

(a) Uno f f ic ia l (non-record) files generally consist of "information-
type" or reference publications in the format of books, booklets, 
pamphlets or fact sheets; comrnerical advertising matter, or stenographic
notes and "rough" drafts used to prepare official records. 

(1) Maintenance. 

(i) Unofficial (non-record) material will not be intermingled
w~th official records nor will it be made a part of the official 
fi les . 

(ii) LIMIT unofficial files to the m~n~mu~ necessary for 
County Office needs. 

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

(~v) Published engineering specif~cations and other 
technical reference materials may be placed in folders as 
necessary and filed under appropriate headings such as the 
following: 

Cost Data Sanitat~on 
Houses Service Buildings
Land Development VJater Supply 

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

§2033.l6 County Office annual records management and file equipment report:
Between September~5 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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§2033.l7 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 lertain 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 d~sclosure of confidential information is involved. 

Attachments: Exhibits A, B, and C 

000 
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Farmers Home Administration Exhibit A
 

POSITION FILING - BORROWER CASE FOLDER RECORDS 

I Records are arranged within borrower case folders by using only one 
filing position for all transactIons or items logically within one of 
eight different classes. This Exhibit designates the specific filing
positions for each of these classes and lists 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 INITIAL or "I of II 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 INITIAL 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 copies 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. 
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POSITION 1 - CHATTEL SECURITY RECORDS,
ANALYSEs:-PROCESSING CHEC! LI~~~~OJECT 

OPERATING 
SDMMARIE~, 

REPORTS, ASSOCIATION 
SPREAp-sHEETS~~o-AUDITS. 

-------- --'--- .---

(AD-56!) 

FmHA 440-51 
(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 Ind~viduals) 

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 Col laterals 

Crop-Share-Cash Farm Lease 

Crop-Share-Cash Farm Lease (W~th Subordinat~on Agreement) 

FmHA
 

FmHA
 

FmHA
 

FmHA 

FmHA 

FmHA 

FmHA 

FmHA 

FmHA 

FmHA 
FmHA 

FmHA 

FmHA 

FmHA 

FmHA 

FmHA 

(Series) 

440-21 

440-25 

440-26 

440-32 

440-50 

071-2 

430-1 

430-4 

440-4 

440-4A 

440-6 

440-12 

440-13 

440-15 

440-15)
441-2 ) 
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POSITION 1 - CHATTEL SECURITY RECORDS, OPERATING REPORTS, ASSOCIATION ANALYSES,
PROCESSING CHECKLYsTS~pROTEcTslmMARlEs,sPREAD-SH~ET~, AND AUDIjS-(Cont-:)--

--- ._---

FmHA 440-52 Cash Farm Lease
 
(AD-562)
 

FmHA 440-53 Cash Farm Lease (With Subordination Agreement)

(AD-562-1)
 

FmHA 440-4 Security Agreement (Chattels and Crops)
 

FmHA 440-4A Security Agreement (Crops)
 

FmHA 440-4 Security Agreement

(Series) (May be kept as second item from the top) 

FmHA 440-6 Severance Agreement (Chattel security only) 

FmHA 440-12 Acknowledgmt!nt of Payment for Recording, Lien Search,
and Releasing Fees 

(Attach to related document) 

FmHA 440-13 Report of Lien Search 

FmHA 440-15 Security Agreement (Insured Loans to Individuals) 

FmHA 440-15 Crop and/or Chattel Security instruments as applicable
FmHA 441-2 to the particular State 

(May be kept as second item from the top) 

FmHA 440-21 Appraisal of Chattel Property
(Destroy after 5 years) 

FmHA 440-25 Financing Statement 
(May be kept with Form FmHA 462-7, "Continuation 
Statement") 

FmHA 440-26 Consent and Subordination Agreement 

FmHA 440-32 Request for. Statement of Debts and Collaterals 

FmHA 440-50 Crop-Share-Cash Farm Lease 

FmHA 440-51 
(AD 561-1) 

Crop-Share-Cash
Agreement) 

- Farm Lease (~lith Subordination 

FmHA 440-52 Cash Farm Lease 
(AD 562) 
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POSITION 1 - CHATTEL SECU~ITY RECORDS, OPERATING REPORTS, ASSOCIATION ANALYSES,
PRoCESSING CHECK LTsTS~--PROTECTSUMMARIES-;-SPREADSHEET~ANDlillDm--fCont--:-)-

FmHA 440-53 
(AD 562-1) 

Cash Farm Lease (With Subordination Agreement) 

FmHA 440-54 Livestock-Share Farm Lease 
(AD 563) 

FmHA 440-55 
(AD 563-1) 

Livestock-Share 
Agreement) 

Farm Lease (With Subordination 

FmHA 440-56 
(AD 564) 

Annual Supplement to Farm Lease 

FmHA 441-5 Subordination Agreement 

FmHA 441-8 Assignment of Proceeds 
Agricultural Products 

From the Sate of 

FmHA 441-10 Nond~sturbance Agreement 

FmHA 441-12 Agreement for Disposition of Jointly-Owned Property 

FmHA 441-13 Division of Income and Nondisturbance Agreement 

FmHA 441-17 Certification of Obligation to Landlord 

FmHA 441-18 Consent 
of Farm 

to Payment
Products 

of Proceeds from Sale 

FmHA 441-25 Assignment of Proceeds from the Sale of Dairy
Products and Release of Security Interest 

FmHA 442-4 District Supervisor Report - Association 
Organization Borrowers 

(Destroy after five years) 

-

FmHA 442-39 Processing Check List (Other Than 
(Keep as top item until loan is 
after five years) 

