November 4, 1997

RCS VB-1

Part I, Section XII

SECTION XII

LOAN GUARANTY
	Item No.
	Title and/or Description
	Disposition
	Authority

	12-050.000
	Loan Guaranty Division Correspondence File. Correspondence and memorandums relating to the activities, operations, and administration of the Loan Guaranty Division, such as requests for equipment and/or information, inquiries concerning, loans, transmittal letters, media questions and answer letters, and related material not connected with any specific loan:
	
	

	12-050.100
	Material of instructional use and which has continuing reference value.
	Destroy after being replaced or becoming obsolete.
	NA Job

II NNA 2245

	12-050.200
	Routine material.
	Destroy when 2 years old.
	NA Job

II NNA 2245

	12-052-000
	Credit and Character Report Control Files. Memorandum copies of vouchers evidencing payment to contractors supplying credit and character reports on individuals and firms for loan guaranty and direct loan program purposes; copies of related order forms indicating date of receipt of report; registers or other mediums used in credit report control system, but which are neither official fiscal nor contract records.
	Destroy after 1 fiscal year.
	VBA approved

 as nonrecord. (4/84)

	12-053.000
	Loan Guaranty Mailing Lists. Addressograph plates, manually prepared or punched card files or other mediums used solely to distribute information issues to lenders, builders, fee appraisers and other loan guaranty program participants. (EXCLUDING original cards containing lender codes or used for any other purpose prescribed by loan guaranty directives.)
	Destroy individual card files when cancelled or revised.
	GRS 13, Item 4b.

	12-054.000
	National Control Index File and List of builders, lenders, brokers, salespersons and manufactured home participants suspended from participation in the Loan Guaranty program.
	
	

	12-054.300
	Cards dated prior to July 1, 1978, pertaining to builders within the jurisdiction of the station.
	Destroy immediately after notification that the suspension has been terminated or upon inclusion of the builder on the National Control List, whichever occurs first.
	VBA approved

 as nonrecord. (5/86)

	12-054.500
	National Control List.
	Destroy upon receipt of the subsequent list.
	VBA approved

 as nonrecord. (5/86)

	12-055.000
	Housing Discrimination Complaint File:
	Destroy 6 years after complaint is resolved and case is closed.
	NA Job

NC1-15-80-21

	12-055.100
	Individual Complaint Folder.  Housing Discrimination Complaint, or written complaint and all subsequent material relative to the investigation and resolution of the complaint.
	Destroy 6 years after complaint is resolved and case is closed.
	NA Job

NC1-15-80-21

	12-055.200
	Closed Folder.  VA Form 26-6715, Record of Telephone Conversation, documenting complaint and a copy of the related VA transmittal letter.
	Destroy 60 days after being placed in closed folder.
	NA Job

NC1-15-80-21

	12-055.300
	Discrimination Complaint Log.  VA Form 7051, Data Sheet.
	Destroy each page immediately after all complaints listed thereon are resolved and closed.
	VBA approved

 as nonrecord. (4/80)

	12-060.000
	Request for Certificate of Eligibility File(Name File).  Request for Determination of Eligibility and Available Loan Guaranty Entitlement (VA Form 26-1880 or predecessor forms) and attachments.  Unclaimed Certificate of Eligibility for Loan Guaranty Benefits. (VA Form 26-8320, or equivalent) which cannot be delivered to veteran because of unknown address.  Request for Certificate of Veteran's Status (VA Form 26-8261a) that evidences entitlement for the FHA/VA program.
	File by calendar year. Destroy after 1 calendar year.
	NA Job

II NN 165-140

	12-061.000
	Certificate of Eligibility for Loan Guaranty Benefits (VA From 26-8320) or Certificate of Eligibility for Loan Guaranty Benefits(Reserves/National Guard) (VA Form 26-8320A) certifying as to the eligibility of veterans for loan guaranty or insurance benefits under 38 U.S.C, chapter 37:
	
	

	12-061.100
	Canceled or voided certificates only.
	Destroy after cancellation.
	NA Job

II NN 3285

	12-061.200
	Unclaimed certificates issued to veterans which have been returned to VA and cannot be delivered to the veteran because of unknown address.
	File with related Request for Certificate of Eligibility File (Name File). If none of record, destroy upon receipt.


