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--------------~----~--~----------------------------	 (NARA useLEA VE 8LANK onlREQU EST FOR RECORDS DISPOSITION AUTHORITY J08 NUM8Ei=l	 _ ~ 

(See Instructions on reverse)	 N/-~o7-D0 ~ 
TO NATIONAL ARCHIVES and RECORDS ADNUNTSTRA nON (I\l1R) DATE RECEIVED 2"/~/o~

Wi\SHINGTON, DC 2.0408 
1. Fi=lOM (Agency or 9staollshmem)	 NOTIFICATION TO AGENCY 

De artment of Housing and Urban Development
2.	 MAJOR SU8DIVISION In accordance with the p r ov rs io ns of 44
 

USC 3303a the d is p o s r n o n request,
A/S	 for Administration mdudmg amendments. IS aPl?rDved except
 
for Items that may be marked "diSPOSItIon
3. MINOR SU8DIVISiON 
not approved" or "withdrawn" II1 column 10Multi Media Division - Multi Media Library 

4. NAME OF PERSON WITH WHOM TO CONFER 5. TELEPHONE DA TE ARCHIVISTOF THE UNITED STATES 
John Nemeth (202) 708-0614 7188 r-lrl:l . .LJ..I11. ,"\ P
 
Pa~line Grant, Mgmt. Analyst (202) 708-0614 7297 ~~~-~~
 

6. AGENCY CERTIFICATION 

r hereby certify that Iam authonzed to act for this agency in matters pertairung to the disposition of its records 
and that the records proposed for disposal on the attached __ page{s) are not now needed for the business 
of this agency or Mll. not be. needed after the retention pe!,-ods specified: and that written concurrence from 
the General Accounhng Office, under the proV1slOns otTltle 8 at the GAO Manual for Guidance of Federal 
Agencies, 

~ 15 not re uired, 0 IS attached; or o has been requested. 
DATE	 TITLE 

'll(b O~	 Departmental Records Officer 

7	 9. GRS OR 10 ACTION 
ITEM 8. DESCRIPTION OF ITEM AND PROPOSED DISPOSITION SUPERSEDED TAKEN (NARA
 
NO. JOB CITATION USE ONLy)
 

70	 RECORDS DISPOSITION SCHEDULE 3 

ADMINISTRATIVE RECORDS 

MULTI MEDIA DIVISION - MULTI MEDIA 

Department of Housing and Urban Developmen
is pro "ng to add two new media items to 
Schedule 3, "nistrative Records, Multi 
Media Division - " Media Library, HUD 
Records Disposition Sche es, 2225.6. These Management Ser 
new media items are being ad 0 provide ulti Media Divi 
descriptions of records and dispOSl " Multi Media Li 
instructions for the new media items of the 
Multi Media Library. These fi1es are not used 
for financial matters related to BUD activitie 
therefore, General Accounting Office, (GAO) W~~~~~~~~~~~=-..::...-:;-~ 
concurrence is not required. 

See the attached Description of Records and
 
Disposition instructions for the new media
 
items of the Multi Media Library.
 

NSN 7540-0 34 64	 STANDARD FORM 115 (REV 3-91) 
PREVIOUS EDITION NOT USABLE Prescnbed by NARA 

36 CFR 1228 



2225.6 REV-l CHG-
APPENDIX 3 

RECORD DISPOSITION SCHEDULE 3 

ADMINISTRA TIVE RECORDS 

MUL TI MEDIA DIVISION - MULTI MEDIA LIBRARY 

Still PIctures and VIdeo Recordmgs. Contammg mformanonal, educational, and 
recruitmg photographs, films and video tapes, mternal and pubhc Issued television news 
releases, mformation reports, pubhc service or spot announcements, media appearances 
by top-level HUD officials; photographs and recordmgs ofpubhc meetmgs, speeches, 
BUD-sponsored conferences, guest speakers, Congressional testimony and other 
heanngs, trammg photographs, films, and videos that depict or explam agency functions 
or actrvities, films produced under grant that are submitted to BUD; photographs or films 
or videos acquired from outside sources that document or are used to carry out agency 
programs (other than for personnel and management trammg, entertainment, and 
recreation), non-routme still photographs and motIon documentary footage shot for 
research and development, fact-finding, or other studies; unedited footage created dunng 
the course of a BUD-sponsored production that shows spontaneous, unrehearsed events 
of histoncal mterest; and related findmg ards, 

Item 
No. Description of Records Disposition 

70. Audio Visual Records. 

(1) The Headquarters Publications Branch Photograph Library 
The LIbrary creates, acquires and mamtams still photographic 
records such as pnnts, negatives, shdes, contact sheets, and 
related reference aids, 