Public Bodies)
closed. Destroy 

FmHA 442-40 Processing Check List (Public Bodies)
(Keep as top item until loan is closed. 
after five years) 

Destroy 
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---------------
-----------

FmHA 442-42 Project Summary (Irrigation,
Water Conservation Measures) 

Drainage, Other Soil and 

FmHA 442-43 Project Summary - Recreation 

FmHA 442-44 Project Summary - Shift In Land Use - Grazing 

FmHA 442-45 Project Summary - Water and Waste Disposal 

FmHA 449-29 Project Summary 

FmHA 450-5 Application
Verification 

to Move Security
of Address 

Property and 

FmHA 450-13 Request for 
Property 

Assignment of Income from Trust 

FmHA 455-3 Agreement for Public 
security only) 

Sale by Borrower (Chattel 

FmHA 455-4 Agreement
Chattels 

for Voluntary Liquidation of Mortgaged 

FmHA 455-5 Agreement
Property 

of Secured Parties to Sale of Security 

FmHA 455-6 Agreement for Temporary Custody of Property 

FmHA 455-7 Agreement
Crops 

for Cultivating, Harvesting and Delivering 

FmHA 455-8 Notice of Sale (Chattel security only) 

FmHA 
FmHA 
FmHA 

455-10)
455-11)
455-12) 

Bills of Sale (Chattel security only) 

FmHA 455-13 Report of Sale of Chattel Security 

FmHA 455-16 Statement of Loss of Acquired Security Property 
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POSITION 1 
PROCESSING 

- CHATTEL SECURITY RECORDS, OPERATING REPORTS,
CHECK LISTS, PROJECT SU}fr1ARIES, SPREAD SHEETS, 

ASSOCIATION 
AND AUDITS 

AUALYSES,
(Cont.) 

FmHA 460-1 Partial Release (Chattel security only) 

FmHA 460-2 Subordinat~on 
only) (While 
date order.) 

by the Government 
in effect keep as 

(Chattel
top item; 

security
then file ~n 

FmHA 460-4 Satisfaction (Chattel security only) 

FmHA 460-6 Partial Release (UCC States) 

FmHA 460-7 Terminat~on Statement 

FmHA 460-8 Notice of 
Products 

Termination of Security Interest ~n Farm 

FmHA 462-1 Record of the Disposition of Secur~ty Property
(Keep as top item, except while Form FmHA 460-2 
~s in effect.) 

FmHA 462-2 Statement of Conditions on which L~en W~ll Be Released 

FmHA 462-4 Assignment, Acceptance and Release 

FmHA 462-6 Affidavit of Extension and Renewal 

FmHA 462-7 Continuation Statement 
(Hay be kept with Form FmHA 440-25, "Financing Statement.") 

FmHA 462-8 Wheat and Feed Grain Programs - Assignments 

FmHA 462-9 Temporary Amendment of 
Sale of Farm Products 

Consent to Payment of Proceeds from 

FmHA 462-12 Cont~nuation or Termination Statement 

FmHA 465-1 Application for 
(When applicable 

Partial Release, Subordination, 
to chattel security only) 

or Consent 
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POSITION 1 
PROCESSING 

- CHATTEL SECURITY RECORDS, OPERATING REPORTS,
CHECK LISTS, PROJECT SUMMARIES, SPREAD SHEETS, 

ASSOCIATION 
AND AUDITS 

ANALYSES,
(Cont.) 

Annual Audit Report 

Borrower Financial Statements 

B&I Special Ten-Point Narrative Report on Loans of $1 million or more 

Chattel Security Instrument 

Monthly Reports (8&1) 

Pre-Closing Aud1t Report 

Report - Exhibit B, Instruction 20lS-C 

State B&I Special Sheets and Analysis 

Applicant's Certif1cation of Prior Indebtedness 

Memorandum of Understanding for Interim Financing by Lender and FmHA 

/
 



.Fmlli\ IIIH 

Exh i b i t 

Page 8 

trill' 
A 

t i lin :!(l~ f\ 

POSITION 2 - LOAN AND GRANT ADVANCES AND REPAYHENTS, 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-A1 

FmHA 405-5 

FmHA 405-10 

FmHA 440-1 

FmHA 440-9 

FmHA 440-10 

FmHA 440-11 

FmHA 440-16 

FmHA 440-22 

Report of Federal Cash Transact~ons 

Outlay Report and Request for Reimbursement for Construction 
Programs (Keep with Form FmHA 440-11) (Destroy after five years 

Collection Hemo 

Depos~t Agreement 

Statement of Deposits and Wlthdrawals (Maintain ~n 
binder(s) until bank account is closed.) 

Deposit Agreement (Non FmHA Funds) 

Terminat~on of Interest in Supervised Bank Account 

Debt Adjustment Agreement 

Case Reclass~fication 

Hanagement System Card - Individual 
(When maintenance ~n card box is no longer required) 

Operating Type Loan Maturity Schedule 
(When ma~ntenance ~n card box is no longer required) 

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

Management System Card - Association or Organization
(When maintenance ~n card box ~s 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 (Associat~on or Organizat~on) 
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POSITION 2 - LOAN 
RECORi5S(Con t .) 

