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(See Instructions on reverse)

“ LEAVE BLANK (NARA use only)

Ju - NUMBER
NVI-ToF -10-L

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

DATE RECEIVED

3//9./2010

1 FROM (Agency or establishment)
Department of Housing and Urban Development

NOTIFICATION Td AGENCY

2 MAJOR SUBDIVISION
Field Policy and Management

3 MINOR SUBDIVISION

In accordance with the provisions of 44

U S C 3303a the disposition request,
including amendments, 13 approved except
for items that may be marked "disposition
not approved” or "withdrawn” in column 10

4 NAME OF PERSON WITH WHOM TO CONFER

Pauline Grant, Mgmt. Analyst

5 TELEPHONE
202 402-7297

DATE

ot

ARCHIVIST OF THNE UNITED STATES

6 AGENCY CERTIFICATION

| hereby certify that | am authonzed to act for this agency in matters pertaining to the disposition of its records
and that the records proposed for disposal on the attached
of this agency or will not be needed after the retention periods specified, and that wntten concurrence from
the General Accounting Office, under the provisions of Title 8 of the GAQO Manual for Guidance of Federal

Agencies,

E 18 not/r]eqmred;

D is attached; or D has

Ve B, ]

been requested.

page(s) are not now needed for the business

DATE

plzle]

NG, RESENTATIVE TITLE

3

IG RE O

Carmeljta Bridges

Departmental Records Officer

N

7
ITEM
NO

8 DESCRIPTION OF ITEM AND PROPOSED DISPOSITION

9 GRS OR
SUPERSEDED
JOB CITATION

10 ACTION
TAKEN (NARA
USE ONLY)

SCHEDULE 17, FIELD POLICY MANAGEMENT

The Department of Housing and Urban
Development, (HUD) is submitting a new record
schedule, Schedule 17, Field Policy Management]
which is to be added to our handbook, 2225.6,
HUD Records Disposition Schedules, for q

pod

/1 [0F

approval. These descriptions of records and
disposition instructions for Schedule 17,
Field Policy Management will provide
descriptions of records and disposition
instructions for this new record schedule.

See the attached descriptions of records and

disposition instructions for Schedule 17, Fiel

Policy Management for your approval.

TOoffice of the I

Offfice of Fiedd
Management

VI V\)aw )

Policy

(‘3\2 oS

Office of Gener
(OGC)

General, (OIG

)

al” Counsel,

ector

115-109

NSN 7540-00-634-4064
PREVIOUS EDITION NOT USABLE

STANDARD FORM 115 (REV

rescnggd

B

1228




«225.6 REV -1 CHG
APPENDIX 17

HUD RECORDS DISPOSITION SCHEDULE 17

OFFICE OF FIELD POLICY AND MANAGEMENT

This schedule provides descriptions and disposition instructions for the records created
by the Department of Housing and Urban Development (HUD) Field Policy and
Management Staff The Office of Field Policy and Management (FPM) coordinate
admunistrative and cross-program efforts with a team of 10 Regional and 70 Field
Offices It provides management and oversight for Regional and Field Office Directors
FPM communicates priorities and policies of the Secretary to these managers and ensures
the effective pursuit of the Secretary’s initiatives and other special projects In addition,
the Office ensures that critical field program delivery issues are addressed and program
impacts and customer service at the local level are addressed

The Office of Field Policy and Management 1s concerned with management and
administrative functions 1n the local field offices Some of FPM’s cross-cutting priorities

arc

v' Increase Minority Homeownership,
v" End Chronic Homelessness, and
v Support Faith-Based and Community Initiatives Orgamzations

Item No.

