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3 MINOR SUBDIVISION 
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6. AGENCY CERTIFICATION
 
I hereby certify that I am authonzed to act for this agency in matters pertaining to the position of ItS records
 
and that the records proposed for disposal on the attached I~ pagels) are not now needed for the business
 
of this agency or will not be needed after the retention penods specified; and that wntten concurrence from
 
the General Accounting Office, under the provrsions of Title 8 of the GAO Manual for GUidance of Federal
 
Agencies,
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I RECORDS DISPOSITION SCHEDULE 12 I
 

IOFFICE 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
 

IIThe proposed new record schedule will provide
descriptions and dispositions for the OMHAR amily Hou ing
records. These files are not used for or tructuring,
needed for financial matters related to HUD 
activities, therefore, General Accounting
'Office, (GAO) concurrence is not required.
l See the attached Descriptions of Records and
 
IDisposition:iristructions for the OMHAR recor
 
I for your approval.
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RECORDS DISPOSITION SCHEDULE 12 

OFFICE OF MULTIFAMILY HOUSING ASSISTANCE RESTRUCTURING 

The Office of Multifarmly Housmg ASSistance Restructuring (OMHAR), was estabhshed 
October 27, 1997, by the Multifamily Assisted Housmg Reform and Affordabihty Act of 1997 
(the Act) 

The position of DIrector ofOMHAR tenmnates October 1,2004, along with the restructunng 
authorities m the Act, resultmg m the termmation of this Office by September 30, 2004. Upon 
tennmation, any OMHAR authonty and responsibthties that remam applicable are transferred to 
the Secretary of the Department ofHousmg and Urban Development (HUD) 

OMHAR ISresponsible for executmg the restructunng of expmng Section 8 contracts and 
Federal Housing Adrmmstranon (FHA) insured mortgages supported by Section 8 assistance 
This Office oversees mortgage restructunng processes performed by Participatmg Adrmmstrative 
Entmes (PAEs) under contract to OMHAR. OMHAR ISalso responsible for ensunng 
compliance WIth relevant laws and statutes and penodically reportmg to the Housl11g-FHA 
Commissioner and to the Congress of the Umted States 

Item 
No. Description of Records Disposition 

1. Program Subject Files, 1997-Present. Permanent. Cut off at end of calendar year 
Subject files contammg DIrector's speeches Retire to Federal Records Center 3 years after 
given before Congress, conferences or other cut off, or 1 year after mcumbent leaves office, 
functions relatmg to OMHAR Program; whichever is sooner Transfer to the Nanonal 
correspondence; staff or other meeting notes, Archives 5 years after cutoff or 3 years after 
mmutes, or agenda; bnefing matenals; incumbent leaves office, whichever IS sooner 
program deCISIOnsand or recommendations; (NARA No. Nl-207-03-1, Item 1). 
and other matenals with substantive program 
and policy developmental data. Volume 7 
cubic feet. Estimated annual accumulation: 2 
cubic feet. 

2. Program Chron File, 1997-Present. Temporary. Cut off at end of calendar year.
 
Contains copies of outgoing correspondence. Destroy 3 years after cutoff (Nl-207-03-1,
 
Arranged chronologically by date of Issuance. Item 2)
 
Volume: Y2 cubic foot. Estimated annual
 
accumulation: Y4 cubic foot.
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Item 
No. Description of Records 

3. Policy Files, 1997-Present. Contains 
directives, pohcy Issuance memoranda with 
signatures, procedures, Frequently Asked 
Questions, guidelmes, manuals, and related 
matenals. Volume: 5 cubic feet Estimated 
annual accumulation 1 cubic foot. 

a. Record Copy. Official policy and 
procedural Issuances and reissuances 
Arranged chronologically. 

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 distnbution text. 
Volume' Yz CUbICfeet Estimated annual 
accumulauon: Yt CUbICfoot. 

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

b. Distribution Copies. Contams all 
other copies. 

