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

NI-543-00- 10 

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

Notification to Agency 2/3 Major Subdivrsion Office of 
Finance and Administration: Human Resources 

In accordance with the prcvmons of 44 USC 3301a the4 Name of Person with Whom to Confer 5 Telephone 
drsposruon request. rncludtng amendments IS approved 
except for Items that may be marked drsposiuon not 
approved or withdrawn In column 10 Alice Gannon, CRM	 202-414-3791 
Date A~IVISt of the United ~s r------r~~~----+-,r-,r-~-

~~;!1-/J-t~fA!lLfJ,W J 

6 Agency Certification ( / 
Ihereby certify that Iam authorized to act for this agency m matters pertaining to the disposinon ~ ItSrecords 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 retention periods specified; and that written concurrence from the General Accounting Office, under the 

~visions of Title 8 of the GAO Manual for GUidance of Federal Agencies ~ ISnot required, D ISattached, or D has 

~eer requested. 

7. Item 8. Description of Item and Proposed Disposition 9. GRS or 10. Action 
No Superseded Taken 

Job Citation	 (NARA Use 
Only) 

See attached. 

NSN 7540-00-634-4064 Standard Form 115 (Rev 3-91) 
Previous I diuon Not Usable Prescribed by NARA 36 CFR 1228 

115-109 
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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#: 

System Input: 

System Data: 

System Output/Reports: 

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 Adrmrustratron - Human Resources 

Employee Identification Card System 

GRS 

A database system which includes the individual's name, photograph, and 
ID card expiration date to be used on their ID card, as well as their date of 
birth, social security number, and orgaruzation and status (employee or 
contractor) 

Software IS mamtamed and drsposinoned by VA 

emos from OF A HR Officer to VA requestmg an ID card 

eludes the mdividual's name, photograph, and ID card expiration 
date to used on their ID card, as well as their date of birth, social 

er, and orgamzatron and status (employee or contractor) 

The record copies of these documen are scheduled separately 

Data IS mamtamed and dtsposttioned by 

GRS II 4a - Destroy ID Badges 3 months after re 
(OFHEO HR) 

Documentation is mamtamed and disposrtioned by VA 

Temporary - Documentation IS mamtamed and disposmoned by 

Temporary - These paper documents are scheduled separately 

Temporary - Data IS rnamtamed and drsposrtioned by VA 

Temporary - GRSll 4a - Destroy 3 months after terrrunation of the 
individual 

Temporary - Documentation IS maintarned and drspositioned by VA 

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

lYJARTY- Masterlist of Agency Record TYpes - Microsoft Access97 Page 11 
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Office of Federal Housing Enterprise Oversight (OFHEO) - Record Group 543 ID: 68 

OFHEO Records Management Program: SF115 Data - Electronic Information Systems 

Medium - Group: 

Office of Record: 

System Popular Name: 

NARAJob#: 

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 ofFmance and Admirustration - Human Resources 

HATS (Human Resources Action-Tracking System) 

GRS 

A database, owned by HUD and used by OFHEO to request HUD 
Employee Service Center (ESC) In Chicago to process Requests for 
Personnel Actions (SF4652) The system ISused to move the requests to 
the ESC and to track HUD processing actions until OFHEO receives the 
completed SF50 forms 

Lotus Notes software ISmamtamed and drsposrtioned as required by HUD 

SF4652 - Request for Personnel Action (paper) forms signed by Office 
Directors are retained until the SF50s are received, distributed, and filed 

4652 - Request for Personnel Action data requesting such personnel 
ac ns as recruitment, resignation, retirement, transfer, and pay 
adjus ent The data IStelecommurucated to HUD HQ, then on to the 
Employ Service Center (In Chicago) where the requested personnel 
action ISp cessed and entered, Into the NFC database, and documented In 
the SF50 - Pe onnel Action Forms (paper) which are mailed to OFHEO 

of Personnel Action Forms (paper) are placed In the 
ders maintained by the HUD Employee Service 

Co ies of the SF50s are also mailed to OFHEO These 
employee and placed In the Shadow Flies 

HUD User GUide 

d disposiuoned as required by HUD 

SFl15 

Data IS drspositioned as required by HUD 

The SF50s (paper) are scheduled separately 

SFl15 

Temporary - Lotus Notes software is maintained and disp 
required by HUD .,

'2-3," 
Temporary - GRScl:j:It - Destroy after the information has been c verted 
to an electronic medium and verified (against the SF50s), or when 
longer needed to support the reconstruction of, or serve as the backup 
the master file, whichever IS later 

