
'•REQUEST FOR RECORDS DISPOSITION AUTHORITY 

ee requested 

91 

To Nat10nal Archives and Records Admm1strat1on (NIR) Washington DC 20408 

1 From Office of Federal Housing Enterprise Oversight (OFHEO) 
Record Group 543 

2/3 MaJOr Subd1v1s10n Office of 
Finance and Administration: Procurement/Facilities 

4 Name of Person with Whom to Confer 5 Telephone 

Alice Gannon, CRM 202-414-3791 

6 Agency Certification 

Leave Blank (NARA Use Only) 

Job Number 
NI-543-00-7 
Date Received 
10/29/1999 

Not1ficat10n to Agency 

In accordance with the prov1s1ons of 44 USC 3303a the 
d1spos1t1on request including amendments 1s approved 
except for Hems that may be marked d1spos1uon not 
approved or withdrawn m column 10 

Date 

I hereby certify that I am authorized to act for this agency m matters pertammg to the dispos1t1on 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 retent10n periods specified, and that wntten concurrence from the General Accounting Office, under the 

rov1s10ns of Title 8 of the GAO Manual for Guidance of Federal Agencies ~ 1s not required, D 1s attached, or D has 

7. Item 8. Description of Item and Proposed Disposition 
No. 

See attached. 

115-109 NSN 7540-00-634-4064 
Previous Ed1t1on Not Usable 

9. GRS or 

Superseded 
Job Citation 

IO. Action 
Taken 

(NARA Use 
Only) 

Standard Form 115 (Rev 3-91) 
Prescribed by NARA 36 (FR 1228 

http:S,g,,,1Jh:.ep


• , 
Office of Federal Housing Enterprise Oversight (OFHEO) - Record Group 543 ID: 128 

OFHEO Records Management Program: SFllS Data - Electronic Information Systems 

Medium - Group: EIS 

Office of Record: OF A - Office of Fmance and Admm1strallon - Procurement and Fac1hties 

System Popular Name: OPAL - Officewide Publications Acquisitions List 

NARA Job#: NI-543-00-07/01 

Use and Purpose: Database designed to track renewals of subscnpt1ons to penod1cals for all 
OFHEO Offices 

System Software: 

System Input: 

System Data: 

System Output/Reports: 

System Documentation: 

Access 97 for Wmdows 98 

HUD I 0-4's - Purchase Requ1sit1ons 

Data descnbmg each subscnpt1on, addressee, OFHEO Office, vendor, 
dates, last HUD 10-4 date, type ofpenod1cal, penod1cal frequency, and 
penod1cal publisher 

OPAL Reports - All subscnpllons by Office or by End-date of Subscription 

System-generated documentation 

Softnaa c Bispo Aathoa ity. 

l11p11t Bi!pasitian /,11tharit) 1 

Data Disposition Authority: 

Output Dispo Authority: 

Doct'n Dispo Authority: 

Saft11111e Tatal Retentian. 

Input T~etentian. 

Data Total Retention: 

Output Total Retention: 

Doct'n Total Retention: 

SF! 15 

Sf! IS 

SF! 15 

SF! 15 

SFI 15 

TerMporct"' Q:10t3os8 ofsoA,.•&re after Sat& 1c 1tugrete8, or u1heR 

:.ittper:,ea@EI er el!!selti•e 

TeR'lpBrtt"' R11seFEI se~111s efMUDIO 4'6 a~i s&l:iiilulili 6ipai:at@I~' 

NI-543-00-07/0la Temporary - Delete when subscnpt1ons are canceled or 
not renewed 