AND GRANT ADVANCES AND REPAYMENTS, AND OTHER FINANCIAL 
--------

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 

FmHA 442-50 

FmHA 442-51 

FmHA 443-12 

FmHA 443-17 

Insurance Endorsement (For Tax-Exempt Non-C~upon~rial:

Bond~ or Single Bond or Note)
 

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

Loan Disclosure Statement
 

Disclosure Statement for Loans Not Secured by Real
 
Estate 

Credit Sale Disclosure Statement 

Notice of Right to Rescind 

Association or Organization Activity 

Acknowledgment of Obligated Funds 

Supplemental Installment Information 

Promissory Note 

OL-EM and Other Credit Analysis 

Association Project Fund Analysis 

Report 

Association Water or Sewer System Grant Agreement 

Grant Agreement (Public Bodies) for Facilitating
Private Business Enterprises in Rural Areas 

Determination of Grant Amount 

Farm Ownership and Individual Soil and Water Fund 
Analysis 

Agreement to Sell Nonessential Real Estate 
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POSITION 2 - LOAN 
RECORDS (Cont.) 

AND GRANT ADVANCES AND REPAYMENTS, AND OTHER FINANCIAL 

FmHA 443-18 

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 449-19 

FmHA 449-20 

FmHA 449-25 

FmHA 449-27 

FmHA 449-31 

FmHA 449-34 

Recreation Loan Fund Analysis 

Hous~ng Fund Analysis 

Promissory Note (Insured RH Loan) 

Multiple Housing Fund Analys~s 

Interest Cred~t Agreement (Section 502 RH Loans) 

Interest Credit Agreement (RRH and RCH Loans) 

Tenant Cert~fication 

Certification and Payment Transmittal 

Interest Credit 
RH Loans) 

Agreement Cancellation (Section 502 

Assumption
Terms) 

Agreement for Guaranteed Loans (New 

Assumption
Terms) 

Agreement for Guaranteed Loans (Same 

Conditional Commitment for Guarantee 

Request for Contract of Guarantee 

Contract of Guarantee 

Lenders or Holders Request for Approval 

Guarantee Fee Report 

Report of Loss 

Request for Contract of Guarantee (EM Livestock Loan) 

Contract of Guarantee (EM Livestock Loan) 

Emergency Livestock Loan Analysis 

Loan Note Guarantee 
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POSITION 2 - LOAN AND GRANT ADVANCES AND REPAYMENTS AND OTHER FINANCIAL 
RECORDS (Cont.) 

FmHA 450-1 Statement of Account 

FmHA 450-2 Statement of Account 

FmHA 450-10 Advice of Borrower's Change of Address or Name 

FmHA 450-11 Detail Analysis of Charges/Credits to Loans Receivable 

FmHA 451-7 Request for Change in Application 

FmHA 451-8 Journal Voucher for Loan Account Adjustments 

FmHA 451-10 Request for Statement of Account 

FmHA 451-11 Statement of Account 

FmHA 451-20 Notice and Acknowledgment of Final Payment 

FmHA 451-21 Request for Reamortization of Real Estate Loan 

FmHA 451-25 Status of Account 

FmHA 451-33 Reamortization Request (Associat~on Loan) 

FmHA 451-34 Direct Payment Plan Change 

FmHA 451-37 Additional Partial Payment Agreement 

FmHA 452-1 Renewal Promissory Note 

FmHA 455-1 Request for Legal Act~on 

FmHA 455-2 Evidence of Conversion 

FmHA 455-17 Report on Deceased Borrower 

FmHA 455-20 Notice of Judgment 

FmHA 455-21 Notice of Acceleration and Demand for Payment 



FmHA Instruction 203J-A 
Exhibit A 
Page 12 

POSITION 2 - LOAN AND GRANT ADVANCES AND REPA'r"MEHTS, AND OTHER FINANCIAL 
RECORDS (Cont.) 

FmHA 455-22 Information for Litigation 

FmHA 456-1 Application for Settlement of Indebtedness 

FmHA 456-2 Cancellation or charge-off of FmHA Indebtedness 

FmHA 456-3 Journal Voucher for Write-off or Judgment 

FmHA 460-5 Assumption Agreement (New Terms) 

FmHA 460-9 Assumption Agreement (Same Terms - Elig~ble
Transferee) 

FmHA 460-10 New Promise to Pay 

FmHA 465-7 Report on Real Estate Problem Case 

FmHA 465-8 Release from Personal Liability 

FmHA 465-17 Advice of Crop Percentage Rental Charge (Acquired
Real Estate) 

FmHA 471-6 Re~nsurance and Repurchase Agreement (Automatic
Renewal) 

FmHA 471-7 Notice and Acknowledgment of Sale of Insured Loan 

FmHA 492-19 Characteristics of Approved Appl~cants 

SF-1034 Public Voucher for Purchase and Serv~ces Other 
than Personal 

Copies of Bonds (Insured) 

Lender's Loan Agreement 

Promissory Notes (B&I) 

Approval of Protect~ve Advances 

Bond (Specimen), Bond Ordinances, Bond Transcript or Sim~lar Items 
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POSITION 2 - LOAN AND GRANT ADVANCES AND REPAYHENTS, AND OTHER FINANCIAL 
RECOI.{DS (Cont.) 

Designated Bank - Collateral Pledge 

Labor Housing Grant Agreement 

Deposit Slip (to be filed ~n any manner ~n this position best 
serving County Office needs.) 
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POSITION 3 - APPLICATION, ECONOMIC JUSTIFICATION, PLANNING,
BUDGE.!, ~NoFARMERPROGRAM ANALYSES RECORDS-

For individual borrowers, this position will contain APPLICATION AND FARM 
PLANNING RECORDS. 

For association or organization borrowers, this position will contain 
APPLICATION, ECONOMIC JUSTIFICATION~ OPERATING PLANS, ENVIRONI1ENTAL IMPACT,
PRIVACY ACT, AND BUDGET RECORDS. 

