REQUEST FOR RECORD‘POSITION AUTHORITY B LEAVE BLANK

= Rt wved YN 7T Y

(See Instruct n reverse) JOB NO

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

NU-201-74 -3

1. FROM (AGENCY OR ESTABLISHMENT)
Department of Housing and Urban Development

™May 16, 1119

2. MAJOR SuB

Single Family Housing

NOTIFICATON TO AGENCY

oivision Housing, Deputy Assistant Secretary--

3. MINOR SUBDIVISION

Office of Single Family Housing

4. NAME OF PERSON WITH WHOM TO CONFER 5. TEL EXT. 4 N
William A. Rolfe, Director,.Single [- 480 hu,(ﬂ
Fami ]y Insured Housi ng Division 755~6887 Date Archivist of the United States

In accordance with the provisions of 44 U.S C 3303a the disposa! re-
quest, including amendments, is approved except for items that may
be stamped "“‘disposal not approved” or “withdrawn” in column 10.

6. CERTIFICATE OF AGENCY REPRESENTATIVE:

| hereby certify that | am authorized to act for-this agency in matters pertaining to the disposal of the agency's records;

that the
this age

records proposed for disposal in this Request of
ncy or will not be needed qfter the retention periods specufied.

[(J A Request for immediate disposal.

page(s) are not now needed for the business of

xlB Request for disposal after a specified period of tlme or request for permanent
ret

. T
C. DATE /6 SIGNATYRE OF Y REPRESENTATIVE E. TITLE
6{%9/”)( H&L Departmental Records Management Officer
=) ‘ 9.
ITEM NO } U With Inciusive Dates or Retention Periods) SAMPLE OR ACTION TAKEN
Records Disposition Schedule 20
‘Single Family Home Mortgage Insurance Program
This schedule provides disposition instructions for all
Departmental records relating to HUD's single family home
mortgage insurance programs.
The program responsibilities are outlined in Handbook
1130.1 Rev., Organization: Assistant SEcretary for
Housing--Federal Housing Commissioner, pp. 61-64 (Attached)
dated 11/78 and Handbook 1171.1 Rev. 2, Area Office
Organization, pp. 3-16 through 3-19, dated 1/78.
/ .
5[? Qe \L S’ D) 96 s
115-107 STANDARD FORM 115

Revised April, 1975

Prescribed by General Services
Administration

FPMR (41 CFR) 101-114
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Request for Records Disposition Authority— Continuation JOB NO. PAGE OF
7. 8. DESCRIPTION OF ITEM S 10.
ITEM NO (With Inclusive Dates or Retention Penods) SzggLEOOR ACTION TAKEN

This schedule supersedes the following NARS jobs covering
items formerly carried in HUD Records Schedule 1, Area
and Insuring Office Records:

NN-167-116, Approved June 16, 1967

NN-169-93, " June 12, 1970
NN-169-107, " June 12, 1970
NN-169-126, " June 12, 1970
NN-169-112, " June 30, 1970
NN-175-125, " March 31, 1971
NC-207-76-1 " Jan. 28, 1976

It also supersedes NARS Job No. NN 170-25, approved
6/12/70, and NN-167-89, approved April 12, 1967.

See conversion table below:

115-203 Four copies, including original, to be submitted to the National Archives STANDARD FORM 115-A
Revised July 1974
Prescribed by General Services
Administration
Daan

LA a7 Y &70-907 [ {44 ACOL 4ne aa 2
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Request for Records Disposition Authority — Continuation 108 NO. PAGE OF
TEM NO. With |n:iur:.sfca§:;:|3‘agzn'xT.sr:A Perods) . STSSLSOOR ACT‘O:‘O'TA"E“
CONVERSION TABLE | Oee &0@7 C@ms ¥4 WWW
NEW HUD HUD HUD HUD mew,d * 'F//{@j
SCHED. 20 SCHED. 1 SCHED. 17 SCHED. 20
ITEM # ITEM # ITEM # ITEM #
1 1 — 32
2 2
3a&b ’ 3a&b
4 12
- 12-1(deleted-
obsolete)
5 12-2
6 13 .
7 N 16
8 17
9 20
10 21
11 23
12 25
13 26
14 36
15 44
16 45
17 T 46
- 18 54
19 10
20 . 9
21 New Item ’
22 lléy ltem
23 New Item
24 New Item
25 New Item
26 'New Item -
27 New Item
28a&b Systems (New Item)
29 System (New Item)
115-203 Four coples, Including original, 1o be gubmitted o the Notional Archivos  STANDARD FORM 115-A

