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Office of Federal Housing Enterprise Oversight (OFHEO) - Record Group 543 ID: 109 

OFHEO Records Management Program: SFl15 Data - Electronic Information Systems 

Medium - Group: 

Office of Record: 

System Popular Name: 

NARA Job#: 

Use and Purpose: 

System Software: 

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 

OER - Office of External Relations - Public Affairs 

Fax Broadcast List 

NI-543-00-12/0 1 

The database containing the names and fax addresses of those mdividuals 
and/or orgarnzanons on drstnbution for OFHEO news releases 

The contractor's software applrcation 

Notes, documents, directones. or telephone messages are used as Input 

Names and fax addresses 

The proper names and fax addresses attached to the documents being 
disseminated 

XPEDITE 

SF115 

SF115 

SF115 

NA - This IStelecom data which leaves OFH[O with the documents 
drsserrunated 

SFI15 

Temporary - SF115 - Dispose of software when data ISmigrated, or when 
superseded or obsolete 

NI-543-00-12/0 1a Temporary - SF 115 - Destroy after the information has 
been converted to an electroruc medium and verified, or when no longer 
needed to support the reconstruction of, or serve as the backup to, the 
master file, whichever IS later 

NI-543-00-12/0 Ib Temporary - SF115 - Dispose of data when superseded 
or obsolete m order to mamtam database current 

NI-543-00-12/0 I c Temporary - NA - This IStelecom data which leaves 
OFHEO with the documents dissermnated 

NI-543-00-12/01d Temporary - SFI15 - Destroy or delete when 
superseded or obsolete, or upon authorized deletion of the related master 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 rights, whichever IS latest 

MARTY Report - SFII5 Dutafor Electronic Information Systems Alice Gannon, CRM 9/97 3/29/00
 

MARTY - Masterlist of Agency Record TYpes - Microsoft Access9- Page 2
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Office of Federal Housing Enterprise Oversight (OFHEO) - Record Group 543 ID: 123 

OFHEO Records Management Program: SFl15 Data - Electronic Information Systems 

Medium - Group:
 

Office of Record:
 

System Popular Name:
 

NARA Job#:
 

Use and Purpose:
 

System Software: 

System Input: 

System Data: 

System Output/Reports: 

System Documentation: 

Software Dispo Authority: 

Input Drsposrnon Authority: 

Data Disposition Authority: 

Output Dispo Authority: 

Doct'n Dispo Authority: 

Software Total Retention: 

Input Total Retention: 

Data Total Retention: 

Output Total Retention: 

EIS 

OER - Office of External Relations - Public Affairs 

OFHEO Website Content Records 

NI-543-00-12/02 

The OFHEO Website ISa Federal Government 'Website, and has been 
created to disseminate information and documents to the pubhc about 
OFHEO and to show how OFHEO IS carrying out ItS miSSIOn Included on 
the OFHEO WebPages are such documents as the OFHEO Strategic Plan, 
Annual Performance Plan, Orgaruzation Chart, Annual Reports to 
Congress, House Price Indexes, Job Po stings, and other types of 
documents including Speeches, Testrmomes, Press Releases, Capital 
Classification News Releases, Proposed and Final Regulations, Reports 
(e g , Annual FOIA Report to DOl), the Examination Handbook, and 
Consumer Information documents This electronic information system 
does NOT Include OFHEO Website Management Records 

INFOCUS software 

Documents maintained In other OFBEO Frlmg Systems - both Paper and 
Electronic 

Documents forwarded to the Office of Pubhc Affairs for mclusion on the 
OFHEO Website 

OFHEO WebPages 

See the OFIIE~O Website Management FIle 

SFl15 

Web Content records In other OFHEO File categories are scheduled 
separately 

SFl15 

SFl15 

SF1l5 

Temporary - SFl15 - Dispose of software upon rrugration, or when 
superseded or obsolete 

NI-543-00-12/02a Temporary - Record copies of the Web Content 
Records In other OFHEO FIle categories are scheduled separately 