AD-621 Preapplication for Federal Ass~stance 

AD-622 Notice of Preapplication Review Action 

AD-624 Application
Programs 

for Federal Assistance for Construction 

FmHA 400-4 Nondiscrimination Agreement 

FmHA 410-1 Application for FmHA Services 
(Keep supporting correspondence attached to application.) 

FmHA 410-4 Application for Rural Housing Loans (Non-Farm
(Keep supporting correspondence attached to 

Tract)
application.) 

FmHA 410-5 Request for Verification of Employment 

FmHA 410-8 Applicant Reference Letter 

FmHA 410-9 Statement Required Under the Privacy Act 

FmHA 410-10 Privacy Act Statement to References 

FmHA 431-1 Long-Time Farm and 
(Keep immediately 

Home Plan 
below latest Form FrnHA 431-2.) 

FmHA 431-2 Farm and Home Plan 
(Keep immediately below runn~ng case record.) 

FmHA 431-3 Family Budget 
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POSITION 3 - APPLICATION, ECONOMIC JUSTIFICATION, PLANNING, BUDGET, AND 
FARMER PROGRAM ANAYSES RECORDs:(Cont.) 

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

FmHA 431-4 Business Analysis - Nonagricultural Enterprise 

FmHA 440-2 County Committee Certification or Recommendation 

FmHA 440-45 Nondiscrimindtion Certificate (Individual Housing) 

FmHA 440-46 Environmental Impact Assessment 

FmHA 441-22 Statement of Production Losses and Certification 

FmHA 441-26 County Supervisor's Calculations 
Qualifying Production Losses 

and Verification of 

FmHA 441-29 ASCS Verification 
Repayment 

of Farm Production History and 

FmHA 442-1 Forecast of Cash 
Budget)

(Destroy after 

Receipts and 

five years) 

Disbursements (Operating 

FmHA 442-2 Statement 
Date 

of Income and Expense for the Fiscal Year to 

(Destroy after five years) 

FmHA 442-3 Balance Sheet 
(Destroy after five years) 

FmHA 442-7 Initial Operating
(Destroy after 

Budget
five years) 

FmHA 442-12 Financial Statement 
(Destroy after five years) 

FmHA 442-17 Membership List (Grazing Association) 
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POSITION 3 - APPLICATION, ECONOMIC JUSTIFICATION, PLANNING, BUDGET, AND 
FARMER-PROGRAMANALYSESRECORDS(Cont.)-----------------

FmHA 449-24 Loan Subsidy Claim 

FmHA 449-26 Certificates of Lender and Loan Applicant 

FmHA 449-33 Small Loan Certification 

FmHA 462-10 FmHA's Answer to Request for Information 

FmHA 492-15 Progress Report on Active Individual Borrowers for 
Calendar Year 19 

Running Case Record 
(Keep as top item.) 

Evidence of Exemption from Federal Income Tax 

Letter of Condition 

Market Analysis Information 

State Director's Determinat~on of Level of Income 

Association Loan User Survey Sheet 

Applicant's and Lender's Preapplication 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. 10K Report 

Pro-forma Balance Sheet 
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POSITION 3 - APPLICATION, ECONOMIC JUSTIFICATION, PLANNING, BUDGET, AND 
FARMER PROGRAM ANALYSES RECORDS (Cont~) 

FmHA 442-29 

FmHA 442-36 

FmHA 442-37 

FmHA 442-46 

FmHA 444-11 

FmHA 444-12 

FmHA 444-16 

FmHA 447-1 

FmHA 447-4 

FmHA 449-1 

FmHA 449-4 

FmHA 449-5 

FmHA 449-6 

FmHA 449-9 

FmHA 449-10 

FmHA 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 Associat1on) 

Letter of Intent to Meet Conditions 

Conditional Commitment 

Check Sheet for Rural Housing Package 

Notice of Loan Approval 

App11cation for Watershed Loan 
(Keep supporting correspondence attached to application.) 

Budget for Watershed Loans and Advances 

Application for Loan and Guarantee 

Statement of Personal History 

Personal F1nancial 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 
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POSITION 3 - APPLICATION, ECONOMIC JUSTIFICATION, 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 

Financial Statements for Last 3 Years 

Sales Projections Ind~cating Percentage of National Local Harket 

Complete Debt Schedules 

Interim Financial Statements 

Aging and Turnover of Receivables and Inventory 

Credit Reports 

Record of Any Pending or Final Regulatory Legal Action 

A-95 Comments 

Flood or Mudslide Hazard Area Statement 

National Historic Preservation Act Statement 

State Review Board M~nutes 

Certificate of Need (For Health Care Facilities) 

Miscellaneous Management Reports (B&I) 

Clean Air and Water Pollut~on Control Act Requ~rement Statement 
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POSITION 4 - CORRESPONDENCE 

Unless prov~ded 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 Transmittal of Documents 
(unreceipted copy) 

FmHA 426-3 Notice of Expiration of Insurance 

FmHA 426-6 Transmittal of Property Insurance Mortgage Clause 

FmHA 450-6 Notice of Transmittal of Form FmHA 450-5 

FmHA 450-7 Address Inquiry 

FmHA 450-8 Double Postal Card 
(when concerning Borrower's address only) 

FmHA 450-9 Inquiry to Postmaster Concerning Borrower's Address 

FmHA 462-11 Request for Continuation Statement Filing Fee 

Correspondence
(Excluding Closing Instructions) 

Notification of Character Evaluation 

Department of Labor Certification 



--------------------------
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POSITION 5 - REAL ESTATE RECORDS, ORGANIZATIONAL DOCUMENTS_~ND REEULA!IO~~ 