Revised Julv 1974
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Appendix 20

Records Disposition Schedule 20

SINGLE FAMILY HOME MORTGAGE INSURANCE PROGRAM RECORDS

This schedule provides disposition instructions for the Single Family
Home Mortgage Insurance Program records accumulating in Headquarters

and Field Offices.

Some of the records have been previously scheduled

in HUD Records Schedule 1, Area & Insuring Office Records, Schedule 17,
Management Division Records, and Schedule 20, Single Family Home

Mortgage Insurance Records.

Disposition instructions for general

administrative records are found in the Administrative Records

Schedule.

Item No.

Description of Record

* 1,

Single Family Home
Mortgage Insured Case
Files--All programs.,
These are the official
Departmental case binders
sent by HUD Field Offices
to the Headquarters
Records Section, Office
of Administrative
Services, Administration.

Field Office Case

Files (Proposed
Construction Plans,
Description of

Material, and

Inspection Reports).

On propsed construction
cases, these records are
not filed in the insured
case binder, but shall be
retained in the Field
Office or transferred to
Federal Records Center for
disposal after 6 years, to
meet the conditions of the
warranty and Section 518.

§M mJ

Disposition ]?ﬁun

Transfer to Federal / /
Records Center as
soon as possible

calendar vear in - 17/3260)

which endorsed.
Destroy thirty-six
(36) years after the
close of the calendar
year in which
endorsed.

Transfer to Federal
Records Center after 042
final endorsement, or
anytime after final
endorsement that
volume warrants.
Destroy 6 years after
final endorsement.

Page 1
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APPENDIX 20

TYPIMNG GUIDE SHEET

.

RECORDS DISPOSITION SCHEDULE 20

Description of Records

Item No.
* 3.

I JiC S iU G P --

Non-insured Case Binder
.Fi]es

de

Non-insured case
binder files on which
Fee Credits have

been Allowed.
Included in this
category are cases
involving preliminary
rejects, withdrawals,
cancelled and expired
commitments.

Non-insured Cases on
which no Fee Credits
have been Allowed.

(1) Proposed
¢ Construction.

|
(2) Existing
‘  Construction.

SINGLE FAMILY HOME MORTGAGE INSURANCE PROGRAM RECORDS -

Disposition

Destroy after review is
completed by the
official designated to
make an independent
review.

Transfer to Federal
Records Center after .
expiration of
reconsideration period.

_Destroy 2 years after

closing as non-insured.

Destroy 2 months after
expiration or
cancellation of
commitment, as verified
from monthly report of

1/340)

i

| i/5’156'»1)

expired case manifestFna -
Form 707, Report of Expired

Commitments and Rejected
Applications, provided by
Headquarters, Office of

ADP Operations, or 6 month§

451xrnone&yp1ngIJncheltonaghp

% er;g%%$tionﬂﬂ?apptf:-;

cations.

|
’

Page 2
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APPENDIX 20

RECORDS DISPOSITION SCHEDULE 20
SINGLE FAMILY HOME MORTGAGE INSURANCE PROGRAM RECORDS

Item No. Description of Records Disposition

* 4. . Borrower's Complaint Transfer to Federal .

) ~ File. This is a Records Center 1 year

N " . confidential file of after settlement of //2

' borrover's or other complaint or when volume
individual's complaint wiarrants. Destroy 6 years
-correspondence regarding after settlement of
construction complaint.

deficiencies.

5 Unjustifiable Complaints, Destroy from office when //[’Q-—.Q
No Action. This file -1 year old.
contains copies of ' :
complaints (originals are sewys

et to builders), and

correspondence between P
HUD and complainant.

(A cmoare terre e ettt on thas paae)
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APPENDIX 20

CULSE SHFLT

RECORDS DISPOSITION SCHEDULE 20 ;

Item No. Description of Records
* g, - Construction Complaint

; Case History Card File
. “is a record of action

taken or pending on
complaints from
individuals purchasing
homes subject to HUD
insured mortgages.