NOTE:  Send to issuing office cert ficates returned to other than issuing office.
	VBA approved

 as nonrecord. (1/84)

	12-062.000
	(Item Intentionally Deleted)
	
	

	12-062.100
	(Item Intentionally Deleted)
	
	

	12-062.200
	(Item Intentionally Deleted)
	
	

	12-062.300
	Alphabetical COM (computer output microfiche) listing containing data on active and paid-in-full guaranteed and insured loans, direct loans sold and guaranteed and active and paid-in-full direct loans, vendee accounts and acquired loans.
	Destroy 5 years after expiration of loan guaranty program benefits.
	NA Job

NC1-15-77-07

	12-062.410
	(Item Intentionally Deleted)
	
	

	12-062.500
	(Item Intentionally Deleted)
	
	

	12-062.600
	(Item Intentionally Deleted)
	
	

	12-063.100
	(Item Intentionally Deleted)
	
	

	12-063.200
	(Item Intentionally Deleted)
	
	

	12-063.300
	(Item Intentionally Deleted)
	
	

	12-070.000
	(Item Intentionally Deleted)
	
	

	12-070.000
	Loan Guaranty Application Register prepared on VA Form 26-1894, successor forms or optional tabulating machine listing used to record receipt of and serial number assignment to direct guaranteed and insured loan applications, property, appraisal requests, builder's requests for direct loan reservation.  Those registers were prepared under "Common Numbering" System after July 1955.
	Destroy completed pages 1 year after last entry.
	VBA approved

 as nonrecord. (2/65)

	12-073.000
	Quarterly County Analysis-All Veterans and Servicepersons (COIN GIL 40-01 and 41-01)
	Destroy March and June reports 3 months after receipt.  Destroy September and December reports 2 years after receipt.
	VBA approved

 as nonrecord. (8/84)

	12-074.000
	Escrow File (Postponed Exterior Improvements). Records maintained separately from loan guaranty folder, documenting agreements ensuring completion of postponed improvements to properties securing guaranteed and insured loans, such as: escrow agreements, supporting schedules of properties covered, type of improvement and cost, copies of builders' surety bonds received from local government, and supporting papers and correspondence.
	Destroy 5 years after date of last release of funds in the related subdivisions or tract development.  Place in closed file when authority to relase funds is dispatched or other closing action is completed.
	NA Job

NN 165-140

	12-075.000
	Paid-in-Full Notices (Guaranteed Loans) Canceled loan guaranty certificates or letters from lenders reporting loans paid-in-full, for which matching loan folders are stored in FRCs.
	Destroy upon verification of loan number and related information showing payment in full or cancellation on the supplemental listing of GIL Master Records--COIN GIL10-01 and the Semi- annual Listing of Terminated Master Records--COIN GIL 50-02
	NA Job

NC1-15-76-26

	12-076.000
	Loan Guaranty Folders (Guaranteed or Insured Loans).  Servicemen's Readjustment Act of 1944, as amended:
	
	

	12-076.100
	Folders for withdrawn or rejected applications for guaranteed or insured loans.  Records related to veteran's eligibility and entitlement to loan benefits, and qualification of loans for guaranty or insurance including pertinent data on loan, lender and security property, and related correspondence.
	Destroy 25 months after the application is withdrawn by lender or veteran, or is rejected by VA.  NOTE:  Upon receipt of Application Termination COIN GIL 19-91 (25 months after application coded withdrawn or rejected), folder should be reviewed.  If evidence exists that the loan had been re-opened (or was never terminated), folder should be retained and forwarded to Loan Processing personnel for corrective coding action.  Otherwise, folder can be destroyed.
	NA Job

NC1-15-76-20

	12-076.200
	Folders for guaranteed or insured loans paid in full, including repaid before maturity EXCLUDING folders on which claims have been paid.  Records pertain to veteran's eligibility and entitlement to loan benefits, qualification of loan for guaranty or insurance, including pertinent data on loan, lender and security property, documentation of disburse-ment of loan, evidence of repayment of loan, and related correspondence.
	Retire to FRC annually between May 1 and November 30, folders reported paid in full prior to January 1 of the current retirement year on which administrative action has been completed.  Destroy5 years after being reported paid in full
	NA Job

NC1-15-76-6

	12-076.300
	Loan Guaranty Folders for guaranteed or insured loans other than paid in full, which are not in default and on which no claim has been paid and no action is pending by VA including mobile home loans on which no claims have been paid following liquidation but loans remain in effect with continuation of liability (resale cases) under 38 U.S.C. 3720.
	Retire to FRC annually between May 1 and November 30, all inactive folders on which evidence of guaranty or insurance was issued1 calendar year prior to the January 1 transaction period of the current retirement year.  Destroy 35 years after the year in which the file becomes inactive.
	NA Job

NC1-15-76-7

	12-080.000
	Loan Guaranty Folders Direct Loans. Servicemen's Readjustment Act of 1944, as amended:
	
	

	12-080.100
	Folders for withdrawn or denied applications for direct loans.  Records pertain to veteran's eligibility and entitlement for loan, including pertinent data on veteran, security property, terms of loan, etc., and related correspondence.
	Destroy 25 months after the application is with- drawn by veteran or is rejected by VA.
	NA Job

NC1-15-76-20

	12-080.200
	Folders for direct loans paid in full, including prepaid before maturity.  Records pertain to: veteran's eligibility and entitlement to loan benefits; eligibility of loan including pertinent data on veteran, security property, and terms of loan, loan disbursement, repayment of loan, and related correspondence.  

