
•REQUEST FOR RECORDS DISPOSITION AUTHORITY Leave Blank (NARA Use Only) 
To National Archives and Records Adrmrnstration (NIR) Washington DC 20408 Job Number 

NI-543-00-3 

1 From Office of Federal Housing Enterprise Oversight (OFHEO) Date Received 
10/2911999Record Group 543 -

2/3 Major Subdrvision Office of Nottfication to Agency 

Finance and Administration: Budget and Finance 

In accordance with the provrsrons of 44 USC 3303a the4 Name of Person with Whom to Confer 5 Telephone 
dtsposttton request Including amendments IS approved 

except for Items that may be marked drsposuron not 
approved or withdrawn In column 10Alice Gannon, CRM 202-414-3791 
Date A~ htvrst of the Untte~itates 

r-

~-IO-fX.VtfJ/Ul1JU f 
6 Agency Certification ~ 
I hereby certify that I am authorized to act for this agency in matters pertammg to the dispositron Its records and that the 
records proposed for disposal on the attached page(s) are not now needed for the bus mess of this agency or will not be 
needed after the retention periods specified, and that written concurrence from the General Accountmg Office, under the 

~islOns of TItle 8 of the GAO Manual for GUIdance of Federal Agencies IZf ISnot required, 0 ISattached, or 0 has 

requested /l J 
Date Alice Gannon, CRM Title Records Management OfficerS,g"'tr::!:::'y"!;;:..",
10\-1\11 ~C~• p~ 

7 Item 8. Description of'Item and Proposed Disposition 9. GRS or 10. Action 

No. Superseded Taken 

Job Citation (NARA Use 

Only) 

See attached. 

. 
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Office of Federal Housing Enterprise Oversight (OFHEO) - Record Group 543 ID: 69 

OFHEO Records Management Program: SFl15 Data - Electronic Information Systems 

Medium - Group: 

Office of Record: 

System Popular Name: 

NARAJob#: 

System Input: 

System Data: 

System OutputlReports: 

System Documentation: 

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: 

EIS 

OFA - Office of Finance and Admimstranon - Budget and Fmance 

Financial Management System (FMS) 

GRS 

Software owned by VA and used by OFHEO to record all OFHEO 
financial transactions, conduct funds control function, maintain accounting 
data m compliance with the U S Standard General ledger, provide budget 
management reports, and serve as the source information for OFHEO 
financial reports 

Federal Financial System, an IBM CICS with VSAM database purchased 
from Amencan Management Systems tied to a COM system producing 
microfiche reports 

urce documents includmg paper reports from NFC and paper 
do ments such as Purchase Reqursitions, Purchase Orders, Contract 
awar Contract Modifications, Recervmg Reports, Invoices, Electronic 
Funds T sfers (debit or credit memos), Checks, Treasury Warrants, 
OMB Appo ionrnents (SF132), Travel Orders, and Travel Vouchers 

OFHEO budget m ement reports and financial reports, mcluding Status 
of Funds reports, Acce d Document reports, Detailed Obhgations 
reports, and Trail Balance 

FMS Technical Users GUIde 

Paper reports are scheduled separately 

Data IS maintamed and dispositioned as requi 

Electronic reports are maintained and disposmone 
Paper reports are scheduled separately 

SF115 

Temporary - Software ISmamtamed and dispositioned as requi 

Temporary - These paper documents are scheduled separately 

Temporary - Data ISmaintamed and disposrtioned as required by VA 

Temporary - Electronic reports are maintamed and dispositioned as 
required by VA Paper reports are scheduled separately 

Temporary - GRS6 l a - Destroy or delete when superseded or obsolete, or 
upon authonzed deletion of the related master file or database, or upon the 
destruction of the output of the system If the output IS needed to protect 
legal nghts, whichever IS latest 

MARTY Report - SFl15 Data for Electronic Information Systems Alice Gannon, CRM 9/97 4/12/00
 

MARTY - Masterlist of Agency Record TYpes - MIcrosoft Access97 Page 8
 



Office of Federal Housing Enterprise Oversight (OFHEO) - Record Group 543 ID: 99 

OFHEO Records Management Program: SFl15 Data - Electronic Information Systems 

Medium - Group: 

