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REQU EST FOR RECORDS DISPOSITION AUTHORITY . 

(See Instructions on reverse) 

TO:	 NATIONAL ARCHIVES and RECORDS ADMINISTRATION (NIR) 
WASHrnNGTON,DC2~8 

1. FROM	 ment) 

Department of Housi & Urban Deve t (BUD)
2. MAJOR BDIVISION	 In accordance with the provisions of 44 

U.s.c. 3303a the disposition request,Community Planning and Development (CPD)	 including amendments, is approved except
for items that may be marked "disposition3. MINOR SUBDIVISION not approved" or "withdrawn" in cofumn 10. 

4. NAME OF PERSON WITH WHOM TO CONFER 5. TELEPHONE Marie Young, RMLO CPD 202 708-0614 x 
Pauline Grant, Mgmt. Analyst 202 708-0614 x 

6. AGENCY CERTIFICATION 

I hereby certify that Iam authorized to act for this agency in matters pertaining 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 will not be needed after the retention periods 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, . 

ki:l is not required; 0 is attached; or 0 has been requested. 

ITEM 8. DESCRIPTION OF ITEM AND PROPOSED DISPOSITION 
NO. 

6 RECORDS DISPOSITION SCHEDULE 69 

COMMUNITY PLANNING AND DEVELOPMENT GRANT 

The Department of Housing and Urban Development
is proposing to add Item 6. Acquisition & 

location files to Schedule 69, Community 
lanning and Development Records, BUD Records 

position Schedules, 2225.6. This new item 
provide a description of record and 

sposition instructions for the Acquisition
and Relocation files. These files are not 

for financial matters related to HUD 
actLvities, therefore, General Accounting Off 
(GAO) concurrence is not required. 

See the attached Description of Records and 
isposition Instructions for the new record 

item. 

9. GRS OR 
SUPERSEDED 
JOB CITATION 

Communi 
Development 

NSN 7540-00-634-4064 STANDARD FORM 115 (REV. 3-91) 
PREVIOUS~DI ION NOT USABLE »; Prescribed by NARA 

r 1_ ~.--' fVWI?1Ujluw.n-.(A// A/R 36 CFR 1228~:l~OY/~/07 (!opt fl<) -rD. \J -6	 "1 I AI v-e-r: 
115-109 
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2225.6 REV -1 CHG-
APPENDIX 69 

RECORDS DISPOSITION SCHEDULE 69 

COlVIlVlUNITY PLANNING AND DEVELOPMENT RECORDS 

A. Active Program: This schedule provides disposition instructions for Headquarters 
and Field records relating to the following active Community Planning and Development 
(CPD) programs: 

Affordable Housing -

Comprehensive Housing Affordability Strategy (CHAS) 

Home Disaster Assistance 

Home Investment Partnerships 

HOPE for Homeownership of Single Family Homes (HOPE 3) 

Acquisition and Relocation 

Community Development Block Grants (CDBG) -

Disaster Assistance 

Entitlement Communities Program 

Nonentitlement Program: 

Insular Areas
 

Small Cities
 

States
 

Section	 108 Loan Guarantee Program 

Economic Development -

Empowerment Zones/Enterprise Communities 

Youthbuild 

Environment	 and Energy -

District Heating/Cooling Grants 

1 
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2225.6 REV-l CHG-14 

APPENDIX 69 

RECORDS DISPOSITION SCHEDULE 69
 

COMMUNITY PLANNING AND DEVELOPMENT RECORDS
 

John Heins Neighborhood Development Program (NDP) 

Minority Business Enterprise (SNAP)-

General Technical Assistance/Management Improvement"
Grants
 

Minority Business Enterprise (MBE) Agreements
 

Minority Business Enterprise (MBE) Performance
 

Special Needs Assistance Program (SNAP)-

Emergency Shelter Grant (Formula) 

Emergency Shelter Indian Tribe Competition 

Housing Opportunities for Persons with AIDS Program (HOPWA): 

