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REQUEST FOR RECORDS DISPOSITION AUTHORITY 

To NATIONAL ARCHIVES and RECORDS ADMINISTRATION (NIR) 
WASHINGTON, DC 20408 

1 FROM (Agency or establishment) 

Department ofHousmg and Urban Development 

2 MAJOR SUBDIVISION 

Office of Congressional and Intergovernmental Relations 

3 MINOR SUBDIVISION 

Office of Intergovernmental Relations 

4 NAME OF PERSON WITH WHOM TO CONFER 5 TELEPHONE 

Judy Foster 202-708-0380 x4834 

6 AGENCY CERTIFICATION 

JOB NUMBER 

DATE RECEIVED 

NOTIFICATION TO AGENCY 

In accordance with the prov1s1ons of 44 U S C 
3303a, the d1spos1t10n request, mcludmg 
amendments, 1s approved except for items that may 
be marked "d1spos1t1on not approved" or 
"withdrawn" m column 10 

DATE 

I hereby certify that I am authonzed to act for this agency m matters pertammg to the d1spos1 10n of its records and that the records 
proposed for disposal on the attached _._page(s) are not now needed for the busmess ofth1s agency or will not be needed after the 
retention penods specified, and that wntten concurrence from the General Accountmg Office, under the prov1s1ons of Title 8 of the 
GAO manual for Guidance of Federal Agencies, 

□ 
DATE 

/-9-ol 

7 Item 

1s not reqmred, D 1s attached, or D has been requested 

SIGNATURE OF AGENCY 

Brenda B Smo 

8 DESCRIPTION OF ITEM AND PROPOSED DISPOSITION 

RECORDS DISPOSITION SCHEDULE 54 

ecords Officer 

9 GRS OR SUPERSEDED 10 ACTION TAKEN 
(NARA USE ONLY) 

Office of Congressional & Intergovernmental RelatI ns 

115-109 

Office of Intergovernmental Relations 
This SF-115 provides descnpt1ons and disposition 
mstmchons for the Records Disposition Schedule 54, 
Office of Congressional & Intergovernmental Relations, tions (OCIR) 
and 111 particular for the records of the Office of Vt 
Intergovernmental Relations. These files are not used or 
needed for financial matters related to HUD activ1ties, J:s!..k:l~4':L~~..b.~~~~~~L 9 ~ / 
therefore General Accountmg Office (GAO) concurrence 
1s not reqmred. 

See the attached records descnphon and disposition 
mstmct1ons for d1spos1t1011 authontles 

PREVIOUS EDITION NOT USABLE STANDARD FORM SF 15 (REV 3-91) 
Prescribed by NAR 36 CFR 1228 
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SF-115 Attachment 
Job No Nl-207-01-1 

1 

DEPARTMENT OF HOUSING AND URBAN DEVELOPMENT 

OFFICE OF INTERGOVERNMENTAL RELATIONS (OIR) 

1. Secretary's "100 Cities" Briefing Materials. Contams mformation on medmm sized 
cities, such as Milwaukee, WI and Toledo, OH Infonnat1on mcludes fonn of 
government, names of local government officials, and status of local HUD offices Also 
contams bnefings given by the Secretary or the Secretary's representative to government 
officials m those cities, or to affimty groups such as the National H1spamc Housmg 
Council Arranged by name of city or affimty group. Volume on hand approximately 
½ cubic foot Estimated Annual Accumulation 3 cubic feet 

D1spos1tion: Permanent. Cut off files at end of calendar year m which bnefing 
1s given. Ret1re to Federal Records Center 1 year after cutoff. 
Transfer to NARA 2 years after cutoff. (NARA Job No. Nl-207-
01-01, item 1.) 

2. Program Subject File. Contams assorted HUD fact sheets, copies of newspaper 
clippmgs and presentation overheads, documents used to track travel of vanous lugh­
level HUD officials, mforn1at1on about National Partners m Homeownership Week, 
videotapes produced by non-governmental orgamzations, and other assorted reference 
matenals that do not document substantive pohc1es and procedures of the office. 
Arranged alphabetically by subject Volume on hand: Approxnnately 2 cubic feet 
Estimated Annual Accumulat10n: 1 cubic foot. 

D1spos1hon: Temporary. Cut off at end of calendar year. Destroy 2 years after 
cutoff (NARA Job No. Nl-207-01-01, item 2.) 

3. State/HUD Partnership File. Provides an overview ofHUD's local partnerslups 111 

selected c1t1es, and mcludes mfom1at1on about fundmg of state programs, as well as 
activities and accomplishments of those programs. Arranged alphabetically by name of 
state. Volume on hand 2 cubic feet Estnnated Annual Accumulation: ½ cubic foot 

D1spos1hon · Permanent. Cut off at end of calendar year. Retire to record 
center 2 years after cutoff. Transfer to National Archives 4 years 
after cutoff. (NARA Job No. Nl-207-01-01, item 3) 

4 Name File. Contams copies of correspondence between the Secretary and vanous 
government officials and other pubhc figures Ongmal documents are mamtamed by the 
Secretary's office. Arranged alphabetically by last name of correspondent. Volume: 2 
cubic feet. Estimated Annual Accumulation: ½ cubic foot. 