Central Assignment File. 
Contai olor (majority) and black and white photographic 
negatives, WI lany correspondmg pnnts and contact sheets, 
along WIth color s I mostly gathered on official HUD 
photographic coverages nanently valuable coverages 
document sweanng-m ceremom ress conferences, speeches, 
Congressional testimony, and histone memorations 
featunng Sel110fBUD officials; coverages 0 ts of political 
and cultural digrntanes and celebnties to HUD faci s; coverages 
of the announcement, promotIon and rmplementation of 
programs, and other rmssion-related matters; coverages of hOUSI 
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2225.6 REV-l CHG-
APPENDIX 3 

RECORDS DISPOSITION SCHEDULE 3 

ADMINISTRATIVE RECORDS 

MULTI MEDIA DIVISION MULTI MEDIA LIBRARY 

Item 
No. Description of Records Disposition 

lems, Issues and trends, and of neighborhood life m commumties, 
and coves of other subjects beanng on umque agency 
responsibihnes. nged by HUD assignment number, reflectmg 
coverage chronology. 

.dential Admmistration 
and Immediately transfer to the National Archives all related 
reference aids (NARA Job No. NI-207-97-6, Item 70 (1) 

Contains c majority) and black and white negatives, some with 
corresponding pnn, high-level HUD officials and other 
digrutanes. Arranged alp cally by surname. 

tial admimstranon 
and Immediately transfer to the National Archives elated 
reference aids (NARA Job No NI-207-97-6, Item 70 (1) 

(c) Digitally-Scanned Photographs. 
Contams digital Images generated through scannmg of photographic 
pnnts, negatives, contact sheets, slides, or transparencies documenting 
mission-related subjects and high-level officials descnbed under Central 
Assignment FIle and Portrait FIle, above. 

PERMANENT. Cut off files every two years and transfer Immediately to 
the National Archives, along with related electromc finding aids, Images 
and accompanying data must be in accordance with 36 CFR 1228270, 
NARA's transfer guidance for digital photographic records, and any 
supplemental guidance in effect at the ume of transfer (NARA Job No. 
NI-207-06-5, Item 70(1) (c)) 
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2225.6 REV-l CHG-
APPENDIX 3 

RECORD DISPOSITION SCHEDULE 3 

ADMINISTRATIVE RECORDS 

MULTI MEDIA DIVISION - MULTI MEDIA LIBRARY 

Item 
No. Description of Records Disposition 

(d) Original Digital (Born-Digital) Photographs.
 
Contams Images, from digital cameras, ongmally created m digital form,
 
documentmg mission-related subjects and high-level officials descnbed
 
under Central Assignment File and Portrait File, above.
 

PERMANENT Cut off files every two years and transfer Immediately to 
the National Archives, along with related electronic findmg aids. Images 
and accompanymg data must be m accordance WIth 36 CFR 1228.270, 
NARA's transfer guidance for digital photographic records, and any 
supplemental guidance m effect at the time of transfer (NARA Job No 
N1-207-06-5, Item 70 (l)(d». 

(e) Assignment Logbooks and Other Reference Aids. 
Contams caption data for official HUD photographic coverages, 
entered HUD photographic coverages, entered m electronic form 
With a pnnted backup. Principal log ISarranged by HUD assignment 
number, reflectmg coverage chronology. 

PERMANENT Cut off at the same time as the correspondmg blocks of 
digital or film-based photographs; assure that the entnes in the assignment 
log clearly distmguish assignments correspondmg to permanent coverages 
from those correspondmg to non-permanent coverages, and also 
distmguish assignments shot in digital form from those shot m 
conventional film-based form; and immediately transfer to the National 
Archives, m electronic and hard-copy form, along With the correspondmg 
blocks of photographs. Electronic versions of assignment logs and of all 
other findmg aids must be m accordance With 36 CFR 1228.270 and any 
supplemental guidance 111 effect at the time of transfer (supercedes NARA 
Job No. Nl-207-97-6, Item 70 (1) (b» 

59 



2225.6 REV-l CHG-
APPENDIX 3 

RECORD DISPOSITION SCHEDULE 3 

ADMINISTRATIVE RECORDS 

MULTI MEDIA DIVISION - MULTI MEDIA LIBRARY 

Item 
No. Description of Records Disposition 

(f): Routine Still Photographs of the Publications Branch Photograph 
Library. Contains pnnts, negatives, contact sheets, slides, transparencies, 
and digital Images relating to routme subjects, such as employee awards; 
retirement or promotion ceremonies; holiday gathenngs, workshops; 
campaigns and promotions common to most Federal agencies; portraits of 
low-level HUD personnel or other low-level government personnel. Also 
mcludes any mission-related Images lackmg adequate captionmg, havmg 
technical or aesthetic deficiencies, or havmg coverage in excess of what IS 
required for adequate and proper documentation. 