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
opt1ons, 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 wa1ved, 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	 Compliance Review for Recreational Loans to Associations 
(FmHA Borrowers) 

FmHA 400-8	 Annual Compliance Review (Nondiscrimination by Recipients 
of Financial Assistance Through Farmers Home Adminis-
tration) 

FmHA 427-1	 Real Estate Security Mortgages and/or Deed of Trust 
Instruments 

FmHA 427-3 Rider 
stead 
Loan) 

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

FmHA 427-4 Transmittal of Title Information 

FmHA 427-5 Affidavi t of Borrowers (or Transferees) 

FmHA 427-6 Affidavit of Sellers (or Transferors) 

FmHA 427-8 Agreement with Prior Lienholder 

FmHA 427-9 Preliminary Title Opinion 

FmHA 427-10 Final Title Opinion 

FmHA 427-11 or 12 Warranty Deed 



FmHA Instruction 2033-A 
Exhibit A 

Page 21 

POSITION 5 - REAL ESTATE RECORDS, ORGANIZATIONAL DOCUMENTS AND REGULATIONS 

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

FmHA 427-15 Loan Closing Instructions 

FmHA 427-16 Notification of Loan Closing 

FmHA 427-17 Loan Closing Statement 

FmHA 440-34 Option to Purchase Real Property 

FmHA 440-35 Acceptance of Option (Vendor to furnish abstract) 

FmHA 440-59 (HUD-l) Settlement Statement 

FmHA 442-8 Resolution of Members or Stockholders 

FmHA 442-9 Association Loan Resolution (Security Agreement) 

FmHA 442-20 R~ght-of-Way Easement 

FmHA 442-21 R~ght-of-Way Certificate 

FmHA 442-22 Opinion of Counsel Relative to R~ghts-of-Way 

FmHA 442-30 Water Purchase Contract 

FmHA 442-47 Loan Resolution (Public Bodies) 

FmHA 442-48 Grazing Association Loan Resolution 

FmHA 443-2 Option for Purchase of Farm - Land 
(Duplicate of tract folder copy) 

to be Subdivided 

FmHA 443-3 Assignment of Intere~t in Option (Land
(Duplicate of tract folder copy) 

to Be Subdivided 

FmHA 443-4 Designation of Assignee of Interest 
to be Subdivided)

(Duplicate of tract folder copy) 

~n Option (Land 

FmHA 443-5 Short-term Lease of Optioned Land 
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POSITION 5 - REAL ESTATE RECORDS, ORGANIZATIONAL DOCUMENTS AND REGULATIONS (Cont.) 

FmHA 443-6 Short-term Lease (Between Purchaser and Seller) 

FmHA 443-7 Temporary Cropping License 

FmHA 443-8 Agreement (Between Seller, Purchaser and Tenant) 

FmHA 443-10 Acceptance of Option by Assignee (Land
(Duplicate of tract folder copy) 

to be Subdivided) 

FmHA 443-11 Acceptance of Option by Buyer (Land
(Duplicate of tract folder copy) 

to be Subd~vided) 

FmHA 443-16 Assignment of Income from Real Estate Security 

FmHA 447-2 Resolution of Governing Body of Applicant 

FmHA 449-2 Statement of Collateral 

FmHA 449-35 Lender's Agreement 

FmHA 449-36 Assignment Guarantee Agreement 

FmHA 450-12 Bill of Sale (Transfer by Withdrawing Member) 

FmHA 451-18 Consent and Release of Interest of the United States 
(Insured Farm Ownership Loan) 

FmHA 460-1 Partial Release 
(When real estate security is involved) 

FmHA 460-2 Subordination 
(When real 

by the Government 
estate is involved) 

FmHA 460-4 Satisfaction 
(When real estate security is involved) 

FmHA 465-1 Application
Consent 

for Partial Release, Subordination, or 

(Real estate security only) 
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POSITION 5 - REAL ESTATE RECORDS, ORGANIZATIONAL DOCUMENTS AND REGULATIONS (Cont.) 

FmHA 465-2 Lease of Security Property
 

FmHA 465-3 Caretaker's Agreement

(Real property only) 

FmHA 465-4 Offer to Convey Security 

FmHA 465-5 Transfer of Real Estate Security 

FmHA 465-6 Advice of Mortgaged Real Estate Acqu~red 

FmHA 465-10 Invitation, Bid and Acceptance - Sale of Real Property
by the United States
 

FmHA 465-11 Accelerated Repayment Agreement
 

FmHA 465-12 Quitclaim Deed
 

FmHA 1955 C-2 Non-exculs~ve Real Property Master L~sting Agreement
 

Closing Instructions
 

Mortgagee Title Insurance Policy

(May be filed in Position 7 if a title ~nsurance company's serv~ces are 
not used for loan closing.) 