Office of Record: 

System Popular Name: 

NARAJob#: 

Use and Purpose: 

System OutputJReports: 

System Documentation: 

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: 

EIS 

OFA - Office of Fmance and Adrmmstratron - Budget and Fmance 

PerDiemazing (TM) 

GRS 

Software, owned and licensed by VA and used by OFHEO, for travel 
management The database enables users to record, request, review, 
authorize/approve travel and to record, request, review, and approve claims 
for expenditure reimbursements for long-distance and local travel 

Perfnemazing, Version 3, by Aldmyr Systems, Inc for old busmess For 
current and future busmess, Version 4 Ob 4/19/99 

Travel-related data ISentered by users as prompted by the system 

Travel-related data formerly submitted on such forms as the HUD25 
"Travel Order Request and Authonzation," the SF1012 "Travel Voucher," 

d the SFII64 "Claim for Rermbursement for Expenditures on Official 
Bu 

Electro ICapprovals and paper documents such as Travel Vouchers and 
Clarms fo eimbursement in the current process In the proposed process, 
summary da will be downloaded directly mto the FMS (Fmancial 
Management tern) 

Reference GUIde (5/97), PER Perfnemazmg for 
Traveling Managers 97), and PER Perfnemazing System Admimstratron 
User GUIde (3/97), all p hshed by Aldmyr Systems, Inc for old 
busmess For current and ure busmess, the Perfnemazmg User GUIde, 
January 1998 

GRS61 

GRS61 

GRS61 

SF115 

Temporary - Each version of the software goes back to 
bus mess IS completed 

Temporary - 6 years and 3 months after the penod covered by t 

Temporary - 6 years and 3 months after the penod covered by the ac unt 

Temporary - 6 years and 3 months after the period covered by the accou 

Temporary - GRS6 1a - Destroy or delete when superseded or obsolete, or 
upon authonzed deletion of the related master file or database, or upon the 
destruction of the output of the system If the output IS needed to protect 
legal nghts, whichever IS latest Toss V3 documentation when old 
busmess IS completed 

MARTY Report - SFII5 Datafor Electronic Information Systems Alice Gannon, CRM 9/97 4/12/00
 

MARTY - Masterlist of Agency Record TYpes - Microsoft Access97 Page 10
 



Office of Federal Housing Enterprise Oversight (OFHEO)	 JD 72 

FHEO Records Management	 Program: Records Retention Schedule - Paper Records Series 

Office of Record OFA - Office of Finance and Admrrustration - Budget and Finance 

Record Series Name Accounting Records (Budget Execution) File 

Paper 

GRS 

Accounting Records (Budget Execution) File 

ocuments created to account for the use ofOFHEO funds Document types 
In de such documents as Deposit Tickets (SF215), OP AC transaction reports 
from ALS, Capitahzauon File, Imprest Fund Accountability and Replenishment 
Vouchers, onthly Disbursement and Collections Reports (SF224), Quarterly 
Budget Exec on Reports (SF!33), Warrants (Appropnation and Receipt), 
Expenditure tran r documentation, Standard and Journal Voucher 
documentation, Year- d Fmancial Statement (SF2108), and Reports of Fmancial 
Audit Also General cor ondence and Subject Files related to Expenditure 
Accounting 

Filing Instructions	 File chronologically by FY, then cf
 
document type
 

Volume 2 file drawers 

Volume Growth 1-2 file drawers per year 

Total Retention: Years/Event	 Temporary Records Destroy 6 years and 3 months after tli close of the fiscal year 
Involved, or upon approval of GAO Destroy correspondence 
after 2 years Note NARA Bulletin 99-04 does not apply 

Disposition Authority GRS7!	 and 7 2 

If 110 Dispo Aut" NA 

MARTY Report - GRS/SFI 15 Data - Paper Records Alice Gannon, CRM 9/97 4/12/00
 

MARTY - Masterlist of Agency Record TYpes - Microsoft Acce~s 97 Page 24
 



---------

Office of Federal Housing Enterprise Oversight (OFHEO) ID 74 

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

Office of Record	 OF A - Office of FInance and Adrmmstration - Budget and FInance 