TEMPORARY Destroy when no longer needed for agency busmess 
(NARA Job No Nl-207-06-5, Item 70(1)(f). 

(2)	 Still Photographs Not Maintained by the Publications Branch 
Photograph Library. 

(a) Historically Significant Analog Still Photographs.
 
Encompasses color and black and white photographic pnnts, negatives,
 
contact sheets, slides, and transparencies, and filmstnps relating to official
 
program functions, unique regional HUD actrvities; housmg problems,
 
Issues, trends, and neighborhood hfe in commumties, and/or the
 
Secretary's or Secretary Representatives' mission-related activities along
 
WIth associated logs, mdexes, or other reference aids.
 

PERMANENT. Break file every four years Transfer immediately to 
National Archives, along With related findmg aids after consultation WIth 
the National Archives Still PIcture umt and WIth the National Archives 
Regional Records Services facility for photographs in the field. 
(Supercedes NARA Job No Nl-207-97-6, Item 70 (2) (a». 
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2225.6 REV-l CHG-
APPENDIX 3 

RECORD DISPOSITION SCHEDULE 3 

ADMINISTRATIVE RECORDS 

MULTI MEDIA DIVISION - MULTI MEDIA LIBRARY 

Item 
No. Description of Records Disposition 

(b) Historically Significant Digital Still Photographs.
 
Encompasses born-digital Images, as well as digitally-scanned versions of
 
Photographic pnnts, negatives, contact sheets, slides, and transparencies,
 
documentmg mission-related subjects and high-level officials described
 
under (2) (a) above, along with associated logs, mdexes, and other
 
reference aids,
 

PERMANENT. Cut off files every two years and transfer immediately to 
the National Archives, along with related electromc findmg aids, after 
consultation with the National Archives' Still PIcture urut and with the 
Nanonal Archives Regional Records Services facility for photographs m 
the field. Images and accompanymg data must be m accordance with 36 
CFR 1228.270, NARA's transfer guidance for digital photographic 
records, and any supplemental guidance m effect at the time of transfer. 

(c) Routine Still photographs. 
Includes still photographic pnnts, negatives, contact sheet, slides, 
transparencies, filmstnps, and digital Images of routme award ceremomes, 
SOCIalevents, and acnvities not related to HUD's nussion; official portraits 
of non-senior level HUD officials; personnel and adnumstrative trammg 
filmstnps and slide programs that do not reflect HUD's ITIlSSIOn;and 
duplicate matenals exceedmg preservation needs. Also mcludes any 
mission-related Images lacking adequate captioning, having technical or 
aesthetic deficiencies, or havmg coverage m excess of what IS required for 
adequate and proper documentation. Apply to Headquarters, State, and 
FIeld offices. 

TEMPORARY. Destroy when no longer needed for agency 
busmess (NARA Job No. Nl-207-06-5, Item (2)(c». 
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2225.6 REV-l CHG-
APPENDIX 3 

RECORDS DISPOSITION SCHEDULE 3 

ADMINISTRATIVE RECORDS 

MULTIMEDIA DIVISION - MULTI MEDIA LIBRARY 

Item 
No. Description of Records Disposition 

(3) Video Recordings. 
Agency sponsored, produced, or acquired video recordmgs m analog or digital 
format, whether for public or mternal use 

(a) Historically Significant Edited Productions. 
Edited HUD mformational, educational, and recruitmg videos mtended for 
public drstnbution, HUD trainmg films and videos that explam or 
document significant agency functions or activmes mtended for mternal 
or external distnbution; documentary footage shot for research and 
development, fact findmg, or other studies; and videos produced under 
contract or grant that are submitted to HUD that are of significant 
histoncal value to the agency 

PERMANENT. Cut off files every four years and transfer the ongmal 
video recordmg or earhest generation (ongmal formats must be on 
professional video formats such as Betacam, Betacam SP, Digibeta, or 
digital video (DV), DVD, or CD-ROM) and a copy for reference (VHS IS 
acceptable for reference copies) to the NatIonal Archives, along WIth 
related findmg aids. Digital video and accompanymg electronic data must 
be m accordance WIth 36 CFR 1228270 and any supplemental guidance m 
effect at the time of transfer (NARA Job No. Nl-207-06-5, Item (3)(a)) 

(b) Routine Edited Productions. 
Edited HUD produced VIdeos that document routme and standard events 
and acnvities such as trammg classes, semmars, presentations, award 
ceremomes that are detennmed to be not of histoncal significance or that 
do not document a significant function or aspect ofHUD's work Included 
are mternal personnel and management productions and pre- and post-
producuon workmg elements, such as titles, VOIcenarrations, mUSIC 
rrnxes, re-takes, etc that are necessary initially to prepare the final edited 
production 
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2225.6 REV-l CHG-
APPENDIX 3 

RECORD DISPOSITION SCHEDULE 3 

ADMINISTRATIVE RECORDS 

MUL TI MEDIA DIVISION - MULTI MEDIA LIBRARY 

Item 
No. Description of Records Disposition 

TEMPORARY. Destroy when no longer needed for agency 
busmess (NARA Job No. Nl-207-06-5, Item (3)(b». 

