
' 

REQUEST FOR Rf-COR~-- _ ,iJISPOSITION AUTHORITY ,. LEAVE BLANK (NARA use only) 

J'fo Nl.JlltBER# / _.Z 'f· 1 (See Instructions on reverse) - 0 -03-
TO NATIONAL ARCHIVES and RECORDS ADMINISTRATION (NIRI DATE RECEIVED 

8 WASHINGTON, DC 20408 .:T12 ;UU;t/ fl vi Z003 
1 FROM (Agency or estabhsnmentl NOTIFICA'flON Tb AGENCY 
Department of Housing and Urban Development 

2 MAJOR SUBDIVISION In accordance wrth the prov1s1ons of 44 

Office of Housinq 
,: 3303a the d1spos1t1on request, 

mc1udmg amendments, 1s approved except 
3 MINOR SUBDIVISION for items that may be marked "d1spos1t1on 

Office of Multifamily Housing Assistance Restru turfH'gP;ovfb~~drawn" m column 1 O 

4 NAME OF PERSON WITH WHOM TO CONFER 
r2~~P'?W-0614 J4 Pf4 h~;r~ Oliver Walker, RMLO 

Pauline Grant, Mgmt. Analyst (202) 708-0614 1 297 
IJ-l-0:J 

6. AGENCY CERTIFICATION 1J 
I hereby certify that I am authorized to act for this agency in matters pertaining to the position of ,ts records 
and that the records proposed for disposal on the attached /~ page(s) are not now needed for the business 
of this agency or will not be needed after the retention penods specified; and that written concurrence from 
the General Accounting Office, under the provIsIons of Title 8 of the GAO Manual for Guidance of Federal 
Agencies, 

xJxx 1 is not required; □ is attached: or □ has been requested. 

DATE 

7 
ITEM 
NO 

SIGNATURE OF AGENCY REPRESENTATIVE VITLE 
Brenda Smoot epartmental Records 

8. DESCRIPTION OF ITEM AND PROPOSED DISPOSITION 
9 GRS OR 

SUPERSEDED 
JOB CITATION 

RECORDS DISPOSITION SCHEDULE 12 
I 
I 

Officer 

10 ACTION 
TAKEN (NARA 

USE ONLY) 

!OFFICE OF MULTIFAMILY HOUSING ASSISTANCE RESTR1CTURING, (OMHAR 

IThe Department of Housing and Urban Developmen, 
(HUD). is proposing to add this new record 
schedule 12, OMHAR to the HUD Records Disposition 
Schedules.handbook, 2225.6. I 

I 
The proposed new record schedule will provide 
descriptions and dispositions for the OMHAR 
records. These files are not used for or 
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activities, therefore, General Accounting 
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.. 
RECORDS DISPOSITION SCHEDULE 12 

OFFICE OF MUL TIF AMIL Y HOUSING ASSISTANCE RESTRUCTURING 

The Office of Multifamily Housmg Assistance Restructurmg (OMHAR), was estabhshed 
October 27, 1997, by the Multifamily Assisted Housmg Refonn and Affordabihty Act of 1997 
(the Act) 

The position of D1rector of OMHAR tennmates October 1, 2004, along with the restmcturmg 
authonties m the Act, resultmg m the tem11nation of this Office by September 30, 2004. Upon 
tennmation, any OMHAR authonty and respons1b1hties that remam applicable are transferred to 
the Secretary of the Department ofHousmg and Urban Development (HUD) 

OMHAR is responsible for executmg the restructunng of expmng Section 8 contracts and 
Federal Housmg Admimstration (FHA) msured mortgages supported by Section 8 assistance 
This Office oversees mortgage restructunng processes performed by Participatmg Adn11mstrahve 
Entities (PAEs) under contract to OMHAR. OMHAR 1s also responsible for ensunng 
compliance with relevant laws and statutes and penod1cally reportmg to the Housmg-FHA 
Commissioner and to the Congress of the Umted States 

Item 
No. Description of Records 

1. Program Subject Files, 1997-Present. 
Subject files contammg Director's speeches 
given before Congress, conferences or other 
functions relatmg to OMHAR Program; 
correspondence; staff or other meetmg notes, 
mmutes, or agenda; bnefing matenals; 
program decisions and or recommendations; 
and other matenals with substantive program 
and pohcy developmental data. Volume 7 
cubic feet. Estimated amrnal accumulation: 2 
cubic feet. 

