“ v REQUEST FOR AUTHORITY
TO DISPOSE OF RECORDS

(See Instructions on Reverse)

| Jdawo

. LEAVE BLANK

DATE RECEIVED JOB NO.

MAR 5 W75

TO: GENERAL SERVICES ADMINISTRATION
NATIONAL ARCHIVES AND RECORDS SERVICE, WASHINGTON DC 20408

NC-207-75-2

NOTIFICATION TO AGENCY

1. FROM (AGENCY OR ESTABLISHMENT)

Department of Housing and Urban Development
2. MAJOR SUBDIVISION

In accordance with the provisions of 44 U.S.C. 3303a the dis-
_| posal request, including amendments, is approved except for
items that may be stamped ‘‘disposal not approved'’ or ‘‘with-

Office of Inspector General

3. MINOR SUBDIVISION
Office of Audit

4. NAME OF PERSON WITH WHOM TO CONFER
William M,

5. TEL. EXT.

138 56383

Stunder

drawn’' in column 10.

/2- 25~7f&;m G haetd

6. CERTIFICATE OF AGENCY REPRESENTATIVE

(Date)

A ch:v:st of the Umted States

1

A 74

| rflby certify that | am authorized to act for this agency in matters pertaining to the disposal of the agency’s records; that the records proposed for disposal in this Request of

page(s) are not now needed for the business of this agency or will not be needed after the retention periods specified.

19 FEB 1975 WM\}/ % M—ﬂu

Records Officer, HUD

Date

(Slgnature of Agency Representatl )

(Title)

7.
ITEM NO.

8. DESCRIPTION OF ITEM
(With Inclusive Dates or Retention Periods)

9.
10.
SAMPLE OR
108 NO. ACTION TAKEN

-1\

15

Audit Records

This revised schedule supersedes the following audit
schedules of the Department.,

1. Housing and Home FFinance Agency -~ Office of the

Administrator Audit Schedule approved on June 2, 196l

under National Archives Job NN 16L-169.

Job NN 168-37.
3. Public Housing Administration Schedule for Records
Relating to Internal Audit Functions approved on
‘February 27, 196L under National Archives Job
NN 16L-96.
L4, Public Housing Administration Schedule for Recards
Relating to Fiscal Audit Branch Functions approved
oh January 28, 1966 under National Archives Jab
NN 166-110.

Federal Housing Administration Audit Records Scheduled
approved on October 30, 1967 under National Archives

Copy Yo Hloite 3’5'?@
13315

AR “Romge. D sperniol of Trenil Thasgico] 480

115-106

Revised January 1973

Prescribed by General Services
Administration

FPMR (41 CFR) 101~11.4



Iteﬁ
No.

Description of Records

1.

2.

Policy and Procedure Records consisting
of memoranda, manual releases, basic
delegations of authority, and written
instructions documenting and interpretirig
policy, procedures, standards and
organization of the Office of Inspector
General. The official file is maintained
in Headquarters.

a. Headquarters Office Files.
(average 1 cu. ft. per year)

b. Regional Office Files.

Working Papers including basic
information on the entity audited,
documentation of work performed
during an audit, and back-up
material is support of audit
findings, conclusions, and
recommendations. Working papers
for each audit consist of a current
file and, if applicable, a

. J
iy P
P iles consisting of
basic information needed in
subsequent examinations of the
same entity: history, policy,
procedures, organization, financing,
and location of activities of the
entity to be audited.

Ae

(1) Internal Audits

(a) Recurring Audits

Disgosition

PERMANENT. Transfer to

the Federal Records

Center 3 years after

material is superseded

or becomes obsolete.

Offer to National .
Archives 1 years after anolruol
tranafervio avpaadech O
oV, .

Transfer to the Federal

Records Center 3 years

after material is

superseded or becomes

obsolete. Destroy .
yoars after date—of- roXiiwols
transferr o asmppieschodh OV
olranloiy, .