Accounts Receivable File 

Paper 

GRS 

Use and Purpose Docume used to descnbe 
billing letters 

amounts due to OFHEO Document types Include 

Filing Instructions 

Volume 1 file drawer 

Volume Growth 6" per year 

Total Retention: Years/Event Temporary Records Destroy 6 years and 3 months 
covered by the budget, or after GAO audit Note 
apply 

NA 
ter the close ofthe fiscal year 

uIIetm 99-04 does not 

Disposition Authority GRS7 2 

If no Dispo Auth NA 

MARTY Report - GRS/SFI 15 Data - Paper Records Alice Gannon, CRM 9/97 4/12/00
 

MARTY - Masterltst of Agency Record TYpes - MIcrosoft Access 97 Page 25
 



Office of Federal Housing Enterprise Oversight (OFHEO) 1D77 

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

Office of Record OF A - Office ofFmance and Adrmmstration - Budget and Fmance 

Record Series Name Assessment Calculations File 

Medium - Group Paper 

NARA Job#: NI-543-00-03/01 

File Plan Category Name Assessment Calculation FIle 

Use and Purpose	 Documents created and received in the process of assessing the GSE's 
semiannually for funds appropnated to OFHEO by the Congress Document types 
include Pro-Rata Share documents and semi-annual Assessment Letters to and 
from the GSEs 

Filing Instructions FIle chronologically by FY, then chronologically by semi-annual payment 

Volume 6" 

Volume Growth I" per year 

Total Retention: Years/Event	 NI-543-00-03/01 a - Temporary. Records Destroy 6 years and 3 months after the 
penod covered NI-543-00/oJ1!6 Temporary Records After paper record copy 
capture, delete all copies of el~~tronJc source records, except the one copy retamed 
as a template for updating or reVISIOn 

Disposition Authority SFI15
 

If no Dispo Auth SFI15
 

MARTY Report - GRS/SFI15 Data - Paper Records Alice Gannon, CRM 9/97 4/12/00
 

MARTY - Masterlist of Agency Record Ttpes - Microsoft Access 97 Page 26
 



Office of Federal Housing Enterprise Oversight (OFHEO)	 ID 76 

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

Office of Record OF A - Office of Fmance and Adrrumstration - Budget and Fmance 

Record Series Name Budget Apportionment and Sub-allotment File 

Medium - Group Paper 

GRS 

Budget Execution File - Budget Apportionment and Sub-allotment FIle 

Documents which establish budget authority and OFHEO's hrmtations wrth respect 
o mcurnng obhgations and makmg payments, as well as documents which show 

tli vailabihty offunds Document types mclude Enacted Budget Allotment 
Recor for OFHEO, Apportionments and Reapportionaments (SF 132), 
Appropna n Warrants, and Sub-allotment forms to Offices 

Volume 112file drawer 

Volume Growth 112 file drawer per year 

Total Retention: Years/Event	 Temporary Records For budget apportio ent and sub-allotment records, destroy 
2 years after the close of the Fiscal year (GRS 4) For records relatmg to 
availabrlity, collection, custody, and deposit of fun mcludmg appropnation 
warrants and certificates of deposit, destroy when 3 ye old (GRS 6 4) After 
paper record copy capture, delete all copies of electronic s ce records, except the 
one copy retamed as a template for updatmg or reVISIOn,as ap 

Disposition Authority GRS5 4 and GRS 6 4 

If no Dispo Auth NA 

MARTY Report - GRS/SFI15 Data - Paper Records Alice Gannon, CRM 9/97 4/12/00
 

MARTY - Masterlist of Agency Record TYpes - Microsoft Access 97 Page 27
 



• • 
Office of Federal Housing	 Enterprise Oversight (OFHEO) ID 70 

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

Office of Record OFA - Office of Finance and Admnustration - Budget and Fmance 

Record Series Name Financial Transactions Source Documents File - Procurement Actions 

Medium - Group Paper 

GRS 

Financial Transactions Source Documents FIle - Procurement Actions 

Documents reflectmg	 the requestmg and approvmg officials' signatures for the 
[ganon and expense of OFHEO funds Document types mclude Purchase 