7. _Reconsideration Status

' . Record Cards. These
cards show processing
action in reconsidered
cases.

8. Case Routing Card Record
File (Compliance
Inspection Register
; oo Card) is a card index
. f serving (1) as a current
: + inventory of all casgs
in process in a unit,
: " (2) as a tickler contro]
; ~for compliance
inspection operations.

| 9. . Docket Transfer Records.
| ; File contains records of
: ’ each transfer, to the
‘closing officer, of
documents executed by
. the commissioner in
! . advance of the actual
settlement and to be
delivered to the buyer
of acquirad property in
exchange for cash
' payment. File includes

! : ' i card index and copies of

. . letters of transmittal

i i in connection with thne
deliveries of such
instruments.

SINGLE FAMILY HOME MORTGAGE INSURANCE PROGRAM RECORDS

TS TR pape) T |

Disposition
Destroy from Field //I3

office aE® 5 years b

Btoun oy
a¥ter date of last oction

Thwceded by RWper SO e
il PR | .

Destroy 3 months after / .
processing actions are /&
complete.

Destroy after rejection
of case, completion of
compliance inspection //7
operations, or c]os1ng
of the case.

Destroy 1 year after
delivery has been made
and reported.

Dana A
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APPENDIX 20

RECORDS DISPOSITION SCHEDULE 20

) " SINGLE FAMILY HOME MORTGAGE INSURANCE PROGRAM RECORDS-
Item No. Description of Records Disposition

. * 7 10. Closed Case Card Record

File consists of insured

. case record cards, FHA
Form 9100.3, Mortgage
Insurance Certificate, and

FHA Form 2086B, Non-Insured

Destroy 2 years éfter 474)/

closing either by
insurance or
non-insurance.

s

. .
7 d et 1 P N iy Ve, e o M ! 8

Wleld st

" Case Card. /

‘11.

" Subdivision Reports

File. This case file is
used for reference and
includes regional land
planning subdividion
file, or information to
facilitate evaluation of

. applications involving

" properties in particular

. subdivisions. Includes

. pertinent information on

" each processed

subdivision including -
sewage disposal methods,
established ratings of

. particular properties,
; mortgage jnsurance
' requirements,

engineering plans,

- off-site escrows,

related correspondence,

. etc. Includes, also,

- general land planning

data for the file as a
whole, such as HUD
requirements for
comnunity water and
sewage systems,
neighborhood cost data

on utilities, streets, and

publications on
principles of planning.

" Destroy when subdivision

covered by the report
has been fully developed
but after first removing
the following items and
placing them in the
tract data information
fi]qawhich is a part of
item 88b(9), Misc.
Valuation Data File:
Exhibits relating to
sewage disposal and

than public systems are
source of service; and
information on flood
areas.

1/23

‘water supply when other

[ TV U

Pane &
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~ APPENDIX 20

{YPING GUIDE SHEET

Item No.

RECORDS DISPOSITION SCHEDULE 20

Description of Records

*

12.

13.

. Housing Market Report

File inciudes copies of
survey reports, sent to
Headquarters, of
economic survey of

. housing needs and

markets.

Technical and

. Miscellaneous Reference
. Files. Maintained to
" facilitate processing

and appraisal of
applications by
providing relevant
available technical,
economic, architectural,
legal and participant

- information. Included

are such files as:

" a.. Participant Files:®

(1) Credit Control
Binders. Case
Files of credit

! data on selected
operative builder
mortgagors.

(2) Quality

Adjustment Récords

i card records of

i ratings given

: individual
building

SINGLE FAMILY HOME MORTGAGE INSURANCE PROGRAM RECORDS

Disposition

Destroy when 5 years
old, or after a new
survey is made.

Destroy when éuperseded
or obsolete.

(Sin mord v, ponyg tnes iett on this page)

!
!
|

Page 6
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APPENDIX 20

. RECORDS DISPOSITION SCHEDULE 20
SINGLE FAMILY HOME MORTGAGE INSURANCE PROGRAM RECORDS

" Item No. Description of Records Disposition

* . (3) Approved
e ; . Mortgagee Card
¢ : i {  File--index of
' Headquarters
approved
jnstitutions and
| : their authorized
‘ ' ' local agents.