	Retire to FRC annually between May 1 and November 30, all folders reported paid in full prior to January 1 of the current retirement year on which final admin- istrative action has been completed.  Destroy 5 years after being reported paid in full.
	NA Job

NC1-15-76-6

	12-090.100
	Lenders' Authorization Folders on participating 

lenders containing data such as:  names and 

facsimile signatures of branch managers, agents

and others authorized to act for lenders on loan 

guaranty matters; reports of investigation, 

hearings, and dispositions in lender suspensions

under 38 C.F.R. 36.4331 and 36.4361; correspondence with lenders on instructions and procedural interpretation.  Includes folders on lenders no longer in business.
	
	

	12-091.000
	(Item Intentionally Deleted.)
	
	

	12-091.100
	(Item Intentionally Deleted.)
	
	

	12-091.101
	(Item Intentionally Deleted.)
	
	

	12-091.200
	(Item Intentionally Deleted.)
	
	

	12-092.000
	Lenders Insured Loan Account File:
	
	

	12-092.100
	Lenders Insurance Ledger or equivalent, on individual or consolidated accounts on indemnity credit earned on loans insured by VA.

	Destroy 35 years after lender's last insured loan, or if the lender's account is closed out, destroy 5 years after closing of the account.
	NA Job

NC1-15-76-6

	12-092.200
	Annual Report-Insured Loans.  Certified copy received from lender and related account reconciliation correspondence.
	
	

	12-092.210
	Material on open accounts.
	Destroy after receipt and reconciliation of 2 succeeding reports.
	NA Job

NN 165-140

	12-092.220
	Material on closed accounts.
	Destroy 1 year after liquidation of all insured loans covered in account and 1 year after termination of insured loan authority.
	NA Job

NN 165-140

	12-100.000
	Loan Guaranty Folders-Claims Paid.  Folder and allied security instruments kept in safe-keeping files on guaranteed insured loans in which claims are paid or settled, cases established as acquired loan accounts after claim payment, and folders continuing as property management dockets under "Common Numbering" system after July 1955.
	
	

	12-100.100
	Folders documenting establishment of loan guaranty or insurance; default servicing history; copies of holder's claim and account and analysis; certification of veteran's indebtedness to Finance activity; waiver or compromise decision; and related documents:
	
	

	12-100.110
	Folders on cases referred to Central Office for precedent ruling on any aspect of loan; including those subject to VA General Counsel and/or Office of Budget and Finance decisions.
	Upon receipt of folder from Central Office, and completion of related administrative actions, return to proper folder file location.
	NA Job

NC1-15-77-6

	12-100.120
	Folders retired to a Federal Records Center (FRC) in 1980 and 1989 [except those involving partial claim payments on mobile home loans following liquidation and loans remaining in effect with continuation of liability (resale cases) under38 U.S.C. 3720].
	Destroy 32 years after retirement.
	NA Job

N1-15-89-1

	12-100.121
	Loan Guaranty Folders--Claims Paid.  Folders and allied security instruments kept in safekeeping files on guaranteed insured loans in which claims are paid or settled, cases established as acquired loan accounts after claim payment, and folders continuing as property management dockets under"Common Numbering" system after July 1955.
	Retire the folders annually when claims been no activity in the Property Management System or the Liquidation Claims System for3 years and there are no pending appeals, legal actions, or any other pending matter.  Destroy7 years after retirement(except those folders retired in 1980 and 1989.)
	N1-15-95-5

	12-100.130
	Partial Claim Cases with Continuation of Liability.  Manufactured (home loan folders) under38 U.S.C. 3720.
	Destroy 7 years after loan is paid in full and collection of all indebtedness.
	NA Job

NC1-15-81-4

	12-100.200
	Safekeeping file instruments such as recorded notes, assigned judgments and similar legal papers received from lenders in connection with claim. 
	Place in loan guaranty folder when related folder is placed in a closed file.
	VBA approved 

Nonrecord

(2/65).

	12-106.000
	Veterans Release of Liability File.  Assumption agreements with attachments and application register involving cases when veterans are released from further liability on guaranteed, insured and direct loans under 38 U.S.C. 3713 and 3720(a)(4).  Assumption agreements kept in safekeeping file:
	
	

	12-106.100
	Material related to loans reported paid-in-full for which matching loan guaranty folders have been transferred to an FRC.
	Place in closed file by calendar year.  Destroy5 years after receipt of notice that loan has been paid in full.
	NA Job

NC 15-76-6

	12-106.200
	Material related to loans reported paid-in-full and on which matching folders remain in the station, or cases in which the indemnity for claim payment has been collected or otherwise satisfied.
	Remove from safe- keeping and place in matching loan guaranty folder.
	NA Job

NN 165-140

	12-106.300
	Register of Applications for Release From Liability Under Sections 3713(a) and 3720(a)(4) and Substitution of Entitlement, VA Form 26-6380.
	Destroy 1 year from date of last entry on form.
	NA Job

NC1-15-80-15

	12-106.400
	Register-Release From Liability Under Section 3713(b), VA Form 26-6380a.
	Destroy 1 year from date of last entry on form.
	VBA approved 

Nonrecord

(2/84)

	12-110.000
	Loan management folders and allied security instrument files on portfolio loan accounts held by VA pursuant to 38 U.S.C. chapter 37, or predecessor authority of title III, Servicemen's Readjustment Act of 1944, as amended, and related laws on loan guaranty matters.  Records include documentation of establishment, management, servicing, and termination of loan accounts which evolve from guaranteed, insured, and direct loan accounts.
	
