CHAPTER 1. SUBJECT OUTLI NES AND FI LE PLANS

1-1 File Goups. Afile group is a collection of papers with
simlar characteristics which should be kept apart from
ot her groups of records in file roons and offices. The file
groups are:

A

Case Files: Papers docunenting the history of a case
frombeginning to end, filed by nane or nunber. A case
file covers a specific person, organization, place or
thing. A separate folder is set up for each case
Exanmpl es: I ndividual personnel folder on each

enpl oyee, filed by surname, individual folder on each
mortgage, filed by nortgage nunber. Case files are the
| argest group of HUD records.

Case Working Papers: Drafts and extra copies of
correspondence and documents about an active case,
usual Iy kept at the action level for quick reference.
Keep working papers in a separate folder fromthe
official case folder containing the record copi es.

Subj ect Files: General correspondence and ot her records
not related to a particular case, but filed by its

subj ect. Subject files document HUD s policies,

organi zation, functions, and activities. See par. 1-2
on HUD s filing systemfor subject files.

Conveni ence or Reference Files: Publications and
duplications of correspondence or other docunents used
for reference

1. Al phabeti cal nanme index file contains copies of
out goi ng correspondence used as a finding aid to
|l ocate the official record in the subject file.
The index file may be divided into three
cat egori es:

a. Interoffice: Correspondence addressed to
Headquarters, State offices and Field
Ofices.

b. I nteragency: Correspondence addressed to

ot her Governnent agenci es.

c. O her (Ato 2): Correspondence addressed to
i ndi vi dual s, organi zations, States and
cities.

2. Chronol ogical or reading file contains extra
copi es of outgoing correspondence prepared and
kept in an individual office. The copies are
filed in order by date.
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3. Techni cal reference file contains publications and



ot her nonrecord material kept for reference.

4. Followp file is set up as a rem nder that, on a
certain date, an action should be taken or
sonething is due. The followp file is also known
as the upending," or "tickler" or "suspense" file.

E. Speci al Media Files include:

1. Dat e/ word processing files. Exanples: Cassettes;
cartridges; tab and magnetic cards; diskettes;
conputer printouts; and conputer tapes, disks, and
reels.

2. Mcroforns files. Exanples: Rolls of filmon
spools or in cassettes or cartridges, nicrofiche,
aperture cards, and jackets.

3. Card files, ranging fromstandard 3" x 5" cards up
to 8" x 8" ledger or inventory cards.

4, Drawi ngs, blueprints, and other |arge docunents.
Exanmpl es:  Maps and plans, charts, and tracings.
Tracings are long-termrecords on whi ch changes
are entered and fromwhich blueprints are
r epr oduced.

1-2 HUD CGeneral Subject File O assification Quide

A Subj ect-Nuneric System HUD has adopted a subject-numeric system for
arrangi ng subject files.

B. Quide. HUD s general subject file classification guide (Appendix 2)
provi des recomrended:

1. Primary Subject Categories. The nost inportant
subj ects becone the prinmary subject categories, or
first division, and are arranged al phabetically.
Primary subject headi ngs cover records comon to
nmost of fi ces.

2. Subdi vi si ons. Each primary subject category is
subdi vided into secondary (second) and, in some
cases, tertiary (third) or quaternary (fourth)
br eakdowns, arranged nunerically. See Figure 1-1
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Figure 1-1

SAMPLE SUBDI VI SI ONS OF PRI MARY SUBJECT CATEGORY

ENV ENVI RONVENT pri mary (1st)
ENV 8 POLLUTI ON secondary (2nd)
ENV 8-1 Air tertiary (3rd)

ENV 8-1-1 Aircraft guat er nary (4t h)
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Ofice Subject Qutline. Each official file station should
have an office subject outline describing the subject file
categories kept there. The outline gives the file custodian
and user an effective finding aid to the subject files.

A

Using Guide to Prepare Qutline. Fromthe general subject
file classification guide in Appendix 2, select those
primary categories and subdi vi si ons needed for the
subject files kept at the file station. Use only the
file categories needed. Add or combi ne subdivisions as
needed. See Exhibit 1-1 for a sanple Branch office

subj ect outli ne.

1. Addi ng Subdi vi sions. Subdi vide a category when
expecting to file 20 or nore docunments on that
subject. See Figure 1-2 for an exanple of how to
add new subdivi sions to cover other topics the
of fi ce needs.