(c) Historically Significant Unedited Documentary Footage 
Unedited ongmal video footage created either dunng the course of a HUD 
video production, or shot dunng an agency project or activity, that shows 
un-staged and unrehearsed events of significant histoncal mterest 
Includes coverage of pubhc meetmgs, speeches, conferences, and 
testimomes of agency officials before congressional committees and other 
heanngs Other examples would be extended outtakes of documentary 
footage not used m a permanent edited production, or raw documentary 
coverage of an event of histoncal significance. 

PERMANENT. Cut off files every four years and transfer the ongmal 
Video recordmg or earliest generation (ongmal formats must be on 
professional Video formats such as Betacam, Betacam SP, Digibeta, or 
digital Video (DV), DVD, or CD-ROM) and a copy for reference (VHS IS 
acceptable for reference copies) to the National Arcluves, along with 
related findmg aids Digital Video and accompanymg electronic data must 
be in accordance with 36 CFR 1228.270 and any supplemental guidance m 
effect at the time of transfer (NARA Job No. Nl-207-06-5, Item (3)(c». 

Note: Unedited footage IS eligible for transfer only If properly arranged, 
labeled, and descnbed. 

(d) Routine Unedited Documentary Footage. 
Unedited Video footage that does not document significant events or 
acnvines of his ton cal mterest, or was rejected as bemg repetitive, of 
poor quahty, or technically deficient, or where the footage ISunarranged 
and unidentified as to subject, place, or date 
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2225.6 REV-l CHG-
APPENDIX 3 

RECORD DISPOSITION SCHEDULE 3 

ADMINISTRATIVE RECORDS 

MULTI MEDIA DIVISION - MULTI MEDIA LIBRARY 

Item 
No. Description of Records Disposition 

TEMPORARY. Destroy when no longer needed for agency 
busmess (NARA Job No. NI-207-06-5, item (3)(d)). 

(e) Historically Significant Acquired Video Productions 
Edited films or video productions acquired from outside sources that relate 
to significant activities of his ton cal mterest, or are used to carry out or 
supplement HUD programs, trammg, and other sigmficant aspects of the 
agency's work. 

PERMANENT. Cut off files every four years and transfer the ongmal 
video recordmg or earhest generation (ongmal formats must be on 
professional video formats such as Betacam, Betacam SP, Digibeta, or 
digital video (DY), DVD, or CD-ROM) and a copy for reference (VHS IS 
acceptable for reference copies) to the National Archives, along With 
related findmg aids. Digital video and accompanymg electrornc data must 
be m accordance With 36 CFR 1228270 and any supplemental guidance in 
effect at the time of transfer (NARA Job No. NI-207-06-5, Item (3)(e). 

(f) Routine Acquired Video Productions. 
Video recordmgs acquired for routme personnel, management, and 
supervisory trammg, or for adrmrustrative purposes such as used for CFC 
or Savmgs Bonds campaigns. 

TEMPORARY. Destroy when no longer needed for agency 
business (NARA Job No. NI-207-06-5, Item (3) (f)) 

(g) Finding Aids. 
Finding aids, whether m textual or electronic form, for identification, 
retneval, or use of permanent videos. 
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2225.6 REV-l CHG-
APPENDIX 3 

RECORD DISPOSITION SCHEDULE 3 

ADMINISTRATIVE RECORDS 

MULTI MEDIA DIVISION MULTI MEDIA LIBRARY 

Item 
No. Description of Records Disposition 

PERMANE1~T Cut off at the same time as the correspondmg video 
recordmgs; assure that the entnes m the log clearly distinguish 
assignments correspondmg to permanent coverages from those 
correspondmg to non-permanent coverages, and also distinguish 
assignments shot m digital forrn from those shot m analog form; and 
immediately transfer to the National Archives, m electromc and hard-copy 
form, along with the corresponding blocks of videos Electronic versions 
of assignment logs and of all other findmg aids must be in accordance 
with 36 CFR 1228.270 and any supplemental guidance m effect at the 
tune of transfer (NARA Job No Nl-207-06-5, item (3)(g». 

(b) Finding Aids.
 
Fmdmg aids, whether m textual or electronic form, for identification,
 
retneval, or use of temporary videos.
 

TEMPORARY. Destroy when no longer needed for agency 
business (NARA Job No. Nl-207-06-5, Item (3)(h». 

71. RESERVED. 

72. RESERVED. 
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