Requ nons (HUDIO-4) and Expenditure Approval Memos, Purchase Orders 
(OFHEO 8), Contracts and Contract Modrfications (SF26, SF30, and SF33), 
Trammg Ord (SFI82), Vendor Invoices, Acceptance/Recervmg Reports, 
Employee (nonpa II) Reimbursements, Credit Card Statements (VISAIAMEX), 
and Interagency Agree nt FIles Documents are used to support budget 
execution for procurement 

Filing Instructions	 FIle credit card statements alphabe lIy by card holder name, then 
chronologically by date FIle all other uments chronologically by FY, then 
numerically by Office Station Number, then 

Volume 14 file drawers 

Volume Growth 2-3 file drawers per year 

Total Retention: Years/Event	 Temporary Records For Accountable Officer's FIles, destroy 6 ye and 3 
months after the period covered by account Note NARA Bulletm 99-
apply 

Disposition Authority GRS6 1 

If 110 Dispo Auth NA 

MARTY Report - GRS/SFI15 Data - Paper Records Alice Gannon, CRM 9/97 4/12/00
 

MARTY - Masterltst of Agency Record TYpes - Microsoft Access 97 Page 29
 



f • 

Office of Federal Housing Enterprise Oversight (OFHEO) ID 75 

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

Office of Record OF A - Office of Finance and Admmistration - Budget and Finance 

Record Series Name Budget Formulation File 

Medium - Group Paper 

GRS 

Budget Formulation File 

Documents created within OFHEO and used as budget background records 
ocument types Include Internal budget memoranda, Office Directors' Budget 

Rests, workpapers, program submrssions, calculations, copies of documents 
sent to MB, Congressional Budget Justifications, and the official Budget Book 
for each F 

Filing Instructions	 File chronologica by FY, then alphabetically by Office Name, then 
chronologically Within ch Office file 

Volume 4 file drawers 

Volume Growth 112 file drawer per year 

Total Retention: Years/Event	 Temporary Records For budget correspon ce files, destroy when 2 years old 
For budget background records, destroy I year a the close of the FY covered by 
the budget After paper record copy capture, delete copies of electronic source 
records, except the one copy retained as a template for up 

Disposition Authority GRS5 1 and 5 2
 

If no Dispo Auth NA
 

MARTY Report - GRS/SFJ 15 Data - Paper Records Alice Gannon, CRM 9/97 4/12/00
 

MARTY - Masterlist of Agencv Record TYpes - Microsoft Acce\s 97 Page 28
 



Office of Federal	 Housing Enterprise Oversight (OFHEO) ID 71 

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

Office of Record OF A - Office of Fmance and Adrmrnstration - Budget and Fmance 

Record Series Name	 Financial Transactions Source Documents File - Travel or Miscellaneous 
Employee Reimbursements 

Paper 

GRS 

Financial Transactions Source Documents FIle - Travel or MIscellaneous 
Employee Reimbursements 

Documents reflectmg	 the requestmg and approvmg officials' signatures for the 
o [gatron and expense of OFHEO funds Document types mclude Purchase 
Req tions (HUDIO-4) and Expenditure Approval Memos, Travel Orders, 
Claims Reimbursement, Travel Vouchers (SFI012), and PCS (Permanent 
Change of IOn) (for relocations) Vouchers/Bills ofLadmg Documents are 
used to support thonzed official activity and claims for payment by OFHEO 

Filing Instructions	 FIle chronologically b Y, then numerically by Office Station Number, then 
numerically by control nu 

Volume 5 file drawers 

Volume Growth 1-2 file drawers per year 

Total Retention: Years/Event	 Temporary Records For Accountable Office FIles, destroy 6 years and 3 
months after the period covered by account For S (relocation) records, destroy, 
destroy 6 years after the period covered by the accou Note NARA Bulletm 
99-04 does not apply 

Disposition Authority GRS6 1 for all except PCS (Relocation) records which = GRS 9 

If 110 Dispo Auth NA 

MARTY Report - GRS/SFI15 Data - Paper Records Alice Gannon, CRM 9/97 4/12/00
 

MARTY - Masterltst of Agency Record TYpes - Microsoft Access 97 Page 30
 



J' 

Office of Federal Housing Enterprise Oversight (OFHEO) ID 79 

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

Office of Record OF A - Office of Finance and Adrrumstratron - Budget and Finance 