	

	12-110.100
	Folders on guaranteed or insured loans refunded under 38 CFR 36.4318 established as acquired loan accounts after claim payment,and related folders on loans acquired under 38 U.S.C. 3720:
	
	

	12-110.110
	Paid-in-full account folders.
	Place in closed file after preparation and delivery of obligor's release of other debt satisfaction evidence. Destroy 3 years after closure.
	NA Job

NC1-15-85-5

	12-110.120
	(Item Intentionally Deleted.)
	
	

	12-110.200
	(Item Intentionally Deleted.)
	
	

	12-110.300
	Folders on vendee accounts evolving from term sale of property acquired under either guaranteed and insured loan or direct loan program:
	
	

	12-110.310
	Folders on paid-in-full accounts.
	Place in closed file by calendar year after delivery of debit satisfaction evidence.  Destroy closed file after3 years.
	NA Job

NC1-15-82-5

	12-110.320
	Loans sold to investors without recourse and folders retained by VA.
	Cut-off and retire all inactive loan folders annually to the FRC. Destroy 31 years after cut-off.
	NA Job

NI 15-90-2

	12-110.321
	Title evidence retained by VA on loans sold without recourse and folders shipped to purchasers.
	Maintain title evidence in safekeeping.  Destroy30 years after sale to purchaser. 
	NA Job

NI 15-90-2

	12-110.330
	Folders on accounts sold to investors under 38 CFR 36.4600 repayment guaranteed provisions and reported paid-in-full by holders.
	Place in closed file by calendar year after receipt of paid-in-full notice.  Destroy 3 years after loan is paid in full.
	NA Job

NC1-15-82-5

	12-110.340
	Folders on accounts sold to investors under 38 CFR 36.4600 repayment guaranteed provisions and on which repayment guarantees are withdrawn.
	Place in closed file after loan has matured or after receipt of paid-in- full notice, whichever occurs first.  Destroy 3 years after closure.
	NA Job

NC1-15-85-5

	12-110.350
	Folders defaulted accounts terminated by foreclosure or other legal method.
	Place in closed file after collection or other final settlement of obligor's deficiency indebtedness. Destroy 3 years after closure.
	NA Job

NC1-15-85-5

	12-110.360
	Folders on active vendee accounts sold to investors under 38 CFR 36.4600, repayment guaranteed provisions.
	Retire to FRC annually all folders for loans sold 3 calendar years prior to January 1 of the current retirement year and on which no administrative action is pending.  Destroy 30 years from date of retirement.
	NA Job

NC1-15-82-5

	12-111.000
	Security Instrument Files:
	
	

	12-111.100
	Mortgages, notes, bonds, agreements, contracts, title abstracts or equivalents, satisfied judgments and similar instruments related to terminated portfolio loans remaining in safekeeping files after Administrator's lien rights are satisfied in all respects and which are not subject to surrender or transfer to borrower or others under local laws and customs.
	File in related portfolio loan folders after appropriate closing action specified in this schedule for respective folders.
	VBA approved 

Nonrecord

(4/84)

	12-111.200
	Custodial receipts used in control over micro-filming of security instruments.  Copies used to insure microfilming of instruments and accretions as scheduled and copies used to indicate deletions to safekeeping files.
	Destroy 60 days after microfilming and after delivery of reels to security depository.
	VBA approved 

Nonrecord

(4/84)

	12-112.000
	Loan Management Registers.  Acquired loan and vendee account register used to control assignment of case serial numbers and install- ment cycle numbers.
	Destroy 5 years after date of last entry made on page.
	VBA approved 

Nonrecord

(1/84)

	12-114.000
	Tax and Hazard Insurance Control Files.  Card indexes, and other control mediums used in ordering bills and paying hazard insurance premiums on portfolio loan property and taxes and recurring assessments on portfolio loan and VA-owned property:
	
	

	12-114.300
	Group Property Tax Payment Voucher copies evidencing payment of taxes on individual properties paid on a group basis.
	Destroy 2 years after payment.
	NA Job

NN 165-140

	12-114.400
	Tax receipts, including receipted tax lists, receipts for payment of special assessments, ground rents, etc.
	Destroy after 2 years and after receipt of acknowledgment of payment for 2 subsequent years, or2 years after payment in full or sale of loan.
	NA Job