NI-543-00-12/02b Temporary - SFl15 - Web Content Records will be 
retained electronically for the same retentron period as their counterparts 
which are scheduled separately However, the copies put up on the 
OFHEO website may be removed and saved on the LAN or on magnetic 
(or other)storage media for as long as they may be required for electroruc 
dissemmatron 

NI-543-00-12/02c Temporary - SFl15 - Web Content Records 'WIllbe 
retained electronically for the same retention period as their counterparts 
which are scheduled separately However, the copies put up on the 

MARTY Report - SFl15 Datafor Electronic Information Systems Alice Gannon, CRM 9197 3/29/00
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Office of Federal Housing Enterprise Oversight (OFHEO) - Record Group 543 ID: 123 

OFHEO Records Management Program: SF115 Data - Electronic Information Systems 

OFHEO website may be removed and saved on the LAN or on magnetic 
(or other)storage media for as long as they may be required for electronic 
dissemmatron 

Doct'n Total Retention: Temporary - See the OFHEO Website Management FIle 

MARTY Report - SFII5 Data for Electronic Information Systems Alice Gannon, CRM 9197 3129100
 

MARTY - Masterltst of Agency Record TYpes - Microsoft Access97 Page 4
 



Office of Federal Housing Enterprise Oversight (OFHEO) - Record Group 543 ID: 108 

OFHEO Records Management Program: SFl15 Data - Electronic Information Systems 

Medium - Group: 

Office of Record: 

System Popular Name: 

NARA Job#: 

Use and Purpose: 

System Software: 

System Input: 

System Data: 

System OutputlReports:
 

System Documentation:
 

Software Dispo Authority: 

Input Disposition Authority: 

Data Drsposinon Authority: 

Output Dispo Authority: 

Doct'n Dispo Authority: 

Software Total Retention: 

Input Total Retention: 

Data Total Retention: 

Output Total Retention: 

Doct'n Total Retention: 

[IS 

OCR - Office of External Relations - Public Affairs 

Public Affairs Mailing List 

NI-543-00-12/03 

The database containing the names, mailing addresses, and e-mail 
addresses of those mdivrduals and/or orgamzatrons on distnbution for 
OFHEO publications 

Microsoft ACCESS 97 for Windows 98 

Notes, documents, drrectones, or telephone messages are used as Input 

The names and addresses of those individuals and/or orgamzations on 
drstnbunon for OFHEO pubhcations 

Mailing labels for envelopes and e-mail lists 

None 

SFI15 

SFI15 

SFI15 

NA - Mailing labels leave OFHEO 

SFI15 

Temporary - SF 115 - Dispose of software when data ISmigrated, or when 
superseded or obsolete 

NI-543-00-12/03a Temporary - SFI15 - Destroy after the information has 
been converted to an electronic medium and verified, or when no longer 
needed to support the reconstruction of, or serve as the backup to, the 
master file, whichever IS later 

NI-543-00-12/03b Temporary - SFll5 - Dispose of data when superseded 
or obsolete In order to maintain database current 

Temporary - NA - Mailing labels leave OFHEO 

NI-543-00-12/03c Temporary - SFI15 - 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 IS needed to protect legal rights, whichever IS latest 

MARTY Report - SFII5 Datafor Electronic Information Systems Alice Gannon, CRM 9/97 3/29/00
 

MARTY - Masterltst of Agency Record TYpes - Microsoft Access97 Page 5
 



Office of Federal Housing Enterprise Oversight (OFHEO) ID 136 

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

Office of Record 

Record Series Name 

Medium - Group 

NARA Job#: 

File Plan Category Name 

Use ami Purpose 

Filing instructions 

Volume 

Volume Growth 

Total Retention: Years/Event 

Disposition Authority 

If 110Dispo Aut" 

OER - Office of External Relations - Public Affairs 

Public Affairs Video File 

Paper 

NI-543-00-12/07 

Public Affairs Video File 

The videotape was made In 1996 In English and Spanish to explain the mission and 
functions of OFHEO to the mortgage Industry In the United States and abroad 