;
!
i [

i 5 . . 'b. Economic Files: - Destroy when superéeded 442515

| ! . or obsolete.
(1) Construction Cost
-Data Files.

(2) Periodic Cost

Report Files

4 - .-copies of
; - , . monthly reports .
P ! | to Headquarters ,
covering current _
construction *

L | | ;. costs in the

: | t  Field office
oot i { area.

(3) Real Estate Market
Market and Expense
Data by Community.

)
!
!
!

; : .f [ (4) Real Estate qudz,hzafwn | fﬂla 5D
f : . Senbteetibeea Ddld )
! " File. 547 7?.]

(5) Schedule of Va]ues
of Easily Removable
Real Estate Items.

- - e = - - — e~ = - - - - -

: ; {Six 1o i <= ettt on thrs page)
i ; (6) General Nortgaqe

i ’ ’ } Credit Data File

I

i ' ‘

. i

|
|
(
)
|

|
1
i
|
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TYPING GUIDE SHEELT

APPENDIX 20

RECORDS DISPOSITION SCHEDULE 20

SINGLE FAMILY HOME MORTGAGE INSURANCE PROGRAM RECORDS

Description of Records

l&gm No.

*

......................

2

(8)

(9)

. Leg

" d. Technical Files:

Population
Housing

Statistics by
Areas.

General Economic
Background File
for special
areas.

Miscellaneous
Valuation Data
File.

al and Economic

(1)

Land Use
Regulations,
Taxation, and
Assessment .
Policies File.

(2)

R

Map and Plat Book
File.

Construction
Material and
Equipment Data.

Bulletins on .
Special Methods
of Construction.

Established
Construction
Requirements and
Standards file.

Disposition

Destroy when
Files: or obsolete.

Destroy when
or obsolete.

!
superseded //g& C{D

|

superseded /94 d
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APPENDIX 20

Item No.

*

| 14.

RECORDS DISPOSITION SCHEDULE 20
SINGLE FAMILY HOME MORTGAGE INSURANCE PROGRAM RECORDS

Description of Records Disposition

‘e. Architectual Files: Transfer to Federal
i Records Center 1 year 1194 e

a . following date of last

, - commitment. Destroy 5 /,-——-———*f=
) - years followingdate of {

’ last commitment. e

:Established Architectual _ Ty
Report Files (2014d). Lo
1 This file includes :
iplans, specifications

"and other relevant data

on typical dwelling

structures for which a :
“number of applications

are expected to be

submitted. .

. a., * i -
Investigating Files of ADestroy when 6 years ’/
‘Accidents Occuring on old, if no claim is RIS,
‘Secretary-Held 1 to 4 submitted. Transfer both

Family Properties
Involving Personal
Injury and/or Propérty
Damage (Excluding
Multifamily and Home
.Mortgage Properties

file and claim to the
Regional Counsel,
immediately upon b.
submission of claim. ,In
case of claim N

submission, destroy 6
‘Operated as Rental

years case is closed.
Projects). A file will

be opened fer each : . D}ww&(& by -
‘accident and will Rie D
.contain detailed reports /Wﬁg%]
.on the nature and cause .
,of eq;h accident
occurn\ing on ’ ‘
Secré%ary~held .

properties in which "7/ 304 this pase) T
personal injury and/or S

‘property damage are

jinvolved; the extent of

' I
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APPENDIX 20

" SINGLE FAMILY HOME MORTGAGE INSURANCE PROGRAM RECORDS -

Item No.

RECORDS DISPOSITION SCHEDULE 20

Description of Records

*

15.

p--=:---t---4-processing activities in. .. __________________.______
* more detail and at more

|

.damage or injuries; the

names and addresses of
all witnesses (including

" signed statements, if

available); reports of
police, fire department

“or other municipal

inspectors, if )
appropriate; a report by

. the management broker;
- and any other
- information which will

aid in the determination
as to vhether HUD may be
liable and the extent of
damages.