NN 165-140

	12-115.000
	Expired Hazard Insurance Policies in VA custody as a result of loan guaranty and direct loan activities (under 38 U.S.C. chapter 37, or predecessor authority of title III, Servicemen's Readjustment Act of 1944, as amended).
	Destroy 6 months after date of expiration, by shredding.
	NA Job

II NNA 1317

	12-117.000
	Portfolio Loan Sales Records.  Approved offers to purchase direct loans and vendee accounts and related records documenting transfer of loan accounts to purchasers and sales settle- ment.  (Includes PLS computer settlement listings.)
	Destroy 15 years after sales closing and final transfer of accounts covered.
	NA Job

NC1-15-77-6

	12-118.000
	Portfolio Loan Sales Availability File.  Lists of direct loans and vendee accounts available for sale. (To include PLS computer listings.)
	Destroy after new list is prepared or after list becomes obsolete.
	VBA approved 

Nonrecord

(4/84)

	12-119.000
	Vendee Accounts Sold, Repurchased, or Paid-in- Full Register.  Contains data on each vendee account sold, repurchased, or reported paid-in full under 38 CFR 36.4600.
	Destroy superseded register upon receipt of new list, after final list becomes obsolete.
	VBA approved 

Nonrecord

(4/84)

	12-121.000
	(Item Intentionally Omitted)
	
	

	12-121.100
	(Item Intentionally Omitted)
	
	

	12-121.200
	(Item Intentionally Omitted)
	
	

	12-121.300
	(Item Intentionally Omitted)
	
	

	12.140.000
	(Item Intentionally Omitted)
	
	

	12.140.110
	(Item Intentionally Omitted)
	
	

	12.140.200
	(Item Intentionally Omitted)
	
	

	12.140.300
	Condominium and Planned-Unit Development.
	
	

	12.140.310
	Approval Folders.
	Destroy 5 years after expiration of last certificate of reasonable value issued for the condominimum or planned-
unit development.
	NA Job

N1-15-86-2

	12-140.320
	Disapproval Folders.
	Destroy 2 years from date of disapproval.
	NA Job

N1-15-86-2

	12-140.400
	Listings of all approved condominium and planned-unit development.
	Destroy 5 years after termination of the program.
	NA Job

N1-15-86-2

	12-141.000
	Appraisal Eligibility/Valuation Influence Infor- mation.  Maps and other information regarding influences such as areas of geological instability, environmental hazards, flood and airport noise zones.
	Destroy obsolete or superseded information.  Destroy files on any airport after it has been closed for 1 year.
	NA Job

NN 165-140

	12.141.100
	(Item Intentionally Omitted)
	
	

	12.141.200
	(Item Intentionally Omitted)
	
	

	12.141.300
	(Item Intentionally Omitted)
	
	

	12.141.400
	Comparable Housing Data File.  Data on asking and going sales prices on individual homes within neighborhoods, subdivisions, and other competitive housing market areas in the station's territory. May include copies of VA appraisal reports listings, etc., on sales of housing received from local realty services and similar mediums describing characteristics of property, used by staff appraisal-technicians in determining reasonable value.
	Maintain by calendar year.  Destroy after 2 calendar years.
	NA Job

NN 165-140

	12-142.100
	(Item Intentionally Deleted)
	
	

	12-142.200
	(Item Intentionally Deleted)
	
	

	12-143.000
	Plans and Specifications (under provisions of 38 U.S.C. chapter 37, formerly title 111, Servicemen's Readjustment  Act of 1944, as amended) loan guaranty records such as project information, plot plans, floor plans, descriptions of materials, drawings, and specifications for individual water supply and sewage disposal systems, specifications for proposed curbs, gutters, sidewalks, and storm  drainage systems, or similar records (including any amendments or changes and variations):
	
	

	12-143.100
	Plans and specifications relating to direct, guaranteed or insured loans which are an integral part of the basis for issuing a master certificate of reasonable value EXCEPT those relating to property in instances when the builder is suspended and those relating to loans on which action is pending or to loans or projects which are involved in complaints, litigations, suspensions, or other actions which justify retention in the judgment of the Director at the regional office.
	Destroy 1 year after expiration of the validity period of the master certificate of reasonable value.
	NA Job

NC1-15-85-13

	12-143.110
	Plans and specifications relating to loans which are an integral part of the basis for issuing a master certificate of reasonable value and in which action is pending or to loans or property involved in complaints, litigations, suspensions(EXCEPT suspension of builders), or other actions which justify retention in the judgment of the Director.
	Destroy 1 year after expiration of the validity period of the master certificate of reasonable value and all pending action which justified retention is completed.
	NA Job

NC1-15-85-13

	12-143.200
	Plans and specifications relating to direct, guaranteed, or insured loans and which are an integral part of the basis for issuing an individual certificate of reasonable value only:
	