Competitive 

Formula 

HUD-Owned Single Family Property Disposition Initiative 

Section 8 Moderate Rehabilitation Single Room Occupancy
(SRO)
 

Shelter Plus Care (S+C) Program
 

Supportive Housing Program, Including:
 

Permanent Housing for Handicapped Homeless 

Renewal of Supportive housing Grants 

Transitional Housing for the Homeless 

Surplus Property for Use to Assist the Homeless Program
(Title V) 

10/95 2 
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2225.6 REV-1 CHG-14 

APPENDIX 69 

RECORDS DISPOSITION SCHEDULE 69
 

COMMUNITY PLANNING AND DEVELOPMENT
 

Special Purpose Grants-
Community Adjustment Planning Grants
 

Community Outreach Partnerships
 

Historic Black Colleges and Universities (HBCU)
 

Joint Community Development Program
 

National Cities - In Schools Program
 

National Community Development Initiative
 

Technical Assistance Program
 

Work Study Program
 

B. Inactive Programs: This schedule also covers records 
generated as a result of the following earlier categorical and 
other HUD grant programs: 

Community Development Block Grants (CDBG) 

Secretary's Discretionary Fund (Special Project Grants) 

Comprehensive Homeless Assistance plan (CHAP) 

Comprehensive Planning Assistance (Section 701) Program 

Energy Innovative Grants 

Neighborhood Facilities 

3 10/95 
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2225.6 REV-1 CHG-14 

APPEND.IX 69 

RECORDS DISPOSITION SCHEDULE 69
 

COMMUNITY PLANNING AND DEVELOPMENT RECORDS
 

Open Space Land Program, including:
 

His,toric Preservation
 

Urban Beautification
 

Supplemental Assistance for Facilities to Assist the 
Homeless (SAFA) 

Urban Development Action Grants (OOAG), 
Urban Homesteading
 

Urban Renewal
 

C. Programs Covered by OtherHUD Schedules: Records of the 
following earlier categorical and other HOO grant programs are 
covered by other HUD records disposition schedules: 

For this program	 Use this 
HOD Sched-
ule ... 

New Communities Records 60 

Public Facilities Loan 16 

Revolving Fund (Liquidating Program) 1,6 

Section 312 Rental Rehabilitation Loans Grants 66 

Solar Energy and Energy Conservation Bank 30 

Title IX--Urban Information and Technical 55 
Assistance Grants 

10/95	 4
 

http:APPEND.IX


• • 
2225.6 REV-l CHG-
APPENDIX 69 

RECORDS DISPOSITION SCHEDULE 69 

COMMUNITY PLANNING AND DEVELOPMENT RECORDS 

Item 
No. Description of Records Disposition 

General Subject Correspondence files. Temporary. Cut off at end of 
Consist 0 d co ies (Forms calendar or fiscal year, as 
HUD-713 or equivalent) of outgom o riate. Retire to records 
correspondence, original incoming center one year 
correspondence, and related documents. Destroy three years after cutoff. 

(NARA Job No. Nl-207-04-3, 
item 6) 

Chronological files. Temporary. Cut off at end of 
calendar or fiscal year, as 

.ate. Retire to records 
center one year a er 
Destroy three years after cutoff. 
(NARA Job No. Nl-207-04-3, 
item 6) 

.ro- __ ~R,eference copies oflegal opinions, Temporary. Destroy when 
po ICY ural issuances, superseded or obsolete, or when 
interpretations, informaatti(lO)Iniaaih1~iS€s-~no longer needed for reference. 
and publications, and any related Do no r . eral Records 
published materials maintained in Center. (NARA Job No. 
Community Planning and Development 79-6, item 4) 
(CPD) offices. 