Monthly Reborts of

Field Office

' Operations and

Subsidiary Reports
(Copies). These are
nonrecord copies of

- various recurring

reports summarizing the
data on Insuring Office

- activity posted to the
i Daily Work Sheet, and

inventory reports on
projects.

Weekly Report of
Field Office

i Operations (Copy). This

nonrecord report
provides data on

frequent intervals than
the Monthly Reports cf

Operations under Item. /&,

Disposition

Destroy 1 year after
annual inventory of

cases.

Destroy after
preparation of the
monthly report of
operations.

vt oon this page)

:
|
1
i

%

! |

D~nna IN
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APPENDIX 20

RECORDS DISPOSITION SCHEDULE 20
SINGLE FAMILY HOME MORTGAGE INSURANCE PROGRAM RECORDS

Item No. Description of Records Disposition

*

, Equivalent. File
: ; ~includes the
. : . recapitulation of Daily
‘ Work Sheet summarizing
the basic actions posted
to the Status Record
" Cards. These nonrecord '
: , : ' contro!s are used in :
: : { . . preparing recurring

17. Daily Work Sheet or Destroy after 6 months. .QA?Q?
/

" monthly reports.

Supﬁlementary Binder of Transfer to Federal
Substitute Mortgagor, ' Records Center '
Form FHA 2210 Procedure. immediately after theForm 4%67/

| o QRN
[e]
LY

eansn

) | i These files contain Form .~ FHA 2210 has been sent
| 2900 Applications with to the mortgagee.
. the reguired exhibits Destroy vhen 3 years
and signed or certified old.,_
i § : : copies of purchase ’
- ' agreements which are
; required submissions for
consideration of a
" substitute mortgagor. I
These are the papers
. remaining after Form FHA
2210 on an acceptable
. new borrower has been
© returned to the
mortgagee.

-

Structural Defects Case
- File. (Section 518(a),
; o (b), and (d)), This file
. ' ' s established to
f accompdate the
processing of

19.

ab

10//0

! r . applications for . 1<t omn this page) i
' ) * financial assistance to - |
! : é  repair or reimburse

i i . expenditures for defects
in a property.

1

Page 11 ,
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APPENDIX 20

Item No.

RECORDS DISPOSITION SCHEDULE 20

" SINGLE FAMILY HOME MORTGAGE INSURANCE PROGRAM RECORDS

Description of Records

%

~

. 20.

214

I T TS S

: Honfﬁfy and Quarterly
" Reports.

| (a) Section 518 (a)

(b) Section 518 (b) and
(d) .

o R O VY Sy

File includes -
monthly and quarterly
reports used for /wkfmAsienst

“=hvtormatinat and

: reference purposes.

Lenders' File. This file

: contains correspondence
! regarding servicing by

., approved lenders,
" reports,

audit
mortgagee
review reports and
copies of correspondence

. related to specific
; mortgagees.

Disposition

Transfer to Federal
Records Center 1. year
after completion of
repairs. Destroy 6 years
after completion of
repairs.

Transfer to Federal
Records Center 1 year
after all reviews by the
America]\lnsf¥3ute of
Architects any time
after comp]et1on of AIA
review that.volume
warrants. Destroy 6
years after completion
oi AIA review.

PN

Keep 3- Tatest reports,
and destroy previous
reports.

Destroy when 3 years
old.

-

rd
7

1

Nos

Ttom

Naw~ 19
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APPENDIX 20

RECORDS DISPOSITION SCHEDULE 20

SINGLE FAMILY HOME MORTGAGE INSURANCE PROGRAM RECORDS

Item
No. Description of Records

224 Assignmen% é uest Case File,
b’w This file iﬁe&gw S8 .
M qlqpﬂ requests /%rom financially

distressed mortgagors requesting
assistance to avoid foreclosure
on their homes. Includes all
documents received from the
mortgagee and mortgagor, all
correspondence on the case,
documentation of all telephome
calls and conferences, Assign-
ment Requests Case History
Sheet (Form HUD 92210), ard
corresporidence relating to the
administration of the '"Home
Mortgage Assignment Program.

23. Assignment Processing Control
Log, Fotm HUD 92205. Log is
maintained by each Field Office
to insure that workload is
closely maintained and assign-
ments processed promptly. The
assignments and processing
actions are recorded daily, the
log is used to prepare the
Monthly Assignment Processing
Report, Form HUD 92211, and other
special reports as needed.

