Date of Request: � FORMTEXT ��–––––�

��Name of Requester:  � FORMTEXT ��–––––�

��Title and Organization:  � FORMTEXT ��–––––�

��Telephone Number:  (� FORMTEXT ��–––�) � FORMTEXT ��–––�-� FORMTEXT ��––––�     Extension � FORMTEXT ��–––––�

��Mailing Address: � FORMTEXT ��–––––�

                            � FORMTEXT ��–––––�

                            � FORMTEXT ��–––––�

�Electronic Mail Address:  � FORMTEXT ��–––––���HUD Location:  (Check One)

 � FORMCHECKBOX �� Headquarters     � FORMCHECKBOX �� Field Office�Correspondence Code:  � FORMTEXT ��–––––�

Room Number:  � FORMTEXT ��–––––���Justification for Request:  � FORMTEXT ��–––––�

�If request is for audit purposes, please fill out this section.

� FORMCHECKBOX ��  OIG Audit   � FORMCHECKBOX ��   GAO Audit

� FORMCHECKBOX ��  Other (please explain):  � FORMTEXT ��–––––�

��*NOTE:  Requests for Multifamily Washington Dockets can only be made by HUD employees.  The HUD employee requesting the case binders will be the responsible person for holding the files in a secure environment.��

SHADED SECTION TO BE FILLED OUT BY RECORDS STAFF ONLY

Project Number requested�Project Name�Final Endorsement Date

(mm/dd/yyyy)�Date Docket Sent to Requester

(mm/dd/yyyy)�Docket Type

(Microfiche or Hardcopy)�HUD Records Staff Initials 

(If file is picked up, requester must also initial)��� FORMTEXT ��–––�-� FORMTEXT ��–––––�

�� FORMTEXT ��–––––��� FORMTEXT ��–––––������� FORMTEXT ��–––�-� FORMTEXT ��–––––�

�� FORMTEXT ��–––––��� FORMTEXT ��–––––������� FORMTEXT ��–––�-� FORMTEXT ��–––––�

�� FORMTEXT ��–––––��� FORMTEXT ��–––––������� FORMTEXT ��–––�-� FORMTEXT ��–––––�

�� FORMTEXT ��–––––��� FORMTEXT ��–––––������� FORMTEXT ��–––�-� FORMTEXT ��–––––�

�� FORMTEXT ��–––––��� FORMTEXT ��–––––������� FORMTEXT ��–––�-� FORMTEXT ��–––––�

�� FORMTEXT ��–––––��� FORMTEXT ��–––––������� FORMTEXT ��–––�-� FORMTEXT ��–––––�

�� FORMTEXT ��–––––��� FORMTEXT ��–––––������� FORMTEXT ��–––�-� FORMTEXT ��–––––�

�� FORMTEXT ��–––––��� FORMTEXT ��–––––������� FORMTEXT ��–––�-� FORMTEXT ��–––––�

�� FORMTEXT ��–––––��� FORMTEXT ��–––––������

Page � FORMTEXT ��1� of � FORMTEXT ��–––� �Instructions for Completing the form HUD-60B - Request for 

Multifamily Washington Docket





Step 1

Retrieve the form HUD-60B - Request for Multifamily Washington Docket from the HUD Web or Housing Intranet.



Step 2

	Complete ALL requested information for each section of the form using the tab key function to enter and exit each field.

(Examples shown in parenthesis):

		Date of request:  (Today’s date e.g., 11/01/1999 - use four digit year)

		Name of Requester:  (Name of person who will be responsible for holding 

the case binder in a secure environment and returning the case binder when its purpose for use has been completed.)

		Title and Organization:  (Director of Management, Office of Housing)

		Telephone Number and Extension: (202) 708-0614 Ext. 1111

		Mailing Address:  (451 7th Street, SW,  Rm. B-264

				      Washington, DC  20410)

		HUD Location: (Click the appropriate box)

		Electronic Mail Address:  (John_Smith@HUD.gov)

		Correspondence Code:  (HHRM)

		Room Number:  (10220)

		Justification for Request:  (Records needed to assist in OGC investigation)

		If request is for audit purposes, please fill out this section:  

(Click the appropriate box and provide detailed information on audit if available,

 e.g., GAO Audit, Audit #, etc.)

		Washington Docket Number:  (091-12345 - Must be an eight digit number)

		Final Endorsement Date: (10/25/1992 - use four digit year)

		Page 1 of ___:  (fill in the number of pages)



Step 3

	Continue to list the requested Washington docket numbers and endorsement dates until the page has been filled.  If additional space is needed, please complete a new form.



Step 4

	Attach the form HUD-60B to an electronic mail message addressed to the “HSNG RECORDS REQUESTS” Lotus Notes mailbox by return receipt.



Step 5

	The Records Branch will process your request and will send status notification.



Step 6

	Acknowledge receipt of Washington docket(s) by signing and dating the transmittal form, and returning to:

			Records Management Branch

			U.S. Department of Housing and Urban Development

			451 7th Street, S.W., Room B-264

			Washington, D.C.  20410



*Note:  If Washington docket(s) is/are not received within 10 business days of the request and notification has not been received that the Washington docket(s) is/are unavailable , please contact Bobby Morning of the Records Branch at (202) 708-0614 ext. 2882.

Request for Multifamily Washington Docket

U.S. Department of Housing

and Urban Development

Office of Housing-Federal Housing Commissioner









form HUD-60B (11/1999)








