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...... RiaUEST FOR RECORalSPOSlTlON AUTHORITY 
1 (See Instructions on reverse) 
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1. FROM	 (AGENCY OR ESTABLISHMENT) January 8 
U.S. Department of Housing & Urban Development 

2 MAJOR SUBDIVISION 
In accordance with the prcvrsrons of 44 USC 3303a the disposal reOffice of the Assistant Secretary for Administration quest. Including amendments. IS approved except for Items that may 

3 MINOR SUBDIVISION be stamped "disposal not approved" or "withdrawn" In column 10 

Executive Secretariat 
4 NAME	 OF PERSON WITH WHOM TO CONFER 5 TEL EXT 

Rm, 10139 
Barbara A. Judd, Deputy Director 755-7654 

6 CERTIFICATE OF AGENCY REPRESENTATIVE 

I hereby certify that I am authorized to act for. this agency In m.Mters 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. 
o A Request for immediate disposal. 

[X]	 B Request for disposal after a specified period of time or request for permanent 
rete 

C. DATE	 E TITLE Departmental Records Management

11-30-S1 Officer
 

9.7 8 DESCRIPTION OF ITEM	 10SAMPLE	 ORITEM NO (With Inclusive Dates or Retenllon Periods)	 ACTION TAKENJOB NO 

RECORDS DISPOSITION SCHEDULE 62 

SECRETARY AND uNDER SECRETARY RECORDS 

This schedule provides revised records disposition standar S 

for the records of the Secretary and the U~der Secretary.
At HUD, the Executive Secretariat serves as the central 
processing office for all correspondence and memoranda 
addressed to the Secretary and Under secretary (see HUD 
Handbook 1150.1, pg. 1-2, dated 7/S0--copy. attached). 

This revision will supersede NARS Job No. NC-207-76-3.
 
The Department is microfilming most of the documents
 
covered by this schedule, and proposes to destroy the
 
paper onc~ the microforms have been checked and verified.
 

This certifies that all microfilming will be done in ~ 
accordance with the standards set forth in 41 CFR 101-11.5 6. 

;:Jf Se.e. a.lfo.cle.eI l1Il~ol t-l c: 4.. N,J.I 5/3/82..1 (£ja.rtl.:-'-J ,M.4<.. 

rr\.~o,. ....~. 

Microforms shall be physically inspected ever,y two years

in ~ccordance with 41 CFR 101-11.507-2.
 

STANDARD FORM 115 
Revi se d Aprd, 1975 
Prescribed by General Services 

Administration 
FPMR (41 CFR) 101-114 

115-107 

http:a.lfo.cle.eI
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RECORDS DISPOSITION SCHEDULE 62 

SECRETARY AND UNDERSECRETARY 

Item No. 

1. 

Description of Records 

All subject fil es except those 
described under Item No.2. 

a. Records converted 
microform. 

to ~. 

b. 
(£t..d 

2. 

3. 

Co 'Ru.or-tJs ..."i f'(OMr.-J)(pr,- h 3/7'1) 
(10 c.t'/'1"

ct tJfA.w,1:.. 1...4...( t+ r.1.< (i)/" .... «>rY)- r-: #1> \.0'1, 
~'i'/r 

SubJect flles consisting of 
e~ergency planning; travel and 
travel funds; e~ployment, e~ployee
develop~ent and training, appllcant's
flle, perfor~ance and pro~otion;
complaints; protests; publlcations;
autographs; biographles; photographs;
news releases; offlce space and 
facillties; printing and reproductlon;
and procurement, property management
and supply. 

Chronological correspondence flle 
consisting of copies of communications 
referred to other offices for direct 
reply, and copies of replies forwarded 
to the Secretary, Under Secretary, or 
the Executlve Secretariat. Copies of 
replies are not provided in all cases. 

a. Records converted to microform. 

'-_. - ~ 
b. ~1icroforms. 

1 

HUD-Wash., D. C. 

RECORDS 

Dispositlon 

Destroy after ~lcrofor~
 
is checked and verlfled.
 

Federal Records Center 
3 years after close of 
calendar year. Transfer 
to National Archlves ev~~y
10 years. ~fter close ~f 
Gal endar year. T" ,'U'" of~ . 
1'1(.(. 1., 1'l7'- n"...rd.~ I .. 1.!Q.-t,';",J A ...c.1.oft.<; 
Destroy 3 years after
 
close of calendar year.
 

Destroy after mlcroform
 
is checked and veri fled.
 

Retire to Federal Records
 
Center 3 years after close
 
of calendar year. Destroy

I years after close of
 
calendar year.
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