2. Program Chron File, 1997-Present. 
Contams copies of outgomg correspondence. 
Arranged chronologically by date of issuance. 
Volume: ½ cubic foot. Estunated annual 
accumulation: ¼ cubic foot. 

Disposition 

Permanent. Cut off at end of calendar year 
Retire to Federal Records Center 3 years after 
cut off, or 1 year after mcumbent leaves office, 
whichever is sooner Transfer to the National 
Arcluves 5 years after cutoff or 3 years after 
mcumbent leaves office, wluchever 1s sooner 
(NARA No. Nl-207-03-1, item 1). 

Temporary. Cut off at end of calendar year. 
Destroy 3 years after cutoff (Nl-207-03-1, 
item 2) 



Item 
No. Description of Records 

3. Policy Files, 1997-Present. Contams 
directives, policy issuance memoranda with 
signatures, procedures, Frequently Asked 
Questions, gmdelines, manuals, and related 
matenals. Volume: 5 cubic feet Estimated 
annual accumulation 1 cubic foot. 

a. Record Copy. Official pohcy and 
procedural issuances and re1ssuances 
Arranged chronolog1cally. 

b. Distribution Copies. Contams all 
other copies 

4. PUBLICATIONS. Dates 1998 to 
Present: Contains manuals, booklets, 
pamphlets, brochures, or information papers 
for pubhc distnbution NOTE: Consider 
Website publications and d1stnbut1on text. 
Volume· ½ cubic foct Estimated annual 
accumulation: ¼ cubic foot. 

a. Record Copy. Official copy of 
publication or distribution text (1f not 
published). Arranged chronologically 

b. Distribution Copies. Contains all 
other copies. 

c. Publication Developmental Files. 
Working papers containing drafts, notes, 
data contnbuting reports or summanes, and 
related matenals 

• 

Disposition 

PERMANENT. Cut off file when policy 1s 
superseded or cancelled. Retain in 5-year 
block Transfer 5-year block to the National 
Archives when oldest record in block 1s 6 years 
old (NARA No Nl-207-03-1, item 3a). 

Temporary. Cut off file when policy 1s 
superseded or cancelled. Delete or destroy 3 
years after cutoff or when no longer needed for 
reference, whichever 1s sooner. (NARA No. 
Nl-207-03-1, item 3b). 

Permanent. Cut off file at end of calendar 
year. Retain in a 5-year block Transfer 5-year 
block to the National Archives when oldest 
record in block 1s 6 years old. 
(NARA No. Nl-207-03-1, item 4a). 

Temporary. Cut off at end of calendar year. 
Delete or destroy 3 years after cutoff or when 
superseded, obsolete, or no longer needed for 
reference, whichever 1s sooner (NARA No 
Nl-207-03-1, item 4b) 

Temporary. Cut off at end of calendar year in 
which the publication was finalized and/or 
published. Destroy 3 year after cutoff or when 
no longer needed for reference, whichever 1s 
sooner. (NARA No. Nl-207-03-1, item 4c). 
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Item 
No. Description of Record 

5. Reports and Studies. Dates: 1997 to 
Present. Contams Reports to Congress, 
Annual Reports, contracted final reports or 
studies regardmg volume ofrestructunng, 
showmg reg10nal activity, or other program 
activity. Volume 1 cubic foot Estimated 
annual accumulation: 1/3 Cubic feot per year. 

a. Record Copy. Official copy of reports 
and studies. Arranged chronolog1cally. 

b. Distribution Copies. Contams all 
other copies. 

c. Reports and Studies Developmental 
Files. Workmg papers contammg drafts, 
notes, data contnbutmg reports or 
summanes, and related matenals 

6. PAE Contract Files. Dates: 1999 to 
Present. Contams Participatmg Adnums­
trative Entity (PAE) subnussion; OMHAR 
Reviews; OMHAR approved documents 
(e.g Plans, Commitments); OMHAR 
approvals (e.g Notices); Section 8 HAP 
Contract drafts supphed by OMHAR. May 
incl~de copies of Fom1 2.13 (Asset Pay­
ment Authorization), Forms 2 14 A&B 
(Asset Specific and Non Asset Specific 
Invoice); Form 2.15 (Request for Waiver), 
Forms 2.16 (Change of Asset Status). Also 
contams OMHAR requests for revisions, 
Notices from P AEs, appeals, regional 
decisions, and related matenals. 