24. Monthly Assignment Processing
Report, Form HUD 92111. This

workload JEeport ety ccv\souéo:tes

informati “SiSthe Assignment
Processing‘eontrol Log, Form
HUD 92205, includes requests
for assignments and completed
processing actions from
mortgagors and mortgagees. . _

‘a. Consolidated and
individual reports.

Disposition

Transfer to Federal A“uu
Records Center 1 year -
after final decision J;ﬁun
is announced to the
mortgagee and mortgagor
and case is closed.
Destroy 3 years after
final decision have
been announced to the
mortgagee and mortgagor
and case is closed.

Maintain on an annual Mzw
basis "(i.e. a separate
log for each fiscal Ttom

year), Destroy when
3 years old.

fmended by RUO.
D /779

P j New

Tem

Destroy 3 years after

completion of all legal
and administrative actions.




~

l2225.6 CHG

"APPENDIX 20

TYPIIG GUIDE SHEED !

4
‘

!

*

-

25.

26'

27.

28.

Item No.

!
1
i
1
i
i

h
i

RECORDS DISPOSITION SCHEDULE 20

Description of Records

. Accountability Reports.
This report identifies

" HUD Field Offices and

+ individuals charged with
Home Mortgage Insurance

case binde ;rent and
those hel ver 30

- days.

‘Requests, transmittals

and records of telephone

requests for Single

Family Home Mortgage
Insurance case binders.

Receipts for Certified
Mail.

 Assistant Secretary for

Housing--Federal Housing,

. Commissioner

' machine-readable records

i and the related

i documentation required
to service them.

; a. Operational systems

5 with long term
fiscal, legal,
administrative
requirements.

and

]~ TR S N

- e m s e e

|
|

|
!
|
t i
R
; ,
i
b
!
!

SINGLE FAMILY HOME MORTGAGE INSURANCE PROGRAM RECORDS

Disposition

Keep 3 latest reports,
and destroy previous
reports.

@ B s@l‘?l"ﬂ

Destroy when 6 months
old.

Use General Records
Schedu]e 12 [tem 5g..

¢ o thils page)
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APPENDIX 20

*

RECORDS DISPOSITION SCHEDULE 20
SINGLE FAMILY HOME MORTGAGE INSURANCE PROGRAM RECORDS

Item No. Description of Records Disposition

. 1. HOUSING PROGRAMS
SYSTEM (F39)

(a) Documentation Retire to Federal
File Records Center 1 year

after system is
eliminated from
inventory of active
systems. Destroy 3 years

~after system is
eliminated from
inventory of active

systems.
(b) Input Documents
(1) Copies of : Destroy after dat@ has
, : _ , forms and - been entered into system
P! reports and verified.
intended to
serve solely
as inputs to
the system.
(2) Documents ‘ Destroy in accordance
f that are part with relevant
| ; . , of official instructions in this
. i : ! record files schedule.
I ! : covered
elsewhere in
R S U CP this =~ __
(\ are SChedU] €., e i..': EO—I‘: -[.1-, i—s- .;)7\1'::-) ---------- =
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APPENDIX 20

RECORDS DISPOSITION SCHEDULE 20

Item No. Description of Records

* (c) Processing Files.

(d) Master File

(1) Operational
Systems in a
processing
mode.

(2) Systems
eliminated
from HUD's

. inventory of
active
systems.

L]

(e) Printouts and
other output
reports.

?ﬁj&. 16

SINGLE FAMILY HOME MORTGAGE INSURANCE PROGRAM RECORDS

Disposition

Scratch after fourth
update cycle.

Scratch 10 years after
date of processing.

Retire to Federal
Records Center 1 year
after system's -
elimination from
inventory of active
systems. Destroy 3
years after system's
elimination from
inventory of active
system.

Destroy when superseded
Or obsolete, or when no
longer needed for
administrative reference
purposes.


http:obsolete,-.9r
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APPENDIX 20

fe DS DisPositiod  ScHedue Ao
SINGLE- FAMILY Hime MoRTGAGE INSuRANCE PRoG Ram ReceoS

I‘fﬁ’M Y. BQ.S <€ TVesd 8- REcolkyns

2 "HOUSING PROGRAMS SYSTEMS (F69)
(#.) Documentation File

'

(&) Input Documents

) Copies of forms and
reports intended to
© serve solely as inputs
to the system.

bb Documents that are
part of official
record files covered
elsewhere in this
schedule,

(0) Processing Files.