Agreement ,for Service through Individual Facility 

Agreements: Membership or Technical Services 

Amendments: To Bylaws, Resolutions, or Regulations; Certified Copies of 

Articles of Incorporation, Bylaws, and Regulat~ons or Charter; Certified 
Copy of 

Certificate of Membership or Users Certificates; copies of 

Certificate of Incorporation 

Evidence of filing or submitting periodic report to State agencies or others 
as required, to maintain legal entity 
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Evidence of Organizational Meetings (includes minutes of meetings)
 

Lists of: Association Members and interest held by each; and Officers and
 
Directors 

Subscription Agreement 

Occupancy Agreement 

Water and/or Sewer User's Agreement 

Evidence of Other Security Pledged (Example: Life Insurance Policies) 

Foreclosure Notice Actions 

Leases, Permits, Assignments, and other evidence of contact 

Personal Liability (for loan) 

Purchase Contract or Agreement, Certified Copy of 

Survey of Land 

Inventory Breakdown (B&I) 

Lender Security Agreements 

FmHA Security Agreements 

Lender Mortgages or Notes 

Partnership Agreements 

Schedule of Stock Ownership 

Franchise Agreement 
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POSITION 6 - CONSTRUCTION, DEVELOPMENT, AND FACILITIES r~INTENANCE 

This position contains construction, development, and facilities ma~ntenance 
records such as evidence of technical and engineering feasibility studies;
working drawings, specifications, bids, and contractors; development and 
inspection reports, and release of contractors; and ev~dence of maintenance 
and repair of physical facilities. 

AD-425 Contractor's Affirmative Action Plan for EEO 

FmHA 120-10 Solicitation,
and Invoice 

Quotation, Purchase Order, Inspection 

FmHA 120-11 Sol~citation,
Sheet No. 

Quotation, Purchase Order Continuation 

FmHA 400-1 Equal Opportunity Agreement
(Destroy five years after 
released from liability) 

pr~mary contractor ~s 

FmHA 400-3 Notice to Contractors and Applicants
(Destroy five years after primary
released from liability) 

contractor is 

FmHA 400-6 Compliance
(Destroy
released 

Statement 
five years after 
from liability) 

primary contractor is 

FmHA 424-1 Development Plan 

FmHA 424-2 Dwelling Spec~f~cations 

FmHA 424-3 Service Building Specifications 

FmHA 424-5 Inv~tation 
(Destroy
released 

for Bid (Construction Contract)
five years after primary contractor 
from liability) 

~s 
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POSITION 6 - CONSTRUCTION, DEVELOPMENT, AND FACILITIES MAINTENANCE (Cont.) 

FmHA 424-6 Construction Contract 

FmHA 424-7 Contract Change Order 
(To be attached to or 
which it changes.) 

filed with the Form FmHA 424-6 

FmHA 424-8 Performance and Payment Bond 

FmHA 424-9 Cert~f~cate of Contractor's Release 

FmHA 424-10 Release by Claimants 

FmHA 424-11 Statement of Labor Performed 
(Deliver to borrower 
have been completed
closed. ) 

when all items of 
and the superv~sed 

development
bank account 

FmHA 424-12 Inspection
(Destroy
released 

Report
five years after 
from liability) 

pr~mary contractor ~s 

FmHA 424-13 Cert~ficate of Actual Cost of Construction 

FmHA 424-16 Record of Pre-Construction Conference 
(Destroy
released 

five 
from 

years after 
liability) 

primary contractor ~s 

FmHA 424-18 Partial Payment
(Destroy five 
released from 

Estimate 
years after 
liability) 

pr~mary contractor ~s 

FmHA 424-19 Builder's Warranty 

FmHA 424-20 Request for Subd~vision Feasibility Analysis 

FmHA 440-21 Notice of Expiration of Builder's Warranty
(Destroy f~ve years after primary contractor 
released from liability) 

~s 

- ..
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POSITION 6 - CONSTRUCTION, DEVELOPMENT, AND FACILITIES MAINTENANCE (Cont.) 

Fm~ 440-27 Labor Standards Provis~ons 
(Destroy
released 

five 
from 

years after 
liability) 

primary contractor ~s 

FmHA 440-28 Labor Standards 
(Destroy five 
released from 

Interview Report 
years after primary
liability) 

contractor ~s 

F~ 442-19 Agreement for Engineering Services 
(Destroy five years after primary
released from liab~lity) 

contractor is 

FmHA 442-33 Shift In Land Use Plan 
(Destroy five years after pr~mary contractor ~s 
released from liability) 

FmHA 449-11 Certificate of Acquisition or Construct~on 
(Destroy f~ve years after primary contractor ~s 
released from liability) 

Contractor's Bills, Invoices, and Statements of Labor Performed 
(An envelope may be used temporarily for this material. Deliver to 
borrower when all items of farm development have been completed, all 
bills have been paid, and supervised bank account closed.) 

DHUD-FmHA or VA construction inspection reports 

Approval By State and Local Agencies, evidence of 

Bid Documents 
(Destroy five years after pr~mary contractor ~s released from l~ability) 

Bonds, Performance and Payment
(Destroy five years after primary contractor ~s released from liabil~ty) 
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POSITION 6 - CONSTRUCTION, DEVELOPMENT, AND FACILITIES MAINTENANCE (Cont.) 

Construction Contracts and Documents (includes architectual and engineering)
(Destroy five years after primary contractor is released from liability 
or one year after warranty period, whichever is later) 

Evidence of Concurrence and Compliance with Construction Requirements of
 
State, County, and Municipal Governments (includes Building Permits)
 

Evidence of Board of Health approval
 

Evidence of Concurrence with State Pollution Control Agency
 

EV1dence that project is consistent w1th comprehens1ve area water and
 
sewer plan
 

Maps (before and after)
 

Preliminary Plans & Engineer1ng Reports (including specifications, cost
 
estimates, and proposed manner of construction)


(Destroy five years after primary contractor 1S released from liab11ity) 

Plot Plans 

Utility Availability Documents 
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POSITION 7 - PROPERTY AND MORTGAGEE TITLE INSURANCE, PROPERTY TAX 
RECORDS, AND POSITION FIDELITY SCHEDULE BONDS 

FmHA 426-1 Valuation of Buildings 

FmHA 426-2 Property Insurance Mortgage Clause (Without Contr1bution)
(Keep with related insurance policy.) 

