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CHAPTER 3. SUBM SSI ON, RETENTI ON, RETI REMENT AND
DI SPOSAL OF SINGLE FAM LY HOVE MORTGAGE CASE Bl NDERS

3-1. SUBM SSI ON OF NEWLY- | NSURED CASE BI NDERS. Upon
compl eti on of insurance endorsenment, Field Ofices shal
submit active SFM case binders to the Single Famly
Records Section, Headquarters, Room B-264, for
processing. The follow ng procedures will be used when
preparing Single Famly Case Binders (file folders) for
transmittal to the Single Family Records Section

a. Stamp or print the entire case nunber in |arge
nunbers on the file folder tab, including that
portion of the nunber that identifies the field
office, e.g., 051-3399963. (See Appendix 3).

b. Stanp or print the endorsenent date on outside
front cover of file folders.

c. Do not ship Section 235 cases to Washington. They
must be held in the Field Ofice for the entire
retention period (See HUD Records Disposition
Schedul e 20, item 1c(1)).

d. Case binders nust be shipped in standard Federa
Records Center (FRC) storage cartons. These cartons
can be acquired fromyour |ocal supply representative.
Do not use mmil sacks or envel opes unl ess you
are returning case binders that have been retrieved
from Headquarters.

e. Stamp or print the Field Ofice identification nunber
and year of endorsenent on one of the outside end
panel s of each carton, e.g., 413/91, indicating the
Col unbus, Chio Field Ofice and the year 1991

f. Place folders in numerical order in each box. Pack
these |l egal -size folders the 15-inch way facing
the left of the carton. The unstapled 12-inch side
of the carton is the front. |If the carton is not
stapled, the front is the 12-inch side to the right
of the side the |egal-size folders are facing.

g. Do not mx folders of different years in the sane
box.

h. Do not return old folders retrieved fromthe
Headquarters with newly endorsed case binders.
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i. After each folder has been properly stanped and
pl aced in nunerical order inside the FRC carton
prepare a listing of all folders inside each
carton in the same nunerical order. The listing
shoul d include only the folders that are in that
particular carton. For exanple, if you are sending
seven cartons of folders, there should be
seven different |istings.

j. This listing nmust be made on Form HUD 143, Newy
I nsured Case Bi nder Shipping List (See Appendix 4).
The entire case nunber (including the Field Ofice
identification nunber) and the nonth and year of
endor senment nust be listed for each case on the
HUD- 143 because this Formwi ||l be used for conputer
data entry. Place one readable copy of the
conpl eted HUD- 143 inside the appropriate carton
on top of the folders.

k. FRC cartons shoul d be shipped as soon as possible
after cases are endorsed, by the npbst econonica
neans to:

Depart ment of Housing and Urban Devel opnent
Single Family Records Section

451 Seventh Street, S.W, Room B-264

Washi ngton, D.C. 20410

SECTI ON 235 CASES. Section 235 case binders endorsed
beginning in 1987 will be screened and maintained in
originating Field Ofices. They nmust be held in Field
Ofice storage for the entire retention period. Do not
send Section 235 cases to the Records Section

RETENTI ON OF SI NGLE FAM LY CASE BI NDERS. New y endorsed
SFCB's are no longer retained at the Headquarters for two
years. Because of a shortage of storage space they are
now transferred to the Washi ngton Nati onal Records
Center (WNRC) inmedi ately after processing upon

receipt, as outlined below. The Single Fanily Records
Section now has an aut onated system for tracking,
controlling and nonitoring single famly case binders,
referred to as the Case Binder Tracking System (CBTS)
Field Ofices begin the process by preparing and
forwardi ng the Form HUD- 143, New y | nsured Case Binder
Shipping List. This is why it is extrenmely inportant
that the procedures outlined in paragraph 3-1 (a thru k)
above, be fully conplied with. The follow ng are event
cycles within the autonmated system
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a. Recei ve boxes of newy endorsed SFCB's fromField
Ofices.



3-4.

b. Conpare the Form HUD-143 with the contents of the box
to insure that all SFCB' s are included and are
properly numnber ed.

c. Assign a box nunber and accessi on nunber to each box.

d. Enter the appropriate information into the automated
systemto facilitate locating and retrieving.

e. Transfer boxes of SFCB' s to the Washi ngton Nationa
Records Center in Suitland, Maryland for storage.

f. Recei ve requests for SFCB's fromusers in the
Headquarters, Field Offices. etc., on Form HUD 60,
Request for Single Fanily Case Binders, and by
t el ephone, etc.

g. Determ ne | ocati on, box nunber, and accession numnber
and nake request to the WNRC on Form HUD- 766, in an
expedi ti ous manner. Update the tracking systemto
show char ge- out .

h. Receive SFCB' s fromthe WNRC, compare themto the
requests to ensure accuracy, and forward themto the
requestors.

i SFCB' s returned fromrequestors are properly noted in
the tracking systemand returned to the VWNRC with
ot her refiles.

RETI REMENT AND DI SPOSAL OF SFCB'S. The Authority for the
retirement and di sposal of all SFCB' s received in the
Headquarters is assigned to the Single Fam |y Records
Section. No other office shall destroy a SFCB

a. SFCB's will be transferred to the WNRC i n accordance
with procedures outlined in Chapter 6, HUD Handbook
2228.1, Records Disposition Managenent.

b. SFCB's will be disposed of in accordance with
di sposition instructions contained in Itens la, b
and c, Appendi x 20 of HUD Handbook 2225.6 , HUD
Records Disposition Schedules. Presently, SFCB' S,
ot her than Section 235 cases, are scheduled to be
destroyed twelve (12) years after close of the
cal endar year in which endorsed
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