Retain until final audit
is made or activity or
program is discontinued.
Transfer to the Federal
Records Center 1 year



Item
NO.

Description of Records

(b) Other Audits

Disgosition

later provided all

required actions on the

last or final audit report
have been taken. Destroy Y
% years after ﬂerba—af—-o-u.a
QPMM

ot Jurat, owadiie oyt
Retain for 3 years after the
date of the audit report.
Transfer to the Federal
Records Center, provided:
(i) All actions on report
have been taken and

(ii) No audits provided

for in the Annual Plan

for the year in which the

3 year retention period
elapses. Destroy & years .
after date of %raaeferv

(2) External Audits

Current Files containing
correspondence, documents, analyses of
accounts and records, financial
statements and supporting schedules,
records of interviews, minutes of
conferences, and back-up material
which evidence the work done during
the audit and support audit
conclusions, opinions and findings.
These files contain the basic
material from which the audit report
is prepared.

(1) Internal Audits

(a) Recurring Audits

(b) Other Audits

Retain until final audit

is made. Transfer to the
Federal.Records Center 1
year after required actions
on the final report have
been satisfactorily taken.
Destroy “¥ years after dete-

Retain most recent current

file until issuance of report

on succeding audit., Then

transfer to Federal Records

Center. Destroy 3 years

after date—ef-tmansfUruaaintnie,
on e R

Retain for 1 year after '

all reqired actions on the


http:aftefep.OI

®
Item

No. Description of Records

(2) External Audits

(a) Cycle Audits

(b) Final and Request Audits

3., Audit Report Follow-Up Files including
copies of the audit report and all
correspondence pertaining to actions
taken on audit report findings and
recommendations.

a. Recurring Audits (Internal) and
Cycle Audits (External)

b. All Other Audits (Internal) and
Final and Request Audits
(External)

-5 -

Disgosition

internal audit have been

satisfactorily taken. Then

transfer to Federal Records

Center. Destroy § Yyears

after date-ef-branstenry

)‘W m ﬂ‘m‘

ok, owsdide. n;¢s*:.Qg&&ia?\hlﬁb
SN

Retain most recent current

file until issuance of

report on succeeding audit.

Then transfer file for the

prior audit to the Federal

Records Center. Destroy & %

years after da%e—oﬂ-&nanaﬁan.

Aneromits ofy Noqonid. o

Retain for 1 year after ai&?"‘*b
required actions on the

final audit report have

been satisfactorily taken.

Then transfer to the Federal
Records Center. Destroy ¥ 4
years after date—uf-erunafegv

°"L gu&Aiﬁ*} JﬂmftmNﬁl
fa-cyduu-4}1~ﬂJtﬁ*04A° Foolon.

Transfer to the Federal

Records Center after completion
of subsequent audit, provided
the audit findings have

either been satisfactorily
resolved or all open

findings have been

incorporated into the
subsequent audit report.
Destroy 3 years a fter

v ok
nanlrhnlbaﬂhnk, Cumgiuk, pIe ‘
oeue, can iAo ek .

Retain for 1 year after all
findings have been satisfaczo
torily resolved. Then
transfer to Federal,Records
Genter. Destroy ¥ Years
after date—of tranefens

G'. ™ .PJ\M,M

oy Q Ry P VOGN F Y N



Ttem

‘ .

Temporary
files wherein documents, correspondence

an up-coming audit are filed on a day-

No. Description of Records

L, Audit Contract File consisting of
conformed copies of contracts and
agreements, project summaries, prior
approval authorizations, approved
budgets, notices of start of
operations.

5. Audit Correspondence Files.
and other pertinent data of use in
to-day basis,

6.