Nl-543-00-07/0 I b Temporary - Delete when superseded or obsolete 

NI-543-00-07/0lc Temporary - Delete or destroy~ ~ .J---

~..Lv6/ -

~~~ 
~ i ~~ 
/Lr 0 

MARTY Report- SFJ 15 Data for Electronic fllformatio11 Systems Alice Ga1111011, CRM 9/97 4112/00 

MARTY - Master/,s/ ofAgency Record TYpes - Microsoft Access97 Page 17 



• 
Office of Federal Housing Enterprise Oversight (OFHEO) - Record Group 543 ID: IO 

FHEO Records Management Program: SFl 15 Data - Electronic Information Systems 

Medium - Group: 

Office of Record: 

NARA Job#: 

System Data: 

System Output/Reports: 

System Documentation: 

EIS 

OF A - Office of Finance and Adm1mstrat1on - Procurement and Fac1ht1es 

Property Plus Inventory Control Systems 

GRS 

Database created to hst OFHEO's personal property with a value over 
$500 00 Lists value, senal numbers, IOER - CAtion, vendor, date of 
receipt, and other data for property management, inventory, and accounting 
purposes 

Property Plus (TM) 

Purchase Orders and Packing Shps 

Data about property items other than those pertaining to structures 

orts created in response to ad hoc quenes 

Software Dispo Authority: 

Input Disposition Authority: 

Data Disposition Authority: 

Output Dispo Authority: 

Doct'n Dispo Authority: 

Software Total Retention: 

Input Total Retention: 

Data Total Retention: 

Output Total Retention: 

Doct'n Total Retention: 

SF! 15 

GRS23 5b 

SF! 15 

Temporary - GRS23 5b - D1sp e of soft,\are upon m1grat10n, or when 
superseded or obsolete 

Temporary - GRS23 5b - These pape documents are scheduled separately. 

Temporary - GRS23 5b - Delete after the xp1rat1on of the retention period 
authonzed by GRS 3 9b (2 years after item withdrawn from agency 
control 

Temporary - GRS23 5b - Destroy paper reports\ en no longer needed for 
convenience or reference 

Temporary - GRS23 5b - Destroy or delete ,,hen super ded or obsolete, 
or upon authorized deletion of the related master file or da base, or upon 
the destruction of the output of the system 1fthe output 1s ne ed to protect 
legal rights, whichever 1s latest 

4/12/00 

Page 18 

MARTY Report- SFJ 15 Data for Electronic Information Systems Alice Ga1111011, CRM 9/97 

MARTY - Masterlist ofAgency Record TYpes - Microsoft Access97 



• 
ice ofFederal Housing E11terprise Oversight (OFHEO) ID 44 

cords !vlanageme11t Program: Records Retention Schedule - Paper Records Series 

OF A - Office of Finance and Administrallon - Procurement and Fac1ht1es 

Facility Security Cards/ID Badge File 

File Plan Category Name 

Use am/ Purpose Documents create track facility security cards/ID badges for employees and 
contractors FIies also lude fac1ht) security cards/ID badges turned in by 
employees and contractor p onnel upon termination of their service at OFHEO 

Filing lllstructions 

Volume I" 

Volume Growth No 

Total Retention: Ye,1rll'Eve11t Temporary Records Destroy 3 months after return to 1ssu1 
and accountable records, destroy 3 months after accounting 1s co 
listed Items NARA Bulletin 99-04 does not apply 

Disposition Authority GRS 11 4a&b 

1/110 Dispo A11tl, NA 

MARTY Report - GRS/SFJ 15 Data - Paper Records Alice Gannon, CRM 9197 41/2100 

\f4RTr - ,\laste1/1st ofAgency Reco1d npes - .\ftcrosoft ·1ccess 97 Page 39 



Use a11d Purpose Docu s associated with the inventory of library information resources, 
including m ones of periodicals ("hstmags doc") and copies of HUD I 0-4 

Filing lnstmctio11s 
chronologically by date 

Volume I file dra\\er 

Volume Growth 1/4 file drawer per year 

Total Rete11tio11: Years/Event Temporary Records Destroy or delete with related records or so 1f no longer 
needed After paper record copy capture, delete all copies of electrom 
records, except the one copy retained as a template for updating or rev1s1on 

Dilpositi1111 Authority GRS23 9 

If110 Dispo Aut/1 NA 

(purchase requ1s1t1 and renewal notice reminders 

File by Item type (books, per 

• 
Office ofFederal Housing Enterprise Oversight (OFHEO) ID 52 

OFHEO Records ~lm1ageme11I Program: Records Retention Schedule - Paper Records Series 

Office ofRecord OFA - Office of Finance and Admm1strat1on - Procurement and Facilities 

Record Series Name Library Management File 

Paper 

GRS 

urce 

4/12/00 

M4RTr - Afasterl,st ofAgencv Record npes - \/1crmofi ·lcce1s 9"' Page 40 

MARTY Report- GRS/SFI 15 Data - Paper Records Alice Gannon, CRM 9/97 



• 
Office ofFederal Housing Enterprise Oversight (OFHEO) ID 37 

OFHEO Records Ma11ageme11t Program: Records Rete11tio11 Schedule - Paper Recortls Series 

Office ofRecord OF A - Office of Finance and Administration - Procurement and Fac1ht1es 

Record Series Name Logs for Purchase Orders and for Contracts 

Paper 

GRS 

s for Purchase Orders and for Contracts 

Use all{/ Purpose Logs to hfy vendor/contractor, requmng Office, Purchase Order/Contract 
number, Cost, Description of Goods/Services 

Filing l11str11ctiom 

Vo/11me Two 2" Binders 

Vo/11me Growth None 

Total Rete11tio11: Years/Event Temporary Records Destroy or delete \\hen 2 years or 2 years after the date of 
the last entry, whichever 1s applicable After paper record capture, delete all 