.. 

Disposition 

Permanent. Cut off file at end of calendar 
year. Retam 111 a 5-year block. Transfer to the 
Nat10nal Arcluves when oldest record 111 block 
is 6 years old. (NARA No. Nl-207-03-1, item 
5a). 

Temporary. Cut off at end of calendar year. 
Delete or destroy 3 years after cutoff or when 
superseded, obsolete, or no longer needed for 
reference, whichever is sooner (NARA No 
Nl-207-03-1, item 5b). 

Temporary. Cut off at end of calendar year m 
which the report/study was finalized or 
pubhshed. Destroy 3 year after cutoff or when 
no longer needed for reference, whichever 1s 
sooner. (NARA No. Nl-207-03-1, item 5c) 
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Item 
No. Description of Records 

a. Unsuccessful Applications. 

b. Record Copy. Official case files created 
and mamtamed m the reg10nal offices. 
Arranged alphabetically by name of PAE. 
Volume: 1500 cubic feet Estnnated 
annual accumulation 250 cubic feet. 

c. Headquarter Copy. Reference copy 
kept at headquarters. Assets assigned 
pursuant to contract. Arranged by State 
Volume: 10 cubic feet. Estimated annual 
accumulation: 6 cubic feet. 

7. PAE Contract Appeals Files. Conta111s 
correspondence, review matenals, regional 
and/or headquarters level decisions, and related 
matenals 

a. Judicial Review Files. 

b. Other Copies. Workmg Papers or 
reference copies. 

.. 

Disposition 

Temporary. Cut off at end of calendar year 
Retire to records center 1 year after cutoff. 
Destroy 3 years after cutoff. (NARA Job No. 
Nl-207-03-1, item 6a.) 

Temporary. Cut off at end of calendar year 111 
which contract 1s closed or termrnated. Retire 
to record center 1 year after cutoff. Destroy 
6years and 3 months after cutoff. (NARA Job 
No Nl-207-03-1, item 6b.) 

Temporary. Cut off at end of calendar year 111 

which contract 1s closed or tenmnated. 
Destroy 1 year after cutoff. (NARA Job No. 
Nl-207-03-1, item 6c) 

Temporary. Cut off at end of calendar year 111 

which file 1s closed Retire to the records 
center 1 year after cutoff. Destroy 6 years and 
3 months after cutoff. (NARA No. Nl-207-03-
1, item 7a). 

Temporary. Cut off at end of calendar year 111 
wlnch file 1s closed. Retire to the records 
center 1 year after cutoff. Destroy 3 years after 
cutoff. (NARA No Nl-207-03-1, item 7b) 
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Item 
No. Description of Records 

8. Asset Files. 1999 to Present. Case files 
for each mult1family housing bmldmg prior 
to startmg the restructunng process Con­
tams copy of owner's select10n on attach­
ment 4 to HUD Notices 99-36 or 98-34, 
correspondence, financial statements, and 
other related matenals. Volume· 75 cubic 
feet. Estimated annual accumulation: 35 
cubic feet. 

a. Record Copy. Official case file created 
and mamtamed at Headquarters 

b. All other Copies. 

9. Grant Files. Dates 1997 to Present. 
Contains case files for Intem1ed1ary Techmcal 
Assistance Grants (IT AG) for Intermedianes to 
admm1ster the techmcal assistance program na­
tionally and the Outreach and Trammg Grants 
(OTAG) for orgamzmg and trammg tenants m 
the Mark-to-Market Restructunng Process. 
Files mclude apphcat10ns, agreements, corres­
pondence, penod1c and progress reports, bud­
get allocation and expenditure, and other rela­
ted matenals. Arranged alphabetically by name 
of grantee Volume: 6 cubic feet Estimated an­
nual accumulation· 3 cubic feet. 

a. Unsuccessful Applications. 

b. Record Copy. Official case file created 
and mamtamed at Headquarters. 