Record Series Name Management Control Records File 

Medium - Group Paper 

NARA Job#: GRS 

Management Control	 Records Frle 

Documents created In accordance with procedures mandated by OMB CIrcular A-
123, Management Accountability and Control Systems, and P L 97-255, the 
Federal Managers' Financial Integrity Act Documents are used to perform 
valuations of their accounting and adrrumstratrve controls to prevent waste, fraud, 

an pusmanagement Document types Include policy, procedure, and guidance 
files, nual Reports and Assurance Statements, and financial management 
reviews a corrective action reports prepared to support the agency's annual 
assurance let to the President and to Congress 

Filing Instructions	 OF A Executive Se tary maintams the record copres of the Annual Assurance 
Letters, and files them ronologically by date OF A - FM files documents 
chronologically by fiscal y r, then by file folder name, then chronologically 
withm the folder 

Volume 1/3 file drawer 

Volume Growth 3" per year 

Total Retention: Years/Event	 Temporary Records For policy, procedure, and dance files, destroy when 
superseded For annual reports and assurance statem ts created by orgamzational 
components with the agency and compiled by the agenc to a single urufied 
report for direct subrrnssion to the President or Congress, cu ff closed files 
annually, and destroy after next reporting cycle For review file , cut off when no 
further correcnve actron IS necessary, and destroy 5 years after cuto For annual 
assurance letters, transfer to off site storage In 10-year segments when m t recent 
letter In the transferring segment IS 10 years old Destroy In 10-year segme 
when most recent letter In the segment to be destroyed IS 30 years old After p er 
record copy capture, delete all copres of electronic source records, except the one 
copy retained as a template for updating or reVISIOn 

Disposition Authority GRSI6	 14a, d, and f 

If no Dispo Auth NA 

MARTY Report - GRS/SFI15 Data - Paper Records Alice Gannon, CRM 9/97 4/12/00
 

MARTY - Masterlist of Agencv Recot d TYpes - Microsoft Access 97 Page 31
 



· .
 

Office of Federal Housing Enterprise Oversight (OFHEO) ID 78 

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

Office of Record OF A - Office ofFmance and Adrrnrustration - Budget and Fmance 

Record Series Name OFHEO Passports File 

Paper 

GRS 

Use and Purpose Do ents created and received in the process of obtainmg Official Passports for 
OFHE ployees Document types include the Passport Register and the 
passport App non documents Note HUD IS the official liaison to the State 
Department for 0 al Passports 

Filing Instructions 

Volume I" 

Volume Growth NA 

Total Retention: Years/Event Temporary Records For passport apphcation files, de when 3 years old or 
upon separation of bearer, whichever IS sooner For passpo isters, destroy 
when superseded or obsolete Note NARA Bulletm 99-04 does 

Disposition Authority GRS9 Sa & c 

If 110 Dispo Aut" NA 

MARTY Report - GRS/SFI 15 Data - Paper Records Alice Gannon, CRM 9/97 4/11/00
 

MARTY - Masterltst of Agency Record TYpes - Microsoft Access 97 Page 31
 



Office of Federal Housing Enterprise Oversight (OFHEO) ID 73 

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

Office of Record OFA - Office of FInance and Adrrumstration - Budget and FInance 

Record Series Name Payroll Records File (Not including Time & Attendance Records) 

Paper 

GRS 

Use and Purpose	 Do ents created by the Department of Agriculture's National FInance Center 
(NFC) used to reconcile the salary budget category, to record employee 
payroll costs, d to document payment by OFHEO to the NFC for payroll costs 
This file does not lude Time & Attendance Records 

Filing Instructions
 

Volume 3 file drawers
 

Volume Growth I file drawer per year
 

Total Retention: Years/Event Temporary Records Destroy after GAO audit, or w
 
sooner Note NARA Bulletm 99-04 does not apply
 

Disposition Authority GRS2 22c
 

If no Dispo Auth NA
 

MARTY Report - GRS/SFI 15 Data - Paper Records Alice Gannon, CRM 9/97 4/12/00
 

MARTY - Masterltst of Agency Record TYpes - MIcrosoft Access 97 Page 33
 