copies of electronic source records, 1f any, except the one copy re ed as a 
template for updating or rev1s1on 

Disposition A11thority GRS23 8 

If 110 Dispo A 11th NA 

MARTY Report - GRS/SFI I5 Data - Paper Records Alice Gam,011, CR,H 9/97 4//2100 

,\!~RT! - Ma:,/er/1s1 ofrlge11c_i Reco1CI Tl'pes - ,\/1crosoft Access 9- Page 4/ 



• 
Office ofFederal Housing Enterprise Oversight (OFHEO) ID 125 

OFHEO Records Ma11ageme11t Program: Records Retention Schedule - Paper Records Series 

Office ofRecord OFA - Office of Finance and Adm1nistrat1on - Procurement and Fac1ht1es 

Record Series Name Routine Procurement Files 

Medium - Group Paper 

NARA Job#: ORS 

Routine Procurement Files 

This file has two parts the "Purchase Order File" and the "Contracts File" 
Records include such documents as contracts, requ1s1t10ns, purchase orders, leases, 
correspondence and related documents This file does NOT include the Warranties 
and Owner Manuals, which are filed separate(} The Purchase Order File includes 
the Purchase Order and supporting documents such as the scope of work or 
description of the goods, the appro\ ed Purchase Requisition (HUD I 0-4 ), and the 
equest for quotat10n (SF 18), as applicable The Contracts File includes the 

C tract, Contract Mod1ficat1ons, and supporting documents such as the 
Soh at1on, Proposals received, Technical and Cost Evaluations, copies of the 
Invoice 1gned by the COTR (Contract Officer's Technical Representative), 

orrespondence, and the Cover Letters for deliverables received 

Filing l11structio11s File numerical by Purchase Order Number or by Contract Number (e g, 97-0 I), 
\\h1chever 1s apph ble 

Volume 6 file drawers 

Volume Growth 1-1 /4 file drawer per year 

Total Rete111io11: Years/Event Temporary Records For transac ns dated on or after July 3, 1995 (the effective 
date of the Federal Acqu1s1t1on Reg t1ons (FAR) rule defining "s1mphfied 
acqu1s1t10n threshold") destroy those cords for Procurements that exceed the 
s1mphfied acquisition threshold and all c truct1on contracts exceeding 
$2,000 00, 6 years and 3 months after final p vment (GRS3 3a( I )(a)) For those 
procurement transactions at or belo" the s1mph ed acqu1s1t1on threshold and all 
construct10n contracts at or belO\\ S2 000 00. dest records 3 years after final 
pa}ment (GRS3 3a(l)(b)) For Procurements dated e her than July 3, 1995 
destroy records of Procurements that utilized other than all purchase procedures 
and all construct10n contracts e,ceeding $2,000 00, 6 year nd 3 months after 
final payment (GRS3 3a (2)(a)). and for those Procurement tti 
purchase procedures and all construction contracts under $2,000 0, destroy 
records 3 years after final payment (GRS3 3a(2)(b)) After paper r rd copy 
capture, delete all copies of electronic source records, except the one c y retained 
as a template for updating or rev1s1on 

Disposition Authority GRS3 3 

If 110 Dispo Auth NA 

MARTY Report- GRS/SFI 15 Data - Paper Records Alice Ga1111on, CR.'1 9/97 4/12/00 

,\/4RTJ' - ,\fmler/1s1 ofrlgenc_i Rew, cl n pe~ - \f1cr0Jojl ·lcceJs 9~ Page 42 



• 
Office ofFederal Housing Enterprise Oversight (OFHEO) ID 125 

OFHEO Records Management Program: Records Retentiou Schedule - Paper RecoTlls Series 

Office ofRecord OFA - Office of Finance and Admin1strat1on - Procurement and Fac1ht1es 

Transit Farecards and Parking Passes Files 

Paper 

File Plan Category Name 

Use anti Purpose Records re to transportation subs1d1es such as Me
passes File may lude farecards and parking passes 

tro f
from 

areca
tim

rds and parking 
e to time 

Filing /11structio11s 

Volume 6" 

Volume Growth None 

Total Retention: Years/Eve11t Temporary Records For parking p~se~. destro) I ) 
office For receipts, indexes, logs, and accountable rec
accounting is completed for all listed items Destroy farecar 
years old NARA Bulletin 99-04 does not apply 

af
or 

ter return to issuing 
destroy after 

ords \\hen 3 

Di~position Authority GRS9 7 and 11 4a & b 

If 110 Di~po Auth NA 

MARTY Report - GRS/SFI 15 Data - Paper Records Alice Gn1111011, CRM 9/97 4//2/00 

MARTY - Master/isl ofAgenc_i Reco1d 7>peJ - ,\f1c10Joft AcceJs 97 Page 43 



• 
Office ofFederal Housing Enterprise Oversigltt (OFHEO) ID 46 

OFHEO Records Management Program: Recou/s Retention Schedule - Paper Records Series 

Office ofRecord OF A - Office of Finance and Administration - Procurement and Fac11It1es 

Record Series Name Warranties and Owner Manuals File 

Paper 

GRS 

Use and Purpose ts such as warranties and O\\ ner manuals associated \\ 1th OFHEO 
also includes copies of associated purchasing documents 

Filing /11str11ctio11s 

Volume 1/2 file drawer 

Volume Growth 1/2 file drawer per year 

Total Rete11tio11: Years/Event Temporary Records Destroy 3 years after item 1s \ dra\\n from service and 
either destro) ed or e,ccssed After paper record copy ca 
electronic source records, except the one copy retained as ate 
or revision. 

Disposition Authority GRS8 5 

If 110 Dilpo Autit NA 

re, delete all copies of 

MARTY Report- GRSISFI 15 Data - Paper Records Alice Ga1111on, CRM 9/97 4/12/00 

M ~ RT>' - ,\laslerltst ofAgeni_1 Reco, d Tl pes - ,\/1cro!>ofl. lccess 97' Page 44 