File chronologically by date 

6 Inches (2 videotapes) 

I Inch per year 

543-00-12/07a Permanent records - Records that document the history, miSSIOn, 
and functions ofOFHEO Transfer to NARA (for environmental protection) In 5 
years, or when volume reaches one cubrc foot, whichever comes first 543-00-
!2/07b Temporary - Those records that do not warrant permanent retention 
Destroy when ten years old, or sooner If no longer needed for business j 43 88 
12fQ7e Note No electronic versions exist to be scheduled 

SF!! 5 

Sf1! 5 

MARTY Report - GRS/SFI15 Data - Paper Records Alice Gaf/1I0f/, CRM 9/97 

HARry - Masterlist of Agencv Record Tt pes - vucrosoft Acce~s 9-

3/29/00 



Office of Federal Housing Enterprise Oversight (OFHEO) ID 105 

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

Office of Record 

Record Series Name 

Medium - Group 

NARA Job#: 

File Plan Category Name 

Use ami Purpose 

Filing Instructions 

Volume 

Volume Growth 

Total Retention: Years/Event 

Disposition Authority 

If 110 Dispo Auth 

OER - Office of External Relations - Public Affairs 

Annual Reports to Congress for OFHEO 

Paper 

NI-543-00-12/04 

Annual Reports 

Formal annual publications by OFHEO addressed to Congress and then distnbuted 
widely as public documents, the Annual Reports to Congress are submitted by the 
Director ofOFHEO to the House Committee on Banking, Finance and Urban 
Affairs, and to the Senate Committee on Banking, Housing, and Urban Affairs 

File chronologically by date 

I" 

Low 

543-00-12/04a Permanent Records Break file annually Transfer to the off site 
storage In 10 years, or when volume warrants Offer to NARA In IO-year 
segments when most recent records In the transfernng segment are 30 years old 
Follow OFHEO procedures for transfernng an electronic copy to the OFHEO 
website 543-00-12/04b After paper record copy capture, delete all copies of 
electronic source records, except the one copy retained as a template for updating 
or reVISIOn 

SF 115 

SF 115 

MARTY Report - GRS/SFI15 Data - Paper Records Alice Gannon, CRM 9/97 3/29/00 

\,fARTY - Masterlist of Agency Record TYpes - Murosoft Access 97 Page 14 



Office of Federal Housing Enterprise Oversight (OFHEO) ID 106 

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

Office of Record 

Record Series Name 

Medium - Group 

NARA Job#: 

File Plan Category Name 

Use and Purpose 

Filing Instructions 

Volume 

Volume Growth 

Total Retention: Yean/Event 

Disposition Authority 

If no Dlspo Auth 

OER - Office of External Relations - Pubhc Affairs 

House Price Indexes - Quarterly OFHEO Publications and the "HPI 
Technical Description" 

Paper 

NI-543-00-12/05 

House Pnce Indexes 

The House Pnce Indexes (HPI) are quarterly Indexes that measure average changes 
In hOUSIngpnces at the regional and state levels as well as natronwide The HPI IS 
based on sales or refinancings of smgle-farmly homes whose mortgages have been 
purchased or secuntized by the GSEs The document titled "HPI Technical 
Descnption," dated March 1996, ISalso a part of this records series 

FIle chronologically by date 

3" binder 

4 per year (I to/year) 

543-00-12/05a Permanent Records Break paper files annually Transfer to the 
off site storage In 10 years, or when volume warrants Offer to NARA In IO-year 
segments when most recent records In the transferring segment are 30 years old 
543-00-12/05b Follow OFHEO procedures for transferring an electronic copy to 
the OFHEO website After paper record copy capture, delete all copies of 
electromc source records, except the one copy retamed as a template for updatmg 
or revrsion 

SF 115 

SFI15 

MARTY Report - GRS/SFl15 Data - Paper Records Alice Gannon, CRM 9/97 3/29/00 

.\lARTY - Masterlist of AKencv Record Tt pes - Microsoft ·lcce\~ 9-



Office of Federal Housing Enterprise Oversight (OFHEO) ID 103 

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

Office of Record 

Record Series Name 

Medium - Group 

NARA Job#: 