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

Disposition 

PERMANENT. Cut off file when policy IS 
superseded or cancelled. Retain m 5-year 
block Transfer 5-year block to the Nanonal 
Archives when oldest record III block IS6 years 
old (NARA No Nl-207-03-1, Item 3a). 

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

Permanent. Cut off file at end of calendar 
year. Retain III a 5-year block Transfer 5-year 
block to the National Archives when oldest 
record III block IS 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 IS sooner (NARA No 
Nl-207-03-1, Item 4b) 

Temporary. Cut off at end of calendar year in 
which the publication was finahzed and/or 
pubhshed. Destroy 3 year after cutoff or when 
no longer needed for reference, whichever IS 
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 regional activity, or other program 
actrvrty. Volume 1 cubic feet Estimated 
annual accumulation: 1/3 Cubic feet per year. 

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

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 Participating Adnnms-
trative Entity (PAE) submission; OMHAR 
Reviews; OMHAR approved documents 
(e.g Plans, Commitments); OMHAR 
approvals (e.g Notices); Section 8 HAP 
Contract drafts supphed by OMHAR. May 
inch.ide copies of Form 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 PAEs, appeals, regional 
deCISIOns,and related matenals. 

Disposition 

Permanent. Cut off file at end of calendar 
year. Retam in a 5-year block. Transfer to the 
National Archives 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 
NI-207-03-1, Item 5b). 

Temporary. Cut off at end of calendar year 111 

which the report/study was finahzed or 
pubhshed. Destroy 3 year after cutoff or when 
no longer needed for reference, whichever IS 
sooner. (NARA No. NI-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 regional offices. 
Arranged alphabetically by name of PAE. 
Volume: 1500 CUbICfeet Estimated 
annual accumulation 250 CUbICfeet. 

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

7. PAE Contract Appeals Files. Contams 
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.
 
NI-207-03-1, Item 6a.)
 

Temporary. Cut off at end of calendar year 111
 

which contract ISclosed or term mated. Retire
 
to record center 1 year after cutoff. Destroy
 
6years and 3 months after cutoff. (NARA Job
 
No NI-207-03-I, Item 6b.)
 

Temporary. Cut off at end of calendar year 111
 

WhIChcontract IS closed or tennmated.
 
Destroy 1 year after cutoff. (NARA Job No.
 
Nl-207-03-1, Item 6c)
 

Temporary. Cut off at end of calendar year III 

which file ISclosed Retire to the records 
center I year after cutoff. Destroy 6 years and 
3 months after cutoff. (NARA No. NI-207-03-
1, Item 7a). 

Temporary. Cut off at end of calendar year III 

WhIChfile ISclosed. Retire to the records 
center 1 year after cutoff. Destroy 3 years after 
cutoff. (NARA No NI-207-03-1, Item 7b) 
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Item 
No. Description of Records 

8. Asset Files.	 1999 to Present. Case files 

for each multifamily housing building prior 
to starting the restructunng process Con-
tams copy of owner's selecnon 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 

CUbICfeet. 

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 Intermediary Technical 
Assistance Grants (ITAG) for Intermedianes to 

adrrumster the techmcal assistance program na-
tionally and the Outreach and Trammg Grants 

(OTAG) for orgarnzmg and trammg tenants m 

the Mark-to-Market Restructunng Process. 
Files mclude applications, agreements, corres-
pondence, penodic and progress reports, bud-
get allocation and expenditure, and other rela-
ted matenals. Arranged alphabetically by name 

of grantee Volume: 6 CUbICfeet Estimated an-
nual accumulanon: 3 CUbICfeet. 

a.	 Unsuccessful Applications. 

b. Record Copy. Official case file created 

and mamtamed at Headquarters. 

Disposition 

Temporary. Cut off at end of calendar year in 

which the case file IS 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 in 
which the case file IS 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 NI-207-03-1, Item 9a). 

Temporary. Cut off at end of fiscal year in 

which grant file IS closed. Retire to the record 

center 1 year after cut off Destroy 6 years and 

3 months after cut off (NARA No NI-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 ITAGs/OT AGs. Note 
Does not include adrmmstrative support 
trammg. Volume: 3 CUbICfeet. Estimated 
annual accumulation: 0 cubic feet. 