	

	12-143.210
	Plans and specifications EXCEPT those relating to loans on which action is pending or to property or loans which are involved in complaints, litigations, suspensions, or other actions which justify retention in the judgment of the Director.
	Destroy 1 year after VA has guaranteed, insured, or made the particular loan.
	NA Job

Job II NN-3409

	12-143.230
	Plans and specifications relating to loans in which action is pending or to loans or property involved in complaints, litigations, suspensions(EXCEPT suspension of builders), or other actions which justify retention in the judgment of the Director.
	Destroy 1 year after VA has guaranteed, insured, or made the particular loan and after all pending action is completed.
	NA Job

II NN-3409

	12-143.300
	Plans and specifications pertaining to appraisals or requests for appraisals for property on which direct, guaranteed, or insured loans are not made.
	Destroy after expiration of the certificate of reasonable value that may be outstanding
	NA Job

II NNA 1636

	12-144.000
	Compliance Inspection Report (VA Form 26-1839, or equivalent) File.  Contents: Compliance inspection reports relating to properties listed on a VA Master Certificate of Reasonable Value.
	Destroy 2 years after expiration of related master certificate of reasonable value.
	NA Job

II NNA 2417

	12-145.000
	Loan Guaranty (appraisal case) Folders numbered and unumbered. (Servicemen's Readjustment Act of 1944, as amended).  Only those folders which do not pertain to a particular loan report.  Requests for appraisal of real property or for determination of reasonable value, appraisal reports, certificates of reasonable value, compliance inspection reports, correspondence, and other related records created or received in connection with the particular cases.
	Destroy 1 year after the expiration of the certificate of reasonable value or 1 year after the appraisal report, which-ever occurs last.
	NA Job

II NNA 2245

	12-146.000
	Committee Appraisal Folder (38 U.S.C., chapter 37, formerly title III, Servicemen s Readjustment Act of 1944, as amended).  Records relating to the appraisal of dwellings within a project, such as request for appraisal, appraisal report, master certificate of reasonable value, compliance inspection report, sample or "John Doe" contact, correspondence, and other related records created or received in connection with the appraisal:
	
	

	12-146.100
	Committee appraisal folders EXCEPT those relating to loans on which action is pending or on which the loans or projects are involved in complaints, litigations, suspensions, or other actions which justify retention in the judgment of the Director.
	Destroy 1 year after date on which VA issued the last or final evidence of guaranty or insurance credit, or made the last direct loan based on the information.
	NA Job

NC 15-76-7

	12-146.200
	Committee appraisal folders relating to loans on which action is pending or on which the loans or projects are involved in complaints, litigations, suspensions (EXCEPT suspension of builders), or other actions which justify retention of the judgment of the Director.
	Destroy 1 year after date on which VA issued the last or final evidence of guaranty or insurance credit, or made the last direct loan based on the information and after final action is completed in connection with all related loans.
	NA Job

NC 15-76-7

	12-146.300
	Committee appraisal folders relating to loans in instances when the builder is suspended.
	Destroy 1 year after date on which VA issued the last or final evidence of guaranty or insurance credit, or made the last direct loan based on that information and 6 months after suspension is removed.
	NA Job

NC 15-76-7

	12-148.000
	Construction and Valuation.  Index files used variously for indexing and cross-referencing loan guaranty folders and other files created from construction and valuation activity:
	
	

	12-148.100
	Geographic Card File.  Record by geographic location of all loan guaranty appraisals on property proposed as security for financing under the loan guaranty program.  Included are items (some of which are optional) as follows: Property address; estimated value of land and structure; VA established value; characteristics of structure; fee appraisers names and similar data used as a comprehensive source of information for staff appraisers determining property values in neighborhoods and as a general guide in interpreting other updated realty value information.
	Maintain file by calendar year.  Retire to FRC after 2 years.  Destroy 28 years after the closed file is retired at the FRC.
	NA Job

NC1-15-76-21

	12-148.200
	Indexes authorized locally, solely for conven- ience of reference for location and cross- reference to folders on various construction and valuation aspects such as: identification of streets accepted for permanent maintenance by local government; public facility easements; or other factors applicable to subdivision and individual properties.
	Destroy after immediate purpose has been served as determined by station management.
	VBA approved

as nonrecord.

(1/84)

	12-149.000
	Construction and Valuation Technical Files.  Resource information used in checking structural components and equipment for acceptability under VA minimum property standards, includes: manufacturers' catalogs; equipment price lists; equipment structural component; material specifications; FHA engineering bulletins and material releases; and related correspondence.
	
	

	12-149.100
	Mediums pertaining to new materials and prefabricated or other unconventionally fabricated structural components.
	Destroy after item is rescinded or revised.
	NA Job

NN 165-140

	12-149.200
	Mediums pertaining to standard equipment models or makes.
	Destroy 2 years after discontinuation of models or makes.
	NA Job

NN 165-140

	12-150.000
	Builders Files.  Folders on builders constructing residential housing for sale to veterans through the loan guaranty program financing under 38 U.S.C. chapter 37, and folders on manufacturers of prefabricated structural components likely to be used by builders participating in the loan guaranty program.
	