• 

Disposition 

Temporary. Cut off at end of calendar year m 
which the case file 1s concluded or termmated 
Retire to the records center 1 year after cut off. 
Destroy 8 years after cut off. (NARA No. Nl-
207-03-1, item 8a) 

Temporary. Cut off at end of calendar year m 
which the case file 1s closed Destroy 1 year 
after cut off (NARA No Nl-207-03-1, item 8b) 

Temporary. Cut off at end of fiscal year m 
which grants were awarded Retire to records 
center 1 year after cutoff Destroy 3 years after 
cutoff (NARA No Nl-207-03-1, item 9a). 

Temporary. Cut off at end of fiscal year m 
which grant file 1s closed. Retire to the record 
center 1 year after cut off Destroy 6 years and 
3 months after cut off (NARA No Nl-207-03-
1, item 9b). 
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Item 
No. Description of Records 

c. All other copies. 

10. Training Records. Dates 1999 to 
Present. Contams agenda, outlmes/syllabuses, 
talkmg pomts, overhead/slide text, course 
handouts, exercises and other related matenals 
for program related traming created by 
OMHAR and/or the IT A Gs/OT A Gs. Note 
Does not include adnumstrative support 
trammg. Volume: 3 Cubic feet. Estimated 
annual accumulation: 0 cubic foot. 

a. Record Copy. Master copy of program 
related trammg matenals. 

b. All other copies. D1stnbution, 
mformatlonal, or reference copies. 

c. Training Courses Developmental 
Files. Workmg papers contammg drafts, 
notes, data contnbutmg reports or 
surnn1anes, and related matenals. 

Disposition 

Temporary. Cut off at end of calendar year m 
which case file 1s concluded or tem1mated. 
Destroy 1 year after cutoff. (NARA No. Nl-
207-03-1, item 9c). 

Permanent. Cut off at end of calendar year m 
which trammg matenals were created. Retam 
m 5-year block Transfer to the National 
Archives when oldest record m block is 6 years 
old (NARA No Nl-207-03-1, item 10a) 

Temporary. Cut off at end of calendar year m 
which matenals were finalized or distnbuted. 
Destroy 3 years after cut off or when no longer 
needed for admimstratlve, fiscal, legal or 
reference purposes, whichever 1s sooner 
(NARA No Nl-207-03-1, item 10b). 

Temporary. Cut off at end of calendar year m 
which the trammg matenals were finalized 
and/or published. Destroy 1 year after cut off 
or when no longer needed for reference, 
whichever is sooner. (NARA No Nl-207-03-
1,item10c). 
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Item 
No. Description of Records 

11. PAE Voucher File, 1999 to Present. 
Contams case files for the PAE vouchers for 
each Mark-to-Market asset. PAE voucher files 
mclude the vouchers, Fom1s 2 14A or Fonns 
2.14B (Asset Specific and Non Asset Specific 
Invoice), supportmg documentat10n (receipts, 
mvo1ces, M2M cntlcal dates, waivers and e­
mails) to the vouchers, notification of payment 
to the P AEs, receipts of faxes sent to OMHAR 
regional offices and the P AEs, letters to cash 
management (CCARS) requestmg payment to 
P AEs, mvo1ce approval fom1 for 
contract/purchase order, cash management 
transmittal, and schedule of payments trackmg 
hst. The voucher files are an-anged by PAE and 
then alphabetically by asset name. Volume: 
150 cubic feet. Estimated annual accumulation· 
75 cubic feet. 

a. Record Copy. Official case files created 
by OMHAR regional offices and 
Headquarter and mamtained at 
Headquarters. 

b. All other copies. Informational copies 
or workmg papers. 

12. Staff Working Files. Contams staff 
workmg papers, notes, drafts, reference 
matenals, and other related matenals for 
vanous projects. 