Figure 1-2

ADDI NG SUBDI VI SI ONS ON OFFI CE SUBJECT OUTLI NE

HUD General Subject File Revi sed Cat egori es
for
Classification Guide (Appendix 2) Ofice Subject
Qutline

FI N FI NANCI AL  MANAGEMENT FI'N FI NANCI AL  MANAGEMENT
FIN 17 AGREEMENTS FIN 17 AGREEMENTS
FIN 17-1 G ant
FIN 17-2 Loan
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2. Conbi ni ng Subdi vi si ons. Unnecessary fol ders take
up extra space in the file drawer and nake

retrieval nore difficult. Avoid including a
subj ect category in the outline for only a few

docunents. Instead, do either of the foll ow ng:
a. Conbi ne file categories as shown in Figure 1-3 below, or
b. Elimnate the category and use the

subdi vi sion one | evel above it. Using the
exanple in Figure 1-2 above, an office with
few subject files on agreements woul d use the
"FI' N FI NANCI AL MANAGEMENT" category in
preparing their outline, instead of the "FIN
17 AGREEMENTS" category.

Fi gure 1-3

COMVBI NI NG SUBDI VI SI ONS ON OFFI CE SUBJECT OUTLI NE



HUD General Subject File Revi sed Categories for
Classification Guide (Appendix 2) Ofice Subject Qutline

ADS  ADM NI STRATI VE SERVI CES ADS
ADM NI STRATI VE SERVI CES

ADS 3 BUI LDI NGS AND GROUNDS ADS 3
BUI LDI NG SERVI CES &

TELECOVMUNI CATI ONS
ADS 8 TELECOMMUNI CATI ONS

Filing the Qutline. The first file folder in the first
drawer of the first cabinet at each file station should
al ways have an office subject outline. Each enpl oyee
needi ng access to the files or classifying
correspondence for filing should have a copy of the
outli ne.

Updating the Qutline. Each file custodian should
update the office subject outline when needed to
reflect the files actually kept at the file station
Subj ect categories may need to be added or del eted
when:

1. Functions and responsibilities change.
2. Public interest in a programrises or falls.
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Assi stance. The RMO s will provide advice and

assi stance in preparing and updating the outlines. The
RMLO s may contact the Records and Directives Branch if
they have questions.

1-4 Files Miintenance and Disposition Plan. Develop a files
mai nt enance and di sposition plan for each official file
station. The plan should identify all official files (by
record series) kept at that station and the rel ated
di sposition instructions for those files. Prepare and
process the plan as foll ows:

A

B

Prepare the plan on Form HUD- 21001 (see Figure 1-2).

Forward the plan to the RVMLO (through the Records
Management Coordinator, for plans originating in the
Field office) for review and signature. The RMLO
reviews the plan to be sure the proper disposition
instructions are listed for each record series. The
RMLO wi | | advise the preparing office if the plan needs
to be revised.

File the approved plan with the office subject outline
inthe first folder of the first drawer of the first
file cabinet at the file station



D. Update files maintenance and di sposition plans when:
1. Di sposition instructions are revised (and approved
by NARA), or
2. The functions of the office are changed to the
extent that records series are affected.
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SAMPLE OFFI CE SUBJECT OUTLI NE
FOR BRANCH
Exhibit 1-1
DOCUMENT DI VI SI ON
RECORDS AND DI RECTI VES BRANCH
Branch office Subject Qutline
CCODE TI TLE COMMENTS
ADS ADM NI STRATI VE PQOLI CY Mat eri al on space, office
equi prent and suppli es,
printing and reproduction,
t el ephone servi ce.
BUD BUDGET Mat eri al on budget submi ssion
and executi on.
OPM ORGANI ZATI ON, PLANNI NG Mat eri al on organi zation, staffing,
AND MANAGEMENT program wor k pl ans, project
managemnent .
OPM 11 MBO COORDI NATI ON Progress reports on
Managenent By (hjectives
(MBO s) assigned to the
Di vi si on.
PER PERSONNEL Mat eri al on personnel that
cannot be put under PER 3
t hrough PER 20.
PER 3 ATTENDANCE AND LEAVE Includes T & A's.
PER 4 EMPLOYEE RELATI ONS AND Mat eri al on canpai gns and drives
SERVI CES and general enployee rel ations.
PER 5 EMPLOYMENT Supervi sor's personnel
files on individual
enpl oyees are filed
al phabetically by | ast
name under this category.
PER 11 PERFORMANCE EVALUATI ON