(A) Master File

0) Operational Systems
in a processing mode

| ,

[ ' -

D . G% Systems eliminated
i from HUD's inventory
of active systems.

________ o=

output reports.

-

{ . | Ci) Printouts and other
L

?A:);, 17

Diopasitiond

Retire to Federal Xecorda.,
Center 1 year aftex*éngsz
is eliminated from inven====
, tory of active systems.
DestTroy 3 years after
system is eliminated from
inventory of active systems.

Destroy after data has
been entered into system
and verified.

Destroy in accordance with
relevant instructions in
this schedule,

Scratch afﬁer fouxth
update cycle.

Scratch 5 years after
date of processing.

Retire to Federal
Records Center 1 year
after system's elimina-
tion from inventory of
active systems. Destroy
3 years after system's:

"elimination from inven-

Ltory of active system.

Destroy when superseded .
or obsolete, or no longer
needed for administrative
reference purposes,
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SiNGLe  FAMILY  Home MoRYGEAGE INSURANCE  PRoGRAN (RECoRDS

Trem DEscrieTid 0% Recorns DigPusiviad
L | 3. FIELD SUPPORT
i ! SYSTEMS (R17) |
(a) Documentation * Retire to Federal
File. Records Center 1 year

after system is

. eliminated from A
- inventory of active s
L systems. Destroy 3 years
R el R el after system is..._____.__.

. ' 1DWN INwre Ly ping tines odt O“e]iminated from '
inventory of active i
systems. |

\
1
i
| ) l l

bac™

ﬁsg 18 o
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RECORDS DISPOSITION SCHEDULE 20

SINGLE FAMILY HOME MORTGAGE INSURANCE PROGRAM RECORDS

Item

No. Description of Records

(b)

(c)

(d)

Input Documents

(1) Copies of forms and
reports intended to
serve solely as
inputs to the
system.

@y Form HUD 920684,
Single Family Default
Monitoring System
Status{Initial Case
Data Report) and Form
HUD 92068B, Single Family
Default Monitoring System
Status of Single Family
Mortgages in Default.

s Form HUD 92068C, Single
Family Default Monitoring
System Distribution of

Insured Mortgages Serviced

and Deliquent.

(2) Documents that are
part of official
record files covered
elswhere in this
schedule.

Processing Files,

Master File

(1) Operationc<l Systems in
a processing mode.

(2) System eliminated from
HUD's inventory of
active gystems.

DisEosition

Destroy after data has
been entered into system
and verified.

Destroy after third
update cycle.

Destroy after second
quarter.

Destroy in accordance
with instructions in
this schedule.

Scratch after third
update cycle.

Scratch after third
update cycle.

Retire to Federal

Records Center 1 year
after system's elimina-
tiom from active systems.
*
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RECORDS DISPOSITION SCHEDULE 20 .

SINGLE FAMILY HOME MORIGAGE INSURANCE PROGRAM RECORDS

Item
No., Description of Records
*
Y
. {e) Printouts and other

output reports.

(1)

(2)

All

Control set maintained

gn Single Family Default
Monitoring Systems (SFDMS)
Control Center.

All other reference
copies.

other operational or

superseded Assistant
Secretary for Housing-
Federal Housing Commis-
sioner Systems including:

i.

. 2.

Acquired Home Property
Disposition Summary (R12)

Appraisal and Statistical
Collection (F30-A)

Congressional Reporting
(F33)

Critical Path
Processing (R-07)

Duration
Reporting (Fll1)
canceled,
(Replaced by F33)

Disnositiqg

Destroy 3 years
after system's
elimination from
#qtive systems

Maintain current and one
precekding year in SFMD3
control center. Transfer
to inactive file or to
Federal Records Center
when volume warrants.
Destroy when 3 years old.

Destroy when superseded
or obsolete.

1?

Page 20
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Iten No.