FmHA 426-7 Insurance Binder 
(Retain until replaced by an Insurance Policy - then 
deliver binder to borrower.) 

FmHA 440-24 position Fidelity Schedule Bond 

FmHA 447-3 Tax and Assessment Data 

Insurance Policies - Property and Public Liabi11ty or Declaration Pafe (when 
a master policy is in effect)

i~-r--t-o-borI'ow.e-r after c anc ell.at i.qn or expiration of the policy
j' unless there is a loss pending. Onc~'loss pending case\ deliver policy

to borrower only after settlement of the claim.) A 

(. Re~---P-a Hlttc-e-yrrre-n-L-o.L--h:o per_t-y..-lnsu

·(--Dei:-i:ve-t=---t:-o--.-borrewer-at-t-ime-of-re-leasi-ng-expired.-or -cance led--pol ic-y-} 

Mortgagee Title Insurance Policy
(May be filed in position 5 if a title 1nsurance company's services\ \ are used for loan closing.) 

~ (/"]J 1'1"- PI' -"I vL~' .---:~L_A':::- "'Y\. .-)'-1...'::' ?'fll -(.~c l "l-~'£<'-n~2-' ';"1/&7' t,(../"'-L- c, e-e vY'-' / 
, ~ / (;.,.-, ,-.../ //) t.. -1'-1: .,.L" 1.1. ...... "- ,;..-t... L'I{ -e»; ,_--c --t l~1 ....1>-(.1'..- .......... i·-?- ,/?1 Lt. •. J...~'l 

.£-1\./ v "' fC·".Y1' ~,r..;- ~ 
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POSITION 8 - APPRAISAL AND FEASIBILITY RECORDS 

FmHA 422-1 Appraisal Report (Farm Tract) 

FmHA 422-2 Supplemental
Hinerals 

Report, Irrigation, Drainage, Levee, and 

FmHA 422-3 Hap of Property 

FmHA 422L3 Map of Property 

FmHA 422-4 Township Plat Map 

FmHA 422-6 Hult~ple Township Plat Map 

FmHA 422-7 Appraisal Report for Multiunit Housing 

FmHA 422-8 Property Information and 
Housing Nonfarm Tract) 

Appraisal Report (Rural 

FmHA 422-10 Appraiser's
Properties 

Worksheet for Study of Comparable 

FmHA 422-11 Appraiser's
Properties 

Worksheet 
(Nonfarm) 

for Study of Comparable 

FmHA 442-10 Appraisal Report - Water and Waste Disposal Systems 

Appraisals (B&I) 

Feasibility St~dies and Reports 

000 
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TABLE OF CONTENTS FOR ASSOCIATION-TYPE BORROWER CASE FILES 

State Directors will issue as a State form a Table of Contents to cover all 
National forms, State Forms, and unnumbered items classified to each of the 
eight file positions in the borrower case folder(s). The fl.le position 
designated for each item in Exhl.bit A of FmHA Instruction 2033-A will be 
used in developing the Table of Contents. Separate Tables of Contents may
be prepared for each association-type loan, such as Business and Industcial,
Rural Rental Housing and Water and Waste Disposal, listing only those forms 
and documents pertaining to the specific type loan. The Table of Contents for 
each file position will always remain as the top item for that position.
Example: 

TABLE OF CONTENTS (POSITION "3") - B&I 

APPLICATION AND ECONOMIC JUSTIFICATION--OPERATING PLANS AND PROJECTIONS --
ENVIRONMENTAL IMPACT, PRIVACY ACT AND BUDGET RECORDS 

-( 1) -(2)--------------.----	 (4) 

Form No. Description of Record	 Remarks 

----------r----------
Running Record	 x 

Applicant's and Lender's Preappll.cation xLetter 

449-1 Application for Loan and Guarantee 

EXPLANATION OF COLUMNS: 

Column (1)	 State Office will enter form number, if applicable. Forms may
be listed l.nnumerical or in proceSSl.ng sequence. 

Column (2)	 State Office will enter title of form or description of item, 
as applicable. Unnumbered items may be listed following numbered 
forms or in proceSSl.ng sequence. 

Column (3)	 County Office will enter "X" when item l.S placed in i n i t ia I folder. 

Column (4) County Office will enter description of other container(s) as described 
l.n §2033.9 when a gl.ven record item is not kept in the initial 
folder. This column may also be used by the County Offl.ce, State 
Office or National Office for other pertinent informatl.on, such 
as initialing by reviewing officials, as desired. 

http:informatl.on
http:proceSSl.ng
http:proceSSl.ng
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U.S. Department of Agriculture
Farmers Home Administration 

FmHA Instructioll 2033-A 
Exhib~t C 

GUIDES FOR HANDLING BORROWER-OWNED ABSTRACTS OF
 
TITLE INVOLVING INSURED LOANS WHERE
 

FORl'lSFHA-359 AND FHA-38 WERE USED
 

I Custody. Borrower-owned abstracts of title ~nvolving insured loans 
where Form FHA 359, "Borrower-Insurer-Lender Triple Agreement," and 
Form FHA 38, "Letter of Certification," were used will be held in the 
custody of the County Office until the Government's interest in the 
insured loan ~s completely satisfied. Agency custody will remain unchanged 
even though the insured loan is acquired and held by or resold from the 
insurance revolving fund, or the mortgage is held by the Government under 
a trust agreement or declaration of trust. However, when the Government's 
interest in the insured loan has been satisf~ed the abstract will be 
released to the owner and a receipt obtained. An abstract of title means 
the base abstract, continuat~on, or supplement thereof developed in 
connection with a given loan. 