Audit Case Files - Headquarters

Copies of the audit report issued in

the field and all related correspondence
received in or generated by Headquarters.

a. Cycle Audits (External)
b. Final and Request Audits (External)

¢. Recurring Audits (Internal)

d. All Other Audits (Internal)

e. EXCEPTION:

Disposition

Retain until final audit
is made. Transfer to
Federal Records Center
when all actions on the
final audit report have
been satisfactorily taken.
Destroy 3 years after dete
of-transfer. oRR oveiKeve O
ispose of material in
file after each audit is
completed either by
destruction or by transfer
to current or permanent
files as appropriate.

Destroy upon recépt of new
audit case file.

Destroy 1 year after date
of report.

Destroy upon receipt of
new audit case file.

Destroy 1 year after all
action satisfactorily taken
on audit findings.

Each year, prior to transfer to the Federal Records Center,

a representative sampling of audit case files (working papers, audit
report follow-up file and audit contract file) are selected for

retention in the National Archives.

The sample should consist of no

more than five cases per year selected by the Office of Audit and the
Records Officer and should adequately reflect the classes of audits

performed.

Cases selected should balance the successes and féAlures of the program
or operation audited. There should be a judicious selection of big and
small audits disclosing ordinary and extraordinary problems. Cases
should also be chosen for the illustration of significant findings and
their effect on policy.

The cases are retired separately from other records (i.e., in separate
boxes) and listed at the end of Standard Form 135, Records Transmittal
and Receipt. They are to be offered to the National Archives 15 years
after date of record.

- —6-
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Item
No.

Description of Records

7.

Item 6 is applicable only to the case

files maintained in the Records and

Information Divisioni Headquarters.

GAO Audit Report Files. This file
contains a copy of draft, letter and
published GAO reports and inquiries
and all material and correspondence
relating to HUD's review, replies to
and actions on GAO findings, and
statements required by OMB Circular
A-50. (average 1 cu. ft. per year)

Disposition

PERMANENT. Transfer to
Federal Records Center

5 years after all required
actions have been taken.
Offer to National Archives
15 years after date of
record.



i
B
=
(4]

. : Description of Records

bt
.

Policy and Procedure Records

Memoranda, manual releases, basic delegations

\ of authority, and written instructions docu-

stendards and organization of the 0ffice of
Audit, Office of Inspector General. The
icial file is maintained at the Central

Offixe level.

2. Working Papers

Basic information on the entity au

(permanent file), documentation gf work

narformad dorirs :
material in support &§f audit/ findings,
conclusions, and recommendations. Working
papers for each audit cgngist of a current

file and, if applicabile, a permanent file.

a. Permanent File

Basic informatioA needed in subskquent exa-

minations of ¥he same entity: hist
policy, profedures, organization, fi
and locafion of activities of the enti

be audited.

Federa}) Records

Centgdr 3 years ziter

material is super-
eded or becomes

obsolete.

Destroy 5 years afie:

date of transfer.

(1)/ Internal Audits mage or activity or progran

: (a) Recurring Audits

Center

Yyear later provide:

all required actions on the
last or final audit revort

have been taken.

Destroy 3 years after date



(b) Other audits Ret:ig/for 3 years
T

aftdr the date of ths
udit report. Trans-
fer to Federal Record
Center, provided:

(i) £11 actions on
report have been take
and

(ii) No audits pro-
vided for in the
Annual Plan for the
year in which the 3
Year retention period

elapses.

Destroy 3 years after

date of transfer.

(2) Externdl Audits Retain until final

andit is made. Trans-
fe; to the Federal

1 yearJafter
required\actions on
the final keport have

been satisfac grily

taken.

Destroy 3 years after

date of transfer



. . :

b, ::;?Rpt Files
Correspon;:;h

and records, fin

, documents, gnalyses of accounts

cial spatements and supporting

N

schedules, records of)}interviews, minutes of con-

i ¥

ferences, and backrup material which evidence the

the audit an¥ support audit con-
clusions, opinions and findings. ese files con-

tain the Basic material from which the sudit report

is prepared.