PER 19

PER 20

PRC

REM 1

REM 2

REM 4

REM 4-1

REM 4- 2

REM 4- 3

REM 5

REM 9

REM 9-1

REM 9- 2

REM 10

REM 10-1

REM 10- 2

REM 10- 3

TRAI NI NG AND CAREER
DEVELOPMENT

AVWARDS AND COMVENDATI ONS

PROCUREMENT AND
CONTRACTI NG
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TI TLE

RECORDS MANAGEMENT

LAWS AND REGULATI ONS

REPORTS AND STATI STI CS

DI RECTI VES MANAGEMENT

Liaison with DMO s

Status Reports on OAMs
Directives

Branch Revi ew of O her
Ofices' Directives

DOCUMENT AND | NFORVATI ON

SECURI TY

M CROFORM MANAGEMENT

Legal Opinion on
M crofil med Records

Di sposition of Paper
Records After Filmng

RECORDS DI SPCsI TI ON
HUD Headquarters

Hol di ng Area
(Rm B-229)

Statistical Reports of
Recor ds Hol di ngs

I nformati on Resources
Managenent Newsl etters

Requi si tions originated
or funded by the Branch.

COMMENTS

Materi al on records managenent
that cannot be put under REM 1
t hr ough REM 18.

Directives cl earance packages
sent to Branch for review due to
i mpact on Branch functions and
copi es of the responses. Does
not include directives case
history files.

Includes material on transition
and vital records.

Materi al on the Headquarters
hol ding area in Rm B-229 and
transfers of records to the
ar ea.
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Exhibit 1-1
CCDE TI TLE

REM 10-4 GAO Rel ati ons/ Oper ati ons

REM 10-5 Federal Records Center
Rel ati ons/ Operati ons

REM 10-5-1 Center Disposals

REM 10-5-2 Records Retirenment

REM 10-6 Di sposal Lists

REM 10-7 Freezes

REM 10-8 On-Site Disposals

REM 10-8-1 Cl eanout Canpai gns
REM 10-9 O fers For Pernanent
Ret enti on

REM 10-9-1 Conpl eted Transfers

to NARA

REM 10-9-2 Pendi ng offers

REM 10-10 Transfers of Records
to O her Federal
Agenci es

COMMVENTS

Does not include letters
gi vi ng GAO approval of
speci fic schedul es. Those
letters are filed in the
schedul e case fil es.

Material on the
destruction of
speci fic accessions
in the Center.

Does not include nmateri al
on specific accessions
now kept in Room B-229.

Mat eri al on the devel opnent,
approval and use of disposal
lists.

Mat eri al on requests for
approving or renoving freezes
on the destruction of HUD
records.

Mat eri al on destroying
records in HUD offices or
ot her HUD space.

Material on offering records
to National Archives for
per manent retention.

Mat erial on conpl eted
transfers of

records to NARA s | egal
custody. Subdivided by Record
G oup (RG nunber.

Mat erial on offers of
records pendi ng NARA
approval .

Material on transferring records to
ot her Federal agencies. Does not

include material on records retired to



a Federal Records Center (see REM
10-1) or transferred to National
Archives for pernanent

retention (see REM 10-9).

1-8
CODE TI TLE COVMENTS

REM 10-11 Records Donati ons Mat erial on donating records eligible
for destruction to non-Federal
Government entities.

REM 11 RECORDS EQUI PMENT AND
SUPPLI ES

REM 12  RECORDS MAI NTENANCE
(FI LES MANAGEMENT)

REM 16 RMLQO MLO DESI GNATI ONS Desi gnati ons of Records
Managenent Li ai son
Oficers (RMLGCs) and
M cr ogr aphi cs Liai son
Oficers (MOs).
Material on liaison with
RMLGs and MLGs is filed
by subj ect.

REM 17 FI ELD TRI PS Material on trips to
provi de advi ce and
assistance to Field
Ofices.

REM 18 | DEAS Enmpl oyee | deas on records
managenment, both pendi ng
and conpl et ed.

TRV TRAVEL, AND TRANSPORTATI ON
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CLI CK HERE OR TYPE Alt-p to LINK TO PDF FILE OF EXHI BIT 1-2, SAMPLE FORM HUD-
21001

1-10 thru 1-12