Official CPD grant records kept in
 
d uarters and Field Offices.
 

a. Disapproved and wttrm .•a-...c.u Temporary. Cut off at end of 
applications and proposals endar year in which final 

announce f selections 
are made for competi I 

rograms or after decisions are 
rna 0 fund potential 
mandatory prograrn-secip 

5 
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2225.6 REV-2 CHG-
APPENDIX 69 

RECORDS DISPOSITION SCHEDULE 69 

COMMUNITY PLANNING AND DEVELOPMENT 

Disposition 

ropriate. 
center one 
Destroy six years after c....v~~ 

(NARA Job No. Nl-207-04-3, 
item 3(c) 

anceled, suspended, or	 Temporary. Cut off at end of 
termina e . t on which calendar year or fiscal year in 
a contract was execute .	 which the agreement is closed 

om-:--lS~tireto record center 
sufficient time off to 
meet program business nee s. 
Destroy six years after cutoff. 
(NARA Job No. Nl-207-04-3, 
item 3(a) 

c. Headquarters and/or Field Office 
ap	 d grantee application,
 

nd performance
 

......""'"'ary. Cut off at end of 
calendar year cal year in 
which the agreement is "'V1~ 

out. Retire to record center 
s .ent time after cutoff to 
meet progr siness needs. 
Destroy six years afte f. 
(NARA Job No. Nl-207-04-3, 
item 3(a) 

6 
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2225.6 REV-l CHG-

APPENDIX 69 

RECORDS DISPOSITION SCHEDULE 69 

COMMUNITY PLANNING AND DEVELOPMENT 

Item 
No. Description of Records 

or 
Competitive grants. 

Program and technical review and 
proce . co ies of grantee appli-
cation packages, related work 
papers that typically accumu a 
each step in the review process, but 
that do not constitute the official file 
containing the record copies of all 
approval actions. 

lated to applications for 
discretIon ompetitive 
grants. 

elated to applications for 
fonnu a e' ent grants 
(noncompetitive grants. 

Disposition 

Temporary. Cut off at end of 
calendar year or fiscal year in 

ich the agreement is closed out. 
Retire to rec sufficient 
time after cutoff to meet progra 
business needs. Destroy six years 
after cutoff. (NARA Job No. Nl-
207-04-3, item 3(a) 

Temporary. Cut off at end of 
calendar year or fiscal year in 
which selection and renewal 

ses is concluded as
 
appropriate. 0 years
 
after cutoff. Destroy six ye
 
after cutoff. (NARA Job No.
 
Nl-207-04-3, item 2(a)
 

Temporary. Cut off at end of 
calendar year, program year or 
fiscal year in which program 
u... ,~ .....·~o.nsare made and 
awarded, as ap . e. Retire 
2 years after cutoff. Destroy 
years after cutoff.(NARA 
Job No. Nl-207-04-3, item 2(b) 
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2225.6 REV-l CHG-
APPENDIX 69 

RECORDS DISPOSITION SCHEDULE 69 

COMMUNITY PLANNING AND DEVELOPMENT RECORDS 

Item 
No. Description of Records Disposition 

Economic Development
 
Irii·· Grants (ED I). Case
 
files for comp .. e grants
 
supporting Section 10
 
projects and grants earmarked
 
by Congress for specific
 
projects that encourage the
 
creation of affordable housing,
 
home-ownership, building
 
renovations, historic preservation
 
and restoration, land acquisition,
 
e tional centers, and other
 
diverse elating to ED!.
 
Record materials"i ude
 
applications, correspon e
 
budgets, ratings, progress
 
reports, deliverables, and other
 
related materials. Files are
 
arranged according to an alpha-
numerical scheme identifying
 
these case files as EDI and the fiscal
 
year. Dates: 1998 to Present.
 
Estimated annual accumulation of
 
closed files: 15 cubic feet.
 