File Plan Category Name 

Use ami Purpose 

Filing Instructions 

Volume 

Volume Growth 

Total Retention: Years/Event 

Disposition Authority 

If no Dispo Auth 

OER - Office of External Relations - Public Affairs 

News Releases 

Paper 

NI-543-00-12/06 

News Releases 

Prepared statements or announcements Issued by OFHEO's Public Affairs Office 
and distnbuted to the news medra regarding policy decisrons, policy changes, and 
changes In seruor agency personnel Excluded are news releases that provide only 
routme or transitory mformanon 

FIle chronologically by date 

I" binder 

Low 

543-00-12/06a Permanent Records Break paper files annually Transfer to the 
off site storage In 10 years, or when volume warrants Offer to NARA In lO-year 
segments when most recent records In the transfernng segment are 30 years old 
543-00-12/06b Follow OFHEO procedures for transfernng an electroruc copy to 
the OFHEO website After paper record copy capture, delete all copies of 
electronic source records, except the one copy retained as a template for updanng 
or reVISIOn 

SF 115 

SFI15 

MARTY Report - GRS/SFlI5 Data - Paper Records Alice Gannon, CRM 9/97 3/29/00 

\tARn - Masterlist of Agencv Record Tt pes - Microsoft Acce5s 9~ Page 16 



Office of Federal Housing Enterprise Oversight (OFHEO) ID 124 

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

Office of Record OER - Office of External Relations - Public Affairs 

Record Series Name OFHEO Website Management File 

Medium - Group Paper 

NARA Job#: NI-543-00-12/08 

File Ph", Category Name OFHEO Website Management File 

Use ami Purpose Documents created or received In the development, design, implementatron, 
operations and maintenance of the OFHEO Website This file does not Incl
copies of Web Content Records 

ude 

Filing Instructions File chronologically by date 

Volume Unknown at this time 

Volume Growth Unknown at this time 

Total Retention: Years/Event 543-00-12/08a Temporary Records Retain for 10 years 543-00-12/08b 
paper record copy capture, delete all copies of electronic source records, exc
one copy retained as a template for updating or reVISIOn 

After 
ept the 

Disposition Authority SF 115 

If 110 Dispo Auth SF 115 

MARTY Report - GRS/SFI15 Dnta= Paper Records Alice Gannon, CRM 9/97 3/29/00
 

AtARrY - Masterltst of Agellcv Recot d Trpes - Microsoft AcceH 97 Page 17
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Office of Federal Housing Enterprise Oversight (OFHEO) 1D11O 

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

Office of Record 

Record Series Name 

Medium - Group 

NARA Job#: 

File Plan Category Name 

Use ami Purpose 

Filing Instructions 

Volume 

Volume Growth 

Total Retention: Years/Event 

Disposition Authority 

If no Dispo Auth 

OER - Office of External Relations - Public Affairs 

Press Packets (Clips) Files 

Paper 

NI-543-00-12/09 

Press Packets (Clips) FIles 

Press Packets are created periodically to distribute a snapshot of chppmgs of 
Interest to OFHEO Chps may be mission-related news, GSE-related news, news 
of other regulators, or news of general Interest to Federal employees This records 
series has two parts a chron file and a subject file 1he chron files contains the 
press packets as whole documents, while the subject file contains copies of 
mdividual clips 

FIle the clips document chronologically by date In the chron file, and the mdrvidual 
clips Items alphabetically by subject name In the subject file 

10 file drawers 

2 5 file drawers per year 

543-00-12/09a Temporary Records For subject categories including "OFHEO," 
"Freddie Mac," and "Fannie Mae," break file annually, transfer to off site storage 
after 5 years, or when volume warrants Destroy In IO-year segments when the 
most recent records In the segment are 30 years old For other categories, destroy 
after 5 years Weed files annually 543-00-12/09b After paper record copy 
capture, delete all copies of electronic source records, If any, except the one copy 
retained as a template for updating or revision 

SFI15 

SFI!5 

MARTY Report - GRS/SFlI5 Data - Paper Records Alice Gannon, CRM 9/97 3/29/00 

\fARTY - Masterlist of AgellLV Record Tt pes - vticrosofi Access 9- Page /8 
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Office of Federal Housing Enterprise Oversight (OFHEO) ID 139 