	

	12-150.100
	Participating Builder's Folders.  Data include:  Names of principal stockholders, associate firms and other organizational data; summary of veterans' construction complaints involving builders and record of settlement; VA field review reports; investigation reports; statement of facts with supporting exhibits; records of hearings, appeals, and case conclusions; notifications to and from FHA:
	
	

	12-150.120
	Folders on firms out of business because of dissolution of firm or death or retirement of sole owner, and against whom no sanctions have been taken or are pending under 38 CFR 36.4361.
	Place in inactive file after verified notice that firm is out of business.  Destroy after 2 years.
	NA Job

NN 165-140

	12-150.130
	Remaining folders.
	Destroy 5 years after termination of all pending action on individual firms and all associate firms, including removal of suspensions.
	

	12-150.200
	Builders organizational data cards cross-referencing associate firms.  Data includes: Names of principal share holders for each firm and associate firms doing business with VA and identification of appraisal cases involving principal and associate firms.
	Destroy individual cards5 years after the last entry is made.
	NA Job

NC 15-76-6

	12-150.300
	Folders on manufacturers of prefabricated com- ponents. Includes: Plant facility and fabricating quality inspection reports; related correspon- dence with firm, other VA offices and FHA, and copies of Central Office notices of noncompliance decisions and instructions.
	Destroy 5 years after cessation of plant operations or cancella- tion of outstanding structural engineering bulletins applicable to manufacturer's methods of operation.
	NA Job

NC 15-76-6

	12-151.000
	Veterans' Construction Complaint Index File consisting of originals and duplicates of VA Form 26-1879, Construction Complaint Record, which includes identification of veteran home buyer, property, builder or lender, compliance inspections, summary of complaint items and disposition, date of complaint referral to builder and to FHA, if applicable, VA field reviews and other disposition steps.
	File originals in appropriate loan folder (Item no. series12-076.000 and12-080.000) after complaint is resolved.  File copies in related builder's folder (Item no. 12-150.000).
	NA Job

NC 15-76-6

NC 1-15-76-20,

NC 1-15-79-13,

NN 165-140.

	12-152.000
	Fee Panel and Information on other professionals.  Lists or cards containing names, business addresses and other working information on designated fee appraisers, compliance inspectors, architects, engineers, and others needed for case assignments for loan guaranty purposes under 38 U.S.C. chapter 37.
	Destroy superseded lists or cards after prepara- tions of current lists or cards or after removal of fee panel member or other professional.
	NA Job

NN 165-140

	12-152.100
	(Item Intentionally Deleted)
	
	

	12-152.200
	(Item Intentionally Deleted)
	
	

	12-153.000
	(Item Intentionally Deleted)
	
	

	12-154.000
	(Item Intentionally Deleted)
	
	

	12-155.000
	Field Review Control File.  Used for local control over staff field reviews of reports submitted by fee appraisers and compliance inspectors; for reporting or for other local administra- tive purposes: 
	
	

	12-155.100
	Memorandum records prescribed by loan guaranty directives showing: Field review dates; case numbers; property addresses; names of reviewing staff; and reporting fee technicians.
	Destroy when 2 years old.
	VBA approved

as nonrecord.

(5/86)

	12-155.200
	Copies of report of field review used for local control and administrative purposes and which are not part of any other official file series.
	Destroy 1 year after control purpose has been served as determined by local management, or after 1 year.
	VBA approved

as nonrecord.

(5/86)

	12-170.000
	Property Management Folders.  Records documenting acquisition, maintenance, and disposition of property securing loans under VA loan guaranty program.  Includes:  assignment of property acquired; property analysis; inspection reports; invitations for bids; rental agreements; purchase offers, sales agreements, related correspondence, and similar material:
	
	

	12-170.100
	Folders on all property sold with fissionable material reservations under Executive Orders9908 and 10596, regardless of any other classification below.
	Place in related loan folder.
	NA Job

NN 165-140

	12-170.200
	Folders created before July 1955 under separate property docket numbering system:
	
	

	12-170.210
	Folders on property withdrawn from property management custody or redeemed by owners before expenditure of VA funds for property expenses.
	
	

	12-170.211
	Retired folders.
	Destroy immediately.
	NA Job

NC1-15-85-18

	12-170.212
	Folders not merged with related loan or vendee folders.
	Destroy immediately.
	NA Job

NC1-15-85-18

	12-170.220
	Folders on property disposed by VA sale, sale by holders on VA account, redemption by owners, or withdrawn from property manage-ment custody after VA fund expenditure for property expenses.
	Destroy upon verifica- tion that all outstanding debts have been liquidated.
	NA Job

NC1-15-85-18

	12-170.300
	Folders created after July l955 under "Common Numbering" system containing liquidated loan transaction records.
	