D1spos1tion: Temporary. Cut off at end of calendar year Destroy 2 years after 
cutoff. (NARA Job No. Nl-207-01-01, item 4) 



SF-115 Attachment 
Job No. Nl-207-01-1 

2 

DEPARTMENT OF HOUSING AND URBAN DEVELOPMENT 

5 State File. Contams memoranda and copies of e-mail messages relatmg to HUD support 
for state programs and local transition issues such as the rehabilitation of neighborhoods 
This is not an on-gomg senes. Arranged alphabetically by name of state. Volume on 
hand: 3 cubic feet. Estimated Annual Accumulation no further accumulation expected. 

Disposition: Temporary. Cut off at end of calendar year. Destroy 2 years after 
cutoff. (NARA Job No. Nl-207-01-01, item 5 ) 

6 Mayors File. Reference file contammg biograpl11es of mayors of vanous cities across 
the country, as well as documents summanzmg events and issues of particular mterest to 
HUD m those cities. Provides a snapshot of city government at that tune. Arranged 
alphabetically by name of state, thereunder by name of mayor, followed by the name of 
the city. Volume on hand: Approximately 3 cubic feet. Estimated Annual 
Accumulation· ½ cubic foot. 

Disposition: Temporary. Destroy when superseded or no longer needed for 
reference (NARA Job No Nl-207-01-01, item 6.) 

7 County Desk Program Outgoing Correspondence. Consists exclusively of outgomg 
fom1 letters to mayors and county government officials across the country, mformmg 
them that thetr county is under consideration to be a participant m HUD's "County Desk" 
program. This 1s not an ongomg senes for OIR. Arranged alphabetically by state. 
Volume on hand. Approximately 3 cubic feet Estimated Annual Accumulation no 
further accumulation 1s expected. 

D1spos1tion Temporary. Cut off at end of the calendar year Destroy 2 years 
after cutoff. (NARA Job No. Nl-207-01-01, item 7) 

8. Deputy Assistant Secretary's Travel Reference File. Contams pnnted matenals 
collected to fac1htate travel of the Deputy Assistant Secretary, such as brochures, maps 
and directones. Also mcludes blank customer survey forms. Arranged alphabetically by 
subJect. Volume on hand: 1 cubic foot. 

Disposition: Temporary. Destroy when no longer needed for cun-ent busmess 
(NARA Job No Nl-207-01-01, item 8.) 
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Job No. Nl-207-01-1 

3 

DEPARTMENT OF HOUSING AND URBAN DEVELOPMENT 

9. Internet Website Records. Contams the website records of the Office of Congressional 
and Intergovernmental Affairs (OCIR) 

a. Website Information Distribution Pages. Contams mfomrntlon for pubhc 
distnbution such as the OCIR telephone directory, a calendar of events for vanous 
housmg orgamzations, and related matenals. 

Disposition: Temporary. Delete when superseded or obsolete (NARA Job 
No Nl-207-01-01, item 9a.) 

b. Congressional Testimonies. 

Disposition· Temporary. Delete when 18 months old or when no longer 
needed for reference, wluchever is sooner. (NARA Job No. Nl-
207-01-01, item 9b.) 

10. Electronic Copies. Electromc version ofrecords created by electromc mall and/or word 
processmg applications for the series contamed m this schedule (Secretary's "100 Cities" 
Bnefing Matenals, Program SubJect Files, State/HUD Partnership File, Name File, State 
File, Mayors File, County Desk Program Outgomg Correspondence, Deputy Assistant's 
Secretary's Travel Reference File, and the Website Records) 

a. Copies that have no further adnumstrative value after the recordkeepmg copy is 
made. Includes copies mamtamed by mdividuals m personal files, personal 
electromc mail directones, or other personal directones on hard disk or network 
dnves, and copies on shared network dnves that are used only to produce the 
recordkeepmg copy. 

Disposition: Temporary. Delete withm 180 days after the recordkeepmg copy 
has been produced. (NARA Job No. Nl-207-01-01, item 10a) 

b. Copies used for dissemmation, revision or updatmg that are mamtamed m 
addition to the recordkeepmg copy 

Disposition: Temporary. Delete when dissemmatlon, revision, or updatmg is 
complete. (NARA Job No. Nl-207-01-01, item 10b) 

Duplicative, fragmentary, nonrecord matenals, and records covered by the General Records 
Schedule may be disposed without further penmssion from the Department ofHousmg and 
Urban Development. 