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

b. All other copies. Distnbution,
 
informational, or reference copres.
 

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

Disposition 

Temporary. Cut off at end of calendar year in 

which case file ISconcluded or terminated. 
Destroy 1 year after cutoff. (NARA No. NI-
207 -03-1, item 9c). 

Permanent. Cut off at end of calendar year in 

which trammg matenals were created. Retam 
m 5-year block Transfer to the National 
Archives when oldest record m block IS6 years 
old (NARA No NI-207-03-1, Item lOa) 

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 admirnstratrve, fiscal, legal or 
reference purposes, whichever IS sooner 
(NARA No Nl-207-03-1, item lOb). 

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 NI-207-03-
I, Item IOc). 
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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 
Include the vouchers, Forms 2 14A or Forms 
2.14B (Asset Specific and Non Asset Specific 
Invoice), supportmg documentation (receipts, 
InVOICeS,M2M cntical dates, Waivers and e-
malls) to the vouchers, notification of payment 
to the PAEs, receipts of faxes sent to OMHAR 
regional offices and the PAEs, letters to cash 
management (CCARS) requesting payment to 
PAEs, InVOICeapproval form for 
contract/purchase order, cash management 
transmittal, and schedule of payments trackmg 
list. The voucher files are arranged by PAE and 
then alphabetically by asset name. Volume: 
150 cubic feet. Estimated annual accumulatron: 
75 CUbICfeet. 

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

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

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

Disposition 

Temporary. Cut off at end of calendar year In 
WhIChPAE receives last payment. Retire to 
records center 2 years after cutoff. Destroy 6 
years and 3 months after cutoff. (NARA No. 
NI-207-03-1, Item lla). 

Temporary. Cut off at end of calendar year In 
which PAE receives last payment. Destroy 1 
year after cutoff or when no longer needed for 
adrrumstratrve, fiscal, legal or reference 
purposes, whichever IS sooner (NARA No. 
NI-207-03-1, Item lIb). 

Temporary. Cutoff at end of calendar year In 
wluch related projects/tasks are completed. 
Destroy 5 years after cutoff or when no longer 
needed for admmistrative, fiscal, legal or 
reference purposes, whichever IS sooner. 
(NARA No. NI-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 PAEs, and to analyze, mo-
mtor and report on the transactions relative to 
the renewal of expiring Section 8 contracts en-
tered into M2M Program. TIns system allows 
for data collection as an on-hne HUD web ap-
plication; tracks cntical dates within the M2M 
process for properties; has momtonng and au-
ditmg tools; PAE management on-hne report 
submissions; and generates vanous reports for 
M2M Program management. 

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

b. Master Data Files. Data elements in 

which the unit of analysis ISthe 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 periodic copymg of 
system content for emergency purposes. 

Disposition 

Temporary. Delete or update web-based 
electromc form when superseded or becomes 
obsolete. (NARA No NI-207-03-1, Item 13a). 

Temporary. Cut off data files that when case 
ISconcluded or terrmnated and move to system 
archives. Delete or destroy when data ISno 
longer needed for adrrnmstratrve, fiscal, legal, 
or reference purposes or when 8 years old, 
whichever IS sooner (NARA No. NI-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. NI-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. 
Information Distnbunon Pages. Contams 
electronic copies/versions of forms, 
correspondence, hst of grantees, list of 
PAEs, pubhcations, and other related 
disserrunanon matenals. (NOTE Record 
copy IS the paper version mamtamed m the 
appropnate file senes ) 

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

a. Copies that have no 
further adrmmstrative value 
after the recordkeepmg copy 
IS made. Includes copies 
mamtamed by mdrviduals 
m personal files, personal 
electromc mail directones, 
or other personal directories 
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 
dissermnation, reVISIOn,or 
updatmg IScomplete. 

Disposition 

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

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

Temporary. Delete when 
dissenunation, revision, or 
updatmg IS complete 
(NARA Job No NI-207-03-I, 
Item I5b.) 

• 
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