RECORDS D[SPOSITICH SCHEDULE 20

SINGLE FAMILY HOME MORTGAGE INSURANCE PROGRAM RECORDS

Description of Records

Disposition

B

6.

14.

15‘

16.

17.

Housing Operating
Plan HOPS (F82)

Mortgage
Insurance
Statistical (F27)
canceled. .

Single Famf]y
Insurance
Activities (F33) "

Single Family
Statistical
Reporting (F31a,
c)

Single Family
Trends Data {F31D)

Ratio and Actuarial
Reporting (F31G)

File Identification
and County (FI/CO)
Maintenance (F80)

Mortgagee Performance
Monitoring (MPMS)(F8l)

Insured and Terminated
(F30BY)

w*“
Default’, Termination(F31E)

Homeownership Assistance
and Recertification Appli-
cation (HARAS) (F3IF)

Management Information
Reporting (MIRS) (F31lI)
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Mo.

RECORDS DISPOSITION SCHFDULE 20

Description of Records

Disposition instructions for
these systems are:

(a)

(b)

(c)

(d)

Documentation File.

t

Input Documents

(1)

(2)

Copies of forms and
reports intended to
serve solely as inputs
to the system.

Documents that are part
of official record files
covered elsewhere in
this schedule.

Processing Files.

Master File

(1)

(2)

Operational systems in
a processing mode.

Systems eliminated
from HUD's inventory
of active systems.

SINGLE FAMILY HOME MORTGAGL THSURANCE PROGRAM RECORDS

DisEosigigg

Retire to Federal

Records Center 1 year
after system is
eliminated from

inventory of active
systems, Destroy 3 vears

after-system is eliminated

from inventory of active
systems,

Destroy after data has
been entered into system

-and verified.

Destroy in accordance
with relewnt instru-
tions in this schedule.

Scratch after third
update cycle.

Scratch after third
update cycle.

- Retire to Federal

Records Center 1 year
after system's elimi-
nation from inventory
of active systems.
Destroy 3 years after
system's elimination
from inventory of active
systems,

*
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RECORDS DISPOSITION SCHEDULE 20

SINGLE FAMILY HOME MORTGAGE INSURANCE PROGRAM RECORDS

Item
No. Description of Records
(e) Printouts and other
output reports.,
29 Administrative Support

Systems (AO8)

(a) Documentation

File

(b) Input Documents

(1)

(2)

Copies of forms
and reports
intended to
serversolely as
inputs to the
system.

Documents that are
part of official
record files
covered elsewhere
in this schedule.

(c) Processing Files

(d) Master File

(L)

Operatiocnal systems
in a processing mode.

Disposition

Destroy when superseded,

obsolete, or no longer
needed for administra-
tive or reference
purposes.

Retire to Federal
Records Center 1 year
after system-is
eliminated from
inventory of active
systems. Destroy 3
years after system is
eliminated from
inventory of active
systems.

Destroy 3 years after
data has been entered
into system and
verified.

Destroy in accordance

with relevant instruc-
tions in this schedule.

Scratch (erase) after

update cycle. |

Scratch after third
update cycle.

Heow

Thn
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RECORDS DISPOSITION SCHEDULE 20

SINGLE FAMILY HOME MORTGAGE INSURANCE PROGRAM RECORDS

Item
No. Description of Records ~ Disposition .
(2) Systems eliminated Retire to Federal
from HUD's inventory Records Center 1 year
of active systems. after system's elimi-

nation from inventory
of active systems.
Destroy 3 years after
system's elimination
from inventory of
active systems.

(e) Printouts and other
output reports.

(1) Daily Charge Out Destroy 3 years after
Reports. close of calendar year
invloved.

(2) Other Printouts and
Output Reports.

a. Trahqﬁﬁkion Register, Destroy after monthly
List of Case Binders, update is generated.
Recesved and Rejected
Transactions and ADP
Requests for Home
Mortgage Insured Case

File,

b. Daily Inquiry Reports. Destroy when 1 year cld.

ein,
¢, Case Binders Processed Destroy 1 year after
update is generated.

(3) Microfiche copies of Destroy 1 year after
data extracted from current yearE update
Fdrm FHA 9100.2, is completed.

Mortgage Insurance
Certificate.