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

Office of Record 

Record Series Name 

Medium - Group 

NARA Job#: 

File Plan Category Name 

Use and Purpose 

Filing Instructions 

Volume 

Volume Growth 

Total Retention: Years/Event 

Disposition Authority 

If 110 Dispo Auth 

OER - Office of External Relations - Public Affairs 

Public Affairs Photograph File 

Paper 

NI-543-00-12112 

Pubhc Affairs Photograph File 

The photographs cover the major events at OFHEO since the agency was 
established In 1993 

File chronologically by date 

3 Inches (2 photo albums) 

I Inch per year 

543-00-12112a Permanent records - Records that document the history, rmssion, 
and functions ofOFHEO Transfer to NARA In 5 years, or when volume reaches 
one cubic foot, whichever comes first 543·00·12112b Temporary - Those records 
that do not warrant permanent retention Destroy when ten years old, or sooner If 
no longer needed for business .,)43 DO_PI] leo' Note No electronic versions exist 
to be scheduled 

SF 115 

SF 115 

MARTY Report- GRS/SFI15 Dota= Paper Records Alice Gannon, CRM 9/97 3/29/00
 

MARTY - Masterltst of Agency Recoi d Tt pes - Microsoft Acce~s 9- Page 19
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Office of Federal Housing Enterprise Oversight (OFHEO) ID 107 

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

Office of Record OER - Office of External Relations - Public Affairs 

Record Series Name Speeches, Addresses, and Comments 

Medium - Group Paper 

NARA Job#: NI-543-00-1211 0 

File Plan Category Name Speeches, Addresses, and Comments 

Use and Purpose This file Includes remarks made at formal ceremonies and dunng interviews by 
agency heads or their senior executive staff The speeches and addresses may be 
presented to executives from other Federal agencies, representatives of state and 
local governments, or pnvate groups such as university students, members of 
business associations, or members of cultural orgaruzanons Interviews may be 
granted to radio, television, or pnnted news reporters or commentators 

Filing Instructions File chronologically by date 

Volume One binder 

Volume Growth Unknown at this time 

Total Retention: Years/Event 543-00-12110a Permanent Records Break file annually Weed annually 
Transfer to the off site storage In IO years, or when volume warrants Offer to 
NARA In 10-year segments when most recent records In the transferring segment 
are 30 years old 543-00-12/IOb Follow Or-IIEO procedures for transferring an 
electronic copy to the OFHEO website After paper record copy capture, delete all 
copies of electronic source records, except the one copy retained as a template for 
updating or revision 

Disposition Authority SF 115 

If 110 Dispo Auth SF lIS 

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

MARTY - Masterlist of Agencv Record Ft pes - Microsoft Access 9~ Page 20 

3/29/00 
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Office of Federal Housing Enterprise Oversight (OFHEO) JD 118 

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

Office of Record 

Record Series Name 

Medium - Group 

NARA Job#: 

File PIal/ Category Name 

Use and Purpose 

Filing Instructions 

Volume 

Volume Growth 

Total Retention: Years/Event 

Disposition Authority 

If I/O Dispo Auth 

OER - Office of External Relations - Public Affairs 

Staff Biographies 

Paper 

NI-543-00-12/11 

Staff BIOgraphies 

BIOgraphical mformatron documents on OFHEO Directors and senior Executive 
Staff members 

File alphabetically by name, then chron by date 

I" 

Unknown at this time 

543-00-12/11 a Permanent Records Retain each revisron of each staff biography 
as a permanent (hfenme of the USA) record to document part ofOFHEO's history 
Transfer to off site storage In 20 years, or w hen volume warrants Offer to NARA 
In 10-year segments when most recent records In the transferring segment are 30 
years old 543-00-12111 b After paper record copy capture, delete all copies of 
electromc source records, except the one copy retained as a template for updating 
or revision 

SF us 

SF us 

MARTY Report - GRS/SF/IS Data - Paper Records Alice Gannon, CRM 9/97 

MARl) - Masterlist of Agency Record TYpes - Microsoft Access 97 Page 21 

3/29/00 