Temporary. Cut off at end of 
calendar year or fiscal year in 
which the agreement is closed 

etire to record center 
sufficient 11 cutoff to 
meet program business neees-c., 
Destroy six years after cutoff. 
(NARA Job No. NI-207-04-3, 
item 3(a) 
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2225.6 REV-l CHG-
APPENDIX 69 

RECORDS DISPOSITION SCHEDULE 69 

COMMUNITY PLANNING AND DEVELOPMENT RECORDS 

Item 
No. Description of Records Disposition 

Temporary. Cut off at end of 
calendar year in which the 

~-.ai",~eement is closed out. Destroy 
six years a or when no 
longer needed for reference, 
whichever is sooner. (NARA Job 
No. Nl-207-04-3, item 4) 

Final grant reports of the compre-
hensi ing Assistance
 
(Section 701) Pro
 

ecord set of final grant reports, 
date - 81, kept in HUD calendar year III 
Headquarters Libr receives and accepts delivera 

d place in an inactive file. 
Trans e st five-year block 
of inactive files to tional 
Archives every six years. (N 
Job No. Nl-207-04-3, item 3(d) 

PERMANENT. Cut off at end of 
calendar year in which HUD 

_~ ......' ~esand accepts deliverables 
and place in an . . lIe. 
Transfer oldest five-year block 
of inactive files to the National 
Archives every six years. (NARA 
Job No. Nl-207-04-3, item 3(d) 
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2225.6 REV-l CHG-
APPENDIX 69 

RECORDS DISPOSITION SCHEDULE 69 

COMMUNITY PLANNING AND DEVELOPMENT RECORDS 

Item 
No. Description of Records Disposition 

Financial accounting files relating to 
D grant programs and maintained 

By t e dquarters Office of Finance 
And Account! d/or by the 
Regional Accounting ... on. 

a.	 Accountable Officers' files. 

b. Memoranda	 or extra copies of Use General Records c 
accountable officers' returns. 6, item lb. 

6.	 Case files on appeals and civil cases 
filed under the URA or HCD Act. 
Records documenting appeals and 
Civil cases filed under the uniform 
Relocation Assistance and Real Property 
Acquisition Act of 1970, as amended 
(URA) or section 104(d) of the Housing 
and Community Development Act of 1974, 
as amended (HCD Act). Includes appeal 
requests, HUD determinations, 
documentation of any possible financial 
relief notifications of rights, litigation 
files and related documentation. 

(a) Appeals	 Temporary. AfterHUD's 
decision on appeal, retire 1 
year after resolution or final 
payment (if any) or anytime 
thereafter volume warrants. 
Destroy 6 years after HUD's 
Decision on appeal. (NARA 
Job No. Nl-207-07-1, item 
6 (a) 
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2225.6 REV-l CHG-
APPENDIX 69 

RECORDS DISPOSITION SCHEDULE 69 

COMMUNITY PLANNING AND DEVELOPMENT RECORDS 

Item 
No. Description of Records Disposition 

(b) Civil Cases	 Temporary. Retire 1 year after 
court ruling, settlement, and/or 
all payments are made (if required), 
or anytime thereafter volume 
warrants. Destroy 6 years after 
court ruling. (NARA Job No. Nl-
207-07-1, item 6 (b) 

Electronic Copies. Electronic version of records created by electronic mail 
d/or word processing applications for the series contained in this schedule 

(Eco ic Development Initiative Targeted Grant records). 

a.	 Copies that ha 0 further administra- Temporary. Delete within 180 
tive value after the re dkeeping copy days after the recordkeeping 
is made. Includes copies m . tained copy has been produced. 
by individuals in personal files, (NARA Job No. NI-207-02-2, 
personal electronic mail directories, . em 6a.) 

b.	 Copies used for dissemination, Temporar 
revision,	 or updating is complete. dissemination, re . .on, or 

updating is complete. 
Job No. NI-207-02-2, item 6b. 