II Maintenance. The safeguard~ng of abstracts referred to ~n this 
Exhibit will-rest with the County Supervisor. Some of these abstracts 
are of such small s~ze they can be maintained ~n the case folder of the 
borrower who presently holds title to the farm involved, or in the FO 
subdivision tract folder, as applicable, but this is not desirable for 
larger size abstracts. Whenever abstracts are kept separated from the 
borrower case folder, or the FO subdivision tract folder, an appropriate 
cross reference notation will be placed in such folders stating where 
the abstract can be located. 

III Delivery of and obtaining receip~s for abstracts. 

A Concurrent w~th the delivery of borrower-owned abstracts to 
the owner, or his designee, a signed receipt will be obtained. As 
a minimum, the abstract will be identified on the receipt by
showing the name of the abstractor who prepared the abstract, the 
number, ~f any, assigned by the abstractor and the inclusive period
covered by the abstract. 

B The delivery of the abstract must be based solely on ownership.
~lere private ownership interest in an abstract was not conveyed in 
writing to the transferee who acquired title to the land, an effort 
should be made to obtain from the transferor a written conveyance
of ownership. 
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C If an abstract owner cannot be located, the County Supervisor
will address a letter to him at his last known address by "Certified 
Hail - Return Receipt Requested - Deliver to Addressee Only." This 
letter will state that the abstract will be delivered to the present 
owner of the land after 30 days from the date of the letter unless 
the addressee makes a written reque s-t for the abstract within that 
time. If the letter is returned unclaimed, delivery of the abstract 
will be made accordingly. 

D Where the abstract owner refuses to give permission in writing
to release his ownership interest to the present owner of the land,
the abstract will be delivered to such abstract owner or his designee.
Further negotiations to acquire ownership interest will rest with 
the person who holds title to the land. 

E Signed receipts for abstracts delivered to borrower-owners,
including "undelivered" certified letters as discussed above, will 
be maintained in the operational file folder "151 - Receipt for 
Valuable Documents, and retained on a PERHANENT basis.10 

000 



UNITED STATES DEPARTMENT OF AGRICULTURE 

FARMERS HOME ADMINISTRATION 

WASHINGTON. D C 202S0 

October 15, 1976 

Mr. Tom Wadlow 
Director, Records Disposition Division 
Office of Federal Records Centers 
National Archives and Records Services 
General Services Administration 
Washington, DC 

Dear Mr. Wadlow: 

We are enclosing two copies of Standard Form 115, "Request for Authority 
to Dispose of Records," and FmHA Instruction 2033-A, "Management of 
County Office Records." 

Other than the official borrower case records maintained in the Farmers 
Home Administration (FmHA) County Offices, most of their records are 
similar to records maintained in our State Offices. The records schedule 
for FmHA State Offices was approved by GSA on June 2, 1976, and assigned
job number NCl-96-76-2. 

We will appreciate your early consideration of this proposed records 
disposal schedule. A copy of this schedule is also being submitted to 
the General Accounting Office for their review. 

Sincerely, 

fJ!!;fLt:r
Director, Business 
Services Division 

Enclosures 

Farmers Home Admmistratioti IS an Equal Opportumty Lender.
 
Complaints of racial or ethnzc discrinun ation should be sent to:
 

Secretary of Agriculture, Wushington, D C 20250
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GENERAL SERVICES ADMINISTRATION 

ROUTING SLIP 

R3 R4 RS R6 R7 R8 R9 Rl0 

CORRESPONDENCE SYMBOL 

3. 

4. 

5. 

o ALLOTMENT SYMBOL O'HANDLE DIRECT oREAD AND DESTROY 

o APPROVAL o IMMEDIATE ACTION oRECOMMENDAT I ON 

o AS REQUESTED o INITIALS o SEE ME 

o CONCURRENCE o NECESSARY ACTION DSIGNATURE 

o CORRECTION o NOTE AND RETURN ~OUR COMMENT 

OF ILiNG o PER OUR CONVERSATION DVOUR I NFORMAT I ON 

o FULL REPORT o PER TELEPHONE CONVERSATION o 
o ANSWER OR ACKNOWL·

EDGE ON OR BEFORE __ 

o PREPARE REPLY FOR
 
THE SIGNATURE OF
 

TELEPHONE DATE 

57' -yK~7 1/- ~ 7, 
iYu S GPO 1974-0-544-667/67 



UNITED STATES OF AMERICA 

GENERAL SERVICES ADMINISTRATION 

November 16, 1976 National Archives and Records Service 
Washington. DC 20408 

DATE 

SUBJECT NCl-96-77-l 

TO: NNF 

The Farmers Home Administration (FHA), Dept. of Agriculture, requests
approval of a records control schedule for routine personnel,
administrative, or program records of the County Offices. The records 
are filed under the FHA subject-numeric file system and are subdivided 
into recurring and secondary subjects. Since all of the program records 
of the county offices are summarized at the state and national level 
and are retained at the national level, these county records are 
routine and have no permanent value. 

I informally discussed this schedule with Dr. Pinkett, NNFN; he agreed
that none of the items had permanent value. Disposal authority 
request, NN-96-75-l, designates the permanently valuable items at the 
national level; this job supercedes the following disposal authorities: 
NN173-l29, NN169-8l, II-NNA-2766 and 346-S303. Fl~ does not have a 
retention plan. 

I recommend that we approve this disposition request. 

SAMMYE H. COLLINS 
Records Disposition Division 

Keep Freedom In Tour Future Wah U.S. Savings Bonds 