1

Description of Record

Planning Files: Contains files related to the
management and strategic planning of FPM
The documents include copies of the
Presidential Management Agenda, the
Regional Management Plans and supporting
materials

Correspondence Contains responses to
inquiries about Regional and Field Offices
Activities from Congressional members,
federal agencies and the public

Program Subject Files: Contains various
responses, inquiries, memos, booklets and
other related materials by Program Area

a Substantive records which may
include 1nternal memoranda, meeting
notes, minutes and agendas,
interagency and internal or one year

Disposition

Temporary. Cut off files at
the end of calendar year upon
approval of planning
document Retire to Records
Center 2 years after cut off
Destroy 3 years after cut off

Temporary. Cut off at end
of calendar year Retire to
Record Center 1 year after
cut off Destroy 2 years after
cut off

Permanent. Break files
annually. Retire to Federal
Records Center 3 years after
file break, or one year after
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APPENDIX 17
HUD RECORDS DISPOSITION SCHEDULE 17
OFFICE OF FIELD POLICY AND MANAGEMENT
Item No. Description of Record Disposition
after correspondence not tracked incumbent leaves office,
through the Executive Secretarnat, whichever 1s sooner Transfer
notes of conversations, routing slips  to National Archives 5 years
with substantive tasking, internal after break or 3 years after
reports, briefing matenals, drafts and  incumbent leaves office,
proposals for new programs, whichever 1s sooner
speeches, termination of functions, (Covered by N1-207-95-1,
decisions and recommendations, Item 1b, but requesting
agreements, memorandums of media neutral)

understanding, and studies

b Non-substantive records whichmay  Temporary Cut off files at

include copies of correspondence the end of calendar year
tracked through the Execuitive Retire to Records Center 2
Secretariat, extra copies of years after cut off Destroy 3
publications and news releases, travel years after cut off (Covered
plans, personnel matters, routine by N1-207-95-1, Item 1b, but
invitations to speak and replies, requesting media neutral)

routine and facilitative
correspondence of a non-substantive
nature and other records that do not
document substantive policies and
procedures of the office

4 TFravel-Contains-materrals-collected-te Fempeorary—Cut-offafter
facilttate-travel for the-Assistant Deputy calendar-year—Retire-to
Secretary-such-as-maps;-directions; Record Centerafter3-years-

rreeting/conterenceschedules—Adsetneludes  Destroy-when-6-years-old
travel receipts-and-other supperting-matertals  (GRS9, Item 3a)

5 Personnel Correspondence-Files: Tempeorary—Destroy-when
Cerrespondence;-reports-and-otherrecords 3-years-old- (GRS, Item 3)

2 Rev 4
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APPENDIX 17

HUD RECORDS DISPOSITION SCHEDULE 17

OFFICE OF FIELD POLICY AND MANAGEMENT

Description of Record

Equal Employment Opportunity Reeords:

Disposition

Femporary—Destroy-4-years

QﬁaaHQ%mmﬂaﬁe&Gemp}&mFGaseﬂesaﬁer—rese}u%m&theas&

\dmini e Cri Files R |
relatingto-grievancestaised-by-ageney

(GRS, Item 25a)

Femporary—Destroy1-vear
afterresolution-ofcase-

(GRS, Item 25b)

TFemperary—Destroy2

years-after-final reselution-of
ease- (GRS1, Item 25¢)

Femperary—Destroy-ne
soener-than4-years-butne

later-than7years-aftercaseis
elesed- (GRS, Item 30a)

TemporaryDestroyno
sooner-than4-years-but-ne

laterthan7-years-aftercases
elesed- (GRSI, Item 30b)

FemporaryDestroy-when2
years-old (GRSS, Item 1)

Rev 4
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APPENDIX 17

HUD RECORDS DISPOSITION SCHEDULE 17
OFFICE OF FIELD POLICY AND MANAGEMENT

Description of Record Disposition

filesrelating to-agency-pohey-and
procedures-mamtarnednformally
organized-budgetoffices
Budget- Werking Papers—Coststatements; Tempeorary—Destroy-lyear
rough-data-and-stmHar materials after-the-elose-of thefiseal

budget-estimatesyineluding-dupheatesof (GRSS, Item 2)

Eleetronic Reeords-that suppert Femporary—Deletefrom-the
\ dmini ol 1 ineE ions: | ]

Deocuments-such-asletters;memoranda; no-longerneededforupdating
reports;-handbooks;-directrves-and-manuals  errevaston- (GRS20, Item 13)

Eleetronie Spreadsheets—Spreadsheets  TFemporary Cut-off-Lyear
generated-to-suppertadmnistrative  afterthe-eclose-ofcalendar
funetions-orgenerated-by-anindrvadualas  year—Delete-when-ne-longer

needed-to-update-or produce
hard-eopy (GRS20, Item 15)

4 Rev 4