9-2
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222S.6.REV-1 CHG-14 
.APPENDIX 69 

RECORDS DISPOSITION SCHEDULE 69
 

COMMUNITY PLANNING AND DEVELOPMENT RECORDS
 

Item 
No. Descriptlon of Records Disposition 

Community Planning .and Devel-
ment automated systems

an he related documen-
tation ired to service 
them. 

a. Newly	 Prepare Standard Form 
.automated systems 115, Request for Records 
not cover~d in this Disposition Authority,to
Records Disposition over new automated 
Schedule. . sy m. Submit through

CPD's a Systems and 
Statistics 'vision to th~ 
Departmental Re ds 
Management Off·icer. 
Attach a copy of the 
layout and the glossary
terms/general purpose
format. (NARA Job NC1 
207-79-6,· item 8a) 

.The following automated 
stem is "permanent." 

(1) ilitation Lpan~
and	 G ts System
(R84) . 

(a)	 System documen- Transfer a 
tation, includ- opy to.the National 
ing a copy of . . 'ves, together with 
the record lay- a copy the current 
out and g16ssary master file. (NARA
terms. Job NCl-207-79-

item	 8b (1) (a))', 

10/95	 9-3
 



2225.6 REV-I CHG-14 
APPENDIX 69 

RECORDS DISPOSITION SCHEDULE 69 

COMMUNITY PLANNING AND DEVELOPMENT RECORDS 

Item 
No. Description of Records Disposition 

stem docurnen- Destroy 3 years after 
tat~o . tained system is eliminated from 
by HUD, inclu 1 ,u----~·nventoryof active 
all technical doc- syst NARA Job 
uments identified 207-79-6,
in HUD's ADP 
Documentation 
Standards Manual. 

Input Documents. Destroy after data has 
Cop forms been entered into the 
and reports 1 system and verified. 
tended to serve u~~-·~ob ~Cl-207-79-6,
solely as inputs item 8b(l)·
to the system. 

Input Documents. Destroy in accordance with 
Do s that relevant instructions in . 
part of of 1 this schedule. (NARA job~o~~ _ 

record files 7-79-6, item covered 
covered elsewhere 8b (l) (d) ) 
in this schedule. 

ocessing Files.· Scratch after third update
Initia , cycle. (NARA Job NC1- 2 07,-
diate or Valid 
Transaction Data. 

ocessing Files. Apply provisions of 
Publica 1 General Records Schedule 

oPrint Files. ems 20 and 2l. 

10/95
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2225.6 REV-l CHG-14 
APPENDIX 69 

RECORDS DISPOSITION SCHEDULE 69 

COMMUNITY PLANNING AND DEVELOPMENT RECORDS 

Item 
No. Description of Records Disposition 

Transfer a copy-of the 
current master to the 

--~=tional Archives immedi-
ately a ure updates
on an annual basls. 
Job NCl-207-79-6, item 
8b(1) (g)) 

Master files 
reta' in HUD 
tape library. 

after third update
Destroy final ver-
master 3 years

a stem is eliminated 
from inven of active 
systems. - (NARA Jo 
207-79-6, item 8b(1) (h)) 

1--..r:::.--LintOuts 
o t he r "o,,"""--.uLf-
reports. 

Destroy when superseded,
obsolete, or no longer

for administrative 
or reference . es. 
(NARA Job NCl-207-79-6,
item 8b (1) (i)) 

c. DEVELOPMENT GRANT RECORDS 

The following Automa
 
Systems are "Disposable."
 

Community Development
k Grant (CDBG)

Discre' ary Balance 
Study System, 75 (C29). 

Discretionary
Study System,

(C30 . 

10/95 11 



2225.6 REV-I CHG-14 
APPENDIX 69 

RECORDS DISPOSITION SCHEDULE 69 

COMMUNITY PLANNING AND DEVELOPMENT GRANT RECORDS 

Item 
No. tion of Records Disposition 

CDBG	 Discretionary
Grants System (C20). 

(4 ) 
etermination
 
stem (D98) ..
 

. (5)	 CD G Funding Survey

Sy tern (C1S).
 

(6) Grantee 
Perf	 rmance System

(C21) .
 

(7)	 CDBG 

(8)	 CDBG Pro ram Evaluation
 
.Sys tem ( 16).
 