Temporary - Data ISdrspositroned as required by HUD 

Temporary - The SF50s (paper) are scheduled separately 
')..0/11

Temporary - GRS~ - Destroy or delete when superseded or obsolete, or 
upon authonzed deletron of the related master file or database, or upon the 
destruction of the output of the system If the output ISneeded to protect 
legal rights, whichever IS latest 

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

AfARTY - Masterlist of Agency Record TYpes - Microsoft Access97 Page 12
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Office of Federal Housing Enterprise Oversight (OFHEO) - Record Group 543 ID: 63 

OFHEO Records Management Program: SFl15 Data - Electronic Information Systems 

Medium - Group: 

Office of Record: 

System Popular Name: 

NARA Job#: 

Use and Purpose: 

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 ofFmance and Adrmrnstration - Human Resources 

PCT ARE (Time and Attendance for Pay Period) 

GRS 

A database system, owned by the Department of Agriculture, and used by 
OFHEO to transmit time & attendance data to the NFC (National Finance 
Center) in order to process the OFHEO payroll 

PCT ARE software IS mamtamed and drsposrtioned as required by NFC 

Time and attendance sheets, the signed, paper record copies, are scheduled 
separately 

Time, attendance, and leave category data for each employee IS stored and 
dispositroned by NFC 

The Employee Pay Records are maintained by NFC and transferred to the 
National personnel records center as required by NFC Reports mcludmg 

e "Total Summary from Cornbmed File," (combined data from offices), 
I Hours from Combined File" (by person), "Summary of Job Hours 

after nsrruttal," and "Compare/Comb me Combmations" from NFC are 
all syste utput reports which are used for processing and vahdation of 
data accurac 

"NFC Procedure Title I, PayrolllPersonnel Processing Manual, Chapter 
21, Time and Atten ce Reporting," and the User GUide prepared by 
OFHEO 

PCT ARE software IS rnamta ed and drsposttioned as required by NFC 

Time and attendance sheets, the ned, paper record copies, are scheduled 
separately 

Data IS stored and disposed of by NFC 

GRS235b 

SFI15 

Temporary - PCTARE software IS maintamed and drspos 
required by NFC 

Temporary - Time and attendance sheets, the signed, paper recor 
are scheduled separately 

Temporary - Data IS stored and disposed of by NFC 

Temporary - GRS23 5b - Destroy the paper vahdation reports when no 
longer needed for converuence or reference NFC deletes the validatron 
reports after the mforrnanon has been transferred to the master file and 
verified 

Temporary - GRS23 5b - Destroy or delete when superseded or obsolete, 
or upon authonzed deletion of the related master file or database, or upon 
destruction of the output of the system If the output IS needed to protect 
legal rights, whichever IS latest 

MARTY Report - SFl15 Data/or Electronic Information Systems Alice Gannon, CRll-l 9/97 4/12/00
 

MARTY - Masterltst 0/ Agency Record TYpes - Microsoft Access97 Page 14
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Office of Federal Housing Enterprise Oversight (OFHEO) - Record Group 543 ID: 62 

OFHEO Records Management Program: SF115 Data - Electronic Information Systems 

Medium - Group: 

Office of Record: 

System Popular Name: 

NARAJob#: 

Use and Purpose: 

System Software: 

System Input: 

System Data: 

System OutputlReports: 

System Documentation: 

Soft" •. e Bispo Authol it). 

Data Disposition Authority: 

Doct'n Dispo Authority: 

Saftria. e 'l'otal Retention. 

h.pat 'fotal Rdeftti"ft, 

Data Total Retention:(t.-
OIi~f!lI~ T9~RI ReteR~i8R' 

Doct'n Total Retention:fir 

EIS 

OFA - Office of'Fmance and Adrrumstration - Human Resources 

VIDA - Vacancy Information Database on Access 

NI-543-00-1 010 I 

A database of Job applicants used as a reporting system and a finding aid 
for the associated paper documents and as a correspondence facilitator 
through "mall merge" 

MIcrosoft ACCESS 97 for Windows 98 

Applicatrons and resumes 

System data includes records for each Vacancy Announcement mcluding 
ItSnumber and positron trtle, for each apphcant mcludmg their name, 
address, veteran preference po mts, and final score, and for each apphcatron 
document including ItSreceipt data and whatever rmssmg information is 
still required 

Reports "Apphcants by Job TItle," "Vacancy Summary," and ad hoc 
reports These reports include substantiv e mforrnanon, the substance of 
wluch has been incorporated into organized files 

System-generated data dictionary 

SFlIS 

TAII811I'llI'll' ElSSttlflllft~S Mil SlllIllEittleEi se!!8:r8:~el). 