/



(1) Internal Audits ///

(a) Recurring Audits Retain most recent

current file until
issvance of report
on succeeding audit.
Then transfer to

Federal Records Center

Destroy 3 years after

date of transfer.

(b) Other Audits Retain for 1 year

after all required

actions on the interna

satisfactorily taken.
Then transfer to Fed-

ral Records Center.

Des‘ify'3 years after

date transfer.

(2)

External Audits

2/Xa) Cyvcle Audits Retain most\recent

11
\

issuance of report on

current file

succeeding audit. Then

transfer file for the



prior audit to the

Federal Records Cente:

Destroy 3 years after
date of transfer.

(b)  Final and\Request sudits Retain for 1 year

after all required
actions on the final
audit report have beer
satisfactorily taken.
Then transfer to

Federal Records Cente:x

Degtroy 3 years after

date of transfer.

3 Audit Report Follow--Up Files

Copies of the audit repgrt and all
correspondence pertaining to actions
taken on audit repoft findings and
recommendations.

a. Recurring:Aidits (Internal) Transfer to the Fed~

Cycle Audgis (External) eral Recoxds Center

// . after com?létion of
subsequent audit,
provided the audit
findings have either
been satisfactorily

resolved or all



open findings have
been incorporated int«

the subgequent zudit

report.

Destroy 3 years after

date of transfer.

b. All Other Audits (Internal) tain for 1 year

after all findings

Final and Request Audits (External)
\ have been satisfac-
torily resolved. Then
transfer to Federal

Records Center.

Destroy 3 years after
date of transfer.

L. Audit Contract File

Conformed copies of cofttracts and Retain until final

agreements, prcject Summaries, prior andit made. Transfer

approval authorizations, approved to Federal Records
budgets, notices/Zf start of operations. Center\when all acuior
| on the final audit re-
port have been satis-

factorily taken.

Destroy 3 years after

date of transfer.



6.

‘Note:

b. “..

Audit Correcpondence Files

Temporary files wherein documents, corres- Dispose of material

cnce and other pertinent data of use in  in file after each
an up-chpning audit are filed on a day-to- audit i§ completed
day basis. either by destruction
or’ by transfer to

current or permanent

file as appropriate.

Audit Case Files-Headauarvers

Copies of the audit report 1s§p d _in the

field and all related corrnspon ence re-

ceived in or generated by Hea ua;Zéf .

/

a. Cvele audits (Bxternal)

of new audit case file

b. Final and Request Audits (External) stroy 1 year after

dateNof report. -

¢. Recurring Audits (Anternaﬁ), - Destroy\upon receipt

of new audit case file

d. All Other Audits (Internal) Destroy 1 year after

/

t
all action satisfac-
torily taken on audit

findings.

Item 6 is applicable only to the case

files maintained in the Records and

Inforwation Division, Central Office




EXCEPIION: Bach yzar, prior to transier 7o the Federal Records Center, a rep-

resentative sampling Wi audii case files (working apers, audit report follow-up

file and audit contract ¥ ¢ or retention in the National Archives.
The sample should consisi of ivé cases per Region (may be less)

and the Central 0ffice.

Cases selected should balance both the/successes and failures of the program

or operation audited. There should Pe a judicious selection of tig and small
andits disclosing ordinary and e ems . Cases should

also bz chosen for the illustration of sigﬁificant findings, their effect on
policy and the new administrgtive, social, political, and legal problems they

engender.

These cases are retired separately from other records (i.e.. in separate boxes)

and listed at the eny of Standard Form 135, Records Transmittal and Receipt.

- 10 -
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GAO Auddit Report Files

This file centains a copy of draft, letlter
and published GAQ reports %zi/inquiries
P

and all materials and correépondence re-
lating to HUD's review, /®Replies to and
action on GAO findings, and statements

required by OMB CArcular A-50,

- 11 -

Retain 5 years after
all required actions
have been taken. Then
transfer to Federal

Records Center.

Destroy 3 years after

date of transfer,