(9)	 Comprehen ive Planning

Assistance Data
 
System (CP S) (C23) .
 

(10)	 Comprehensiv Planning

Fund Allocat on
 
System (C10).
 

(11)	 Land Acquisiti nl 
Relocation	 Syst m
 
(LARS) (C12).
 

(12)	 CDBG Entitlement
 
Determination
 
System (C13).
 

10/95
12 
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2225.6	 REV-I CBG-14 
APPENDIX 69 

RECORDS DISPOSITION SCHEDULE 69 

COMMUNITY PLANNING AND DEVELOPMENT GRANT RECORDS 

Item 
No. of Records Disposition 

CDBG Housing Assistance 
Plan System (HAPS-1976)
(C25) . 

(14)	 Rehabilitation Section 
12	 Returned Loan 
alysis System (C31). 

(15)	 CD G Discretionary

App ications Analysis

Syst m.
 

(16)	 iscretionary

Balanc Study

System, 1977 (C32).
 

(17)	 CDBG Ent~tlement
 
Applicati ns
 
Analysis S stem ..
 

(18)	 Community pr nning

and Developm t
 
(CPD)	 .Program
Assignment
System (C27). 

(19)	 CPD Workload
 
Indicators' Syste

(C22) .
 

(20)	 .Comprehensive

Planning Assistance
 
Directory System (C1
 

10/95	 13
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2225.6	 REV-I CHG-I4 
APPENDIX 69 

RECORDS DISPOSITION SCHEDULE 69
 

CO~ITY PLANNING AND DEVELOPMENT GRANT RECORDS
 

Item 
No. Description of Records 

Open Space System. 

(22) an Development
Act	 n Grant (UDAG)

lysis 

(23)	 Water and 
System. 

Disposition instructions 
.systems are: 

System documen- . 
tion maintained· 

by including
all techn' 1 doc-
uments identi 
in HUD's ADP 
Documentation 
Standards Manual. 

n ut DocUments 
Copies 0 

and reports in-
tended to serve 
solely as inputs
to the system. 

14
 

Disposition 

hese 

Retire to Federal Recordi 
Center.1 year after system
is eliminated from 
inventory of active 
systems, or any time after 
llchevent that volume 

war ts. Destroy 3 years 
·after sy m is eliminated 
from invento f active 
systems. (NARA Jo C1-
207-79 ~6, item 8c (a) ). 

Destroy	 after data has 
een entered into system

and verl 1 Job 
NCl-2077-79-6, item 8c(b» 

10/95
 



2225.6 REV-I CHG-35 
APPENDIX 69 

RECORDS. DISPOSITION SCHEDULE 69' 

COMMUNITY PLANNING AND DEVELOPENT GRANT RECORDS 

Item 
No. Description of Records 

()	 Input Documents. 
Documents that 
are part of 

ficial record" 
fi e~ covered 
els here in this 
sched Ie. 

(d)	 Processi Files. 

(e)	 Master File. 
Operational pro-

.cessing mode. . 

(f)	 Master File. 
System elimi-
nated from HUD's 
inventory of 
active systems. 

(g)	 Printouts and 
output reports. 

9. RESERVED. 

Disposition 

Destroy in accordance 
with relevant instructions 
in this' schedule. (NARA
Job NCI-207-79-6, item 
8c (c) 

Scratch after third update
cycle. (NARA Job NCl-207-
79-6, item 8c(d)) 

Scratch after third update.
cycle. (N~ Job NCl-207-
79-6, item 8c(e)) 

etire to Federal Records 
Ce ter with system docu-
men ation. Destroy 3 
years after system's
elimin tion from inventory
of acti systems. (NARA
Job NCl-.2 7-79-,6, item 
8c(f)) 

Destroy when s or 
obsolete, or no onger
needed for admini trative 
or refencepurpose
(NARA Job 207 -79 -6, .tern 
8c(g)) 

5/97	 15
 