SFI15 

Glum SI! 

SFI15 

.CIIiPOlftI) SFllS 81sp8oe ef!!leR .. ftFC~peft MigP8ti8fl, 8' .. hefl 
supciscdcd 61 ob301ete 

88fliratily 

NI-543-00- I010 I a Temporary - SF I 15 - Delete with related records when 
the agency determines that they are no longer needed for adrmrustrative, 
legal, audit, or other operational purposes, whichever is later 

TSR'lf!9FIlI?' GRS:lVjl! D1I6lF9), f!llf!ef Ft!f!9FlS WAIlR HS ISlIger lIeeEleEi fer 
'eSR)'t!IIIt!lIet! SF fefeFeflee 

NI-543-00-10/01 b Temporary - SFI 15 - Destroy or delete when 
superseded or obsolete, or upon authorized deletion ofthe related master 
file or database, or upon the destruction of the output of the system If the 
output ISneeded to protect legal rights, whichever ISlatest 

MARTY Report - SF115 Data for Electronic Information Systems Alice Gannon, CRM 9/97 4/12/00
 

MARTY - Masterltst of Agency Record TYpes - MIcrosoft Access97 Page 16
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Office of Federal Housing Enterprise Oversight (OFHEO) ID 53 

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

Office 0/ Record 

Record Series Name 

Medium - Group 

NARA Job#: 

Filing Instructions 

Volume 

Volume Growth 

Total Retention: Years/Event 

Disposition Authority 

If 110 Dispo A uth 

OF A - Office of Finance and Adrmrnstrauon - Human Resources 

Applicant File 

Paper 

GRS 

Applicant FIle 

Documents related to applrcations for OFHEO Jobs, including Vacancy 
Announcements, applrcatrons, resumes and associated correspondence, and the 
evaluations to document selection decisrons 

e alphabetically b) Office name, then Numencally by Vacancy Number 

For employment apphcations, destroy upon receipt ofOPM 
inspection report or w 2 years old, whichever ISearlier For examining and 
certrfication records (dele ed agreements) destroy 3 years after terrmnatron of 
agreement For corresponden concerning apphcatrons, ehgible certification, and 
all other evammmg and recruit In erations, cut off annually, and destroy 1 year 
after cutoff For ehgible apphcauon n active register, destroy upon terrnmanon 
of the register (except apphcations that v be brought forw ard to new register, If 
any) For eligible apphcatrons on inactive r ster, destroy 1-2 months after 
ehgible are placed on mactive register, depend I on space availabihty and 
difficulty of replacing the apphcation for restorauo After paper record copy 
capture, delete all copies of electronic source records, cept the one copy retained 
as a template for updating or reVISIOn 

GRS I 15 (applications), GRS I 33 (Evarmrung/Cernficanons), G 
applicatrons) 

NA 

MARTY Report - GRS/SFl15 Data - Paper Records Alice Gal/IIOII, CRM 9/97 4//2/00
 

I/-IRIl - Masterlist of Agency Record I tpes - Microsoft Acce~s 9;' Page 34
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Office of Federal Housing Enterprise Oversight (OFHEO) ID 57 

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

Office of Record OF A - Office of Finance and Adrmrnstranon - Human Resources 

Record Series Name NFC Reports File (Payroll)
 

Paper
 

GRS
 

NFC Reports File (Payroll) 

Use ami Purpose rts (some downloaded from the PCT ARE system and some received by mall 
from t ational Finance Center) including leave balance report, error reports, 
employee r r with salary, withholding codes, and service computation dates, 
used to check th curacy of NFC records against source documents (T &A 
Sheets) 