Disposition 

Temporary. Cut off at end of calendar year m 
which PAE receives last payment. Retire to 
records center 2 years after cutoff. Destroy 6 
years and 3 months after cutoff. (NARA No. 
Nl-207-03-1, item 1 la). 

Temporary. Cut off at end of calendar year m 
winch PAE receives last payment. Destroy 1 
year after cutoff or when no longer needed for 
adnumstrative, fiscal, legal or reference 
purposes, whichever 1s sooner (NARA No. 
Nl-207-03-1, item llb). 

Temporary. Cutoff at end of calendar year m 
winch related projects/tasks are completed. 
Destroy 5 years after cutoff or when no longer 
needed for admmistratlve, fiscal, legal or 
reference purposes, whichever 1s sooner. 
(NARA No. Nl-207-03-1, item 12). 
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Item 
No. Description of Records 

13. M2M MIS Data Base. 1999 to Present. 
The Mark-to-Market Management Information 
System (M2M MIS) was designed to track pro­
perties assigned to P AEs, and to analyze, mo­
m tor and report on the transactions relative to 
the renewal of expiring Section 8 contracts en­
tered into M2M Program. Tlus system allows 
for data collect10n as an on-hne HUD web ap­
phcatlon; tracks cntlcal dates withm the M2M 
process for properties; has momtonng and au­
ditmg tools; PAE management on-lme report 
submiss10ns; and generates vanous reports for 
M2M Program management. 

a. Inputs. Includes web-based user 
interface for direct mput to update 
mformatlon w1thm the databases and 
trackmg function. 

b. Master Data Files. Data elements m 
which the unit of analysis 1s the case file 
for each property. 

c. Documentation. Includes codebooks, 
system developmental files, system and file 
specifications, user manuals or textbooks, 
and any other related documentation 
regardless of media. 

d. Outputs. Includes penodic statistical 
summanes, M2M Program management 
reports, trackmg reports, and other reports 
as needed, regardless of media 

e. Backups. Includes penodic copymg of 
system content for emergency purposes. 

Disposition 

Temporary. Delete or update web-based 
electronic form when superseded or becomes 
obsolete. (NARA No Nl-207-03-1, item 13a). 

Temporary. Cut off data files that when case 
1s concluded or tem1mated and move to system 
arcluves. Delete or destroy when data is no 
longer needed for adnumstrahve, fiscal, legal, 
or reference purposes or when 8 years old, 
whichever is sooner (NARA No. Nl-207-03-
1, item 13b) 

Temporary. Delete or destroy when 
superseded, obsolete, or no longer needed for 
reference purposes or when 8 years old, 
whichever is sooner. (NARA No. Nl-207-03-
1, item 13c). 

Temporary. Destroy or delete when a file 
copy is generated and filed with appropnate 
senes, or when no longer needed for reference, 
whichever is sooner. (NARA No. Nl-207-03-
1, item 13d) 

Temporary. Delete or update when 
superseded. (NARA No. Nl-207-03-1, item 
13e). 
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Item 
No. · Description of Records 

14. Internet Website Records. 
Infom1atlon Distnbutton Pages. Contams 
electronic cop1es/vers1ons of fom1s, 
correspondence, hst of grantees, hst of 
P AEs, publications, and other related 
d1ssemmat1on matenals. (NOTE Record 
copy 1s the paper version mamtamed m the 
appropnate file senes ) 

15. Electronic Copies. Electromc 
version records created by 
electromc mail and/or word 
processmg apphcat10ns for the 
senes contamed m this schedule 

a. Copies that have no 
further adm1mstrahve value 
after the recordkeepmg copy 
1s made. Includes copies 
mamtamed by md1v1duals 
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 record­
keepmg copy 

b. Copies used for the 
d1ssemmahon, rev1s1on, or 
updatmg 1s complete. 

Disposition 

Temporary. Delete or update when 
superseded. (NARA No. Nl-207-03-1, item 
14). 

Temporary. Delete w1thm 
180 days after the record­
keepmg copy has been 
produced. (NARA Job No 
Nl-207-03-1, item 15a.) 

Temporary. Delete when 
d1ssemmatlon, revision, or 
updatmg 1s complete 
(NARA Job No Nl-207-03-1, 
item 15b.) 

• 
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