Filing Instructions 

Volume I file drawer 

Volume Growth 1/2 file drawer/year 

Total Retention: Years/Event Temporary Records Destroy when related actions are 
longer needed, not to exceed 2 years NARA Bulletin 99-0 

leted or when no 

Disposition Authority GRS2 22a 

If 110 DilPO Auth NA 

MARTY Report - GRS/SFlI5 Data - Paper Records Alice Gannon, CRM 9/97 4/12/00 

.\IIRT> - Masterltst of Agency Recot d Tt pes - Microsoft Access 9- Page 35 
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Office of Federal Housing Enterprise Oversight (OFHEO) ID 54 

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

Office of Record OF A - Office of Finance and Adrmmstrauon - Human Resources 

Record Series Name Performance-Based Action Files 

Medium - Group Paper 

GRS 

Performance-Based Action Flies 

Case files and records related to performance-based actrons used to document 
formance problems and assistance Performance-based actions against 

emp es may Include removal, suspension, reduction-m-gradc, or furlough 
Flies mel a copy of the proposed action w ith supporting documents from the 
agency and the loyee and witnesses 

Filillg Instructions 

Volume 114 file drawer 

Volume Growth 5" per year 

Total Retention: Years/Event	 Temporary Records Destroy 5 ) ears after case IS 

capture, delete all copies of electronic source records, e, 
as a template for updating or revision 

Disposition Authority GRS 1.30b 

If I/O Dispo A uth NA 

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

.I1·mT> - Masterlist of rlgellG.~ Record Tt pes - Xhcrosoft //(celS 97 Page 36 
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Office of Federal Housing Enterprise Oversight (OFHEO) ID 59 

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

Office of Record OF A - Office of Finance and Adrmmstranon - Human Resources 

Record Series Name Shadow File 

Medium - Group Paper 

NARA Job#: GRS 

Shadow File 

ThIS file includes a "Shadow FIle" to the Official Personnel Folders held at the 
HUD Employee Service Center m Chicago for each OFHEO employee The 
shadow files include copies of all Personnel Action Forms (SF50) origmated since 
the employee began service at OFHEO, and copres of forms which make changes 
to nefits selections or to Positron Descripnons FIles also include copies of 
comp d trammg forms and performance appraisal forms, as well as emergency 
mformatio 

Filing Instructions 

Volume 2-1/2 file drawers 

Volume Growth 2" per year 

Total Retention: Years/Event Temporary Records Review annually and roy superceded or obsolete records 
Destroy the file relating to an individual employe vrthin 1 year after separanon or 
transfer of employee After paper record copy captu elete all copies of 
electronic source records, except the one copy retamed as mplate for updatmg 
or revision, which shall also be deleted or destroyed 3 years aft 
transfer of employee 

Disposition Authority Grs I 18a
 

If I/O Dispo Auth NA
 

MARTY Report - GRSISFl15 Data - Paper Records Alice Gannon, CRM 9197 4112100
 

MARTI' - Masterhst of Agency Recor d I t pes - 1\IIClO~(>Ji Access 97 Page 37
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Office of Federal Housing Enterprise Oversight (OFHEO) JD 56 

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

Office of Record OF A - Office of Finance and Adrrumstranon - Human Resources 

Record Series Name Time and Attendance File 

Medium - Group Paper 

GRS 

TIme and Attendance FIle 

FIle mcludes Leave Apphcation Sltps, TIme & Attendance Sheets, and PCT ARE 
rt sheets used as source documents for data transferred to the National Finance 

Cente FC) (Dept of Agriculture), who \\111 prepare the Pay and Leave 
Statement d process the payroll 

Filing Instructions 

Volume 4 file drawers 

Volume Growth I file drawer/year 

Total Retention: Years/Event Temporary Records Destroy after GAO It or \\ hen 6) ears old, whichever IS 
sooner For Leave Apphcatron Sltps (signed 0 nsigned) (~, for TIme & 
Attendance Sheets~, and for PCT ARE rep sheets (GRS2 8), destroy 
after GAO audit or w hen 6 years old, \\ hichev er ISsoon NARA Bulletm 99-04 
does not apply 

Disposition Authority Sf'llAIai'rtI GRS 2 8 

If no Dispo Auth NA 

MARTY Report - GRSISFlI5 Data - Paper Records Alice Gannon, CRM 9197 4112100
 

If~RTr - Mosterlist of Agency Record Tt'pes - Microvoft Acce~s 97 Page 38
 