	

	12 -170.310
	Folders on reacquired vendee account property.
	Merge with related vendee folder (Item no. series 12-110.000) after sale or other disposition of property, payment of final sales commission, and satisfaction of obligor's indebtedness.
	NA Job

NC1-15-85-5

	12-170.320
	Folders on property acquired in liquidation of guaranteed, insured, acquired and direct loans.
	Merge with original loan folder (item no. series 12-076.000 or12-080.000) after sale or other disposition of property.
	NA Job

NC 15-76-6

NC 1-15-76-20,

NC 1-15-79-13,



	12-171.000
	Title papers documenting transfer to Secretary of property rights which are superseded or extinguished after property disposition.  Includes quit claim, sheriffs and other deeds to Secretary; estoppel affidavits; surveys; title abstracts; equivalent evidence of clear title required in the particular State according to case circumstance but which are not transferable to purchasers.
	File in loan folder when property is sold or otherwise disposed of.
	NA Job

NN 165-140

	12-171.100
	Title papers dated 1950-1970 documenting transfer to Secretary of property rights which are superseded or extinguished after property disposition. Includes quit claims, sheriffs and other deeds to Secretary; estoppel affidavits; surveys, title abstracts; equivalent evidence of clear title required in the particular State according to case circumstance but which are not transferable to purchasers. 

(VARO&IC PHILADELPHIA  ONLY)
	Retire to FRC.  Destroy January 1, 2005.
	NA Job

NC1-15-81-19

	12-172.000
	Master Property Management Voucher File.
	Destroy when 1 year old.
	GRS 6, item 1b.

	12-173.000
	Property Management Brokers' Control File:
	
	

	12-173.100
	Folders documenting day-to-day dealings with brokers other than on specific properties, such as: Fee management; availability of broker; assignments; and similar material.
	Destroy 5 years after the broker's services are terminated and after settlement of pending matters.
	NA Job

NC1-15-76-20

	12-173.300
	Commission Rate Card File.  Record of prevailing management, sale, property inspection and other brokers' commission rates by cities or other geographical breakdown.
	Destroy individual cards upon replacement by revised cards.  Destroy entire file after the close of the loan guaranty programs and after all properties are disposed of.
	NA Job

NC1-15-77-6

	12-173.400
	Brokers' Address File.  Cards or lists used for reference in assigning property for manage- ment and distribution of sales listings.
	Destroy when replaced by revised or current cards or lists.  Destroy cards on brokers removed from panel.  Destroy entire file after close of loan guaranty programs and after all properties are disposed of.
	VBA approved

as nonrecord.

(1/84)

	12-173.500
	Authorization Control Records-Property Management.  Record of all authorization control numbers assigned to authorizations or work orders issued and date invoices are processed for payment.
	Destroy after 2 fiscal years.
	NA Job

NN 169-14.

	12-174.000
	Property Management Control and Reporting Mediums:
	
	

	12-174.100
	(Item Intentionally Deleted)
	
	

	12-174.110
	(Item Intentionally Deleted)
	
	

	12-174.200
	(Item Intentionally Deleted)
	
	

	12-174.400
	(Item Intentionally Deleted)
	
	

	12-174.500
	(Item Intentionally Deleted)
	
	

	12-174.600
	Listings of VA Acquired Properties for Sale.
	Destroy obsolete sales listings after 2 years. Destroy rental listings after becoming obsolete.
	VBA approved

as nonrecord.

(3/84)



	12-176.000
	Subdivision or Area Survey File.  Surveys on sales market potential of housing in subdivision, projects, and other critical areas.  Used to support application of "specified amount" under 38 CFR 36.4320 on property securing guaranteed and loans being foreclosed, pricing of VA-owned property and other matters involving property acquisition and disposition.
	Destroy 2 years after date of last entry in file.
	NA Job

NC 15-76-6

	12-200.000
	Paraplegic Housing Grant Folders. Documenting the veteran's application for grant of assistance in securing specially adapted housing under  38 U.S.C chapter 21, (38 CFR 36.4401-36.4410), and related VA action, including some or all of the following: Veteran's supplemental application, VA report of medical feasibility, VA determination of basic eligibility; VA approval of grant plans, specifications, appraisal and inspection reports, and other pertinent material relating to the proposed dwelling and land; evidence of disbursement of grant funds and final accounting and related material and correspondence:
	
	

	12-200.100
	Regional Office Folders. (Centralized Stations Only.)  Central Office is responsible for grant approval and maintains the primary folder.
	Destroy regional office folder 10 years after date of final accounting to VA Central Office.
	NA Job

II NN 3491

	12-200.210
	Regional Office Folders. (Decentralized Stations Only).  Complete working file documenting all phases of the grant processing.
	Retired closed cases to FRCs annually.  Destroy 30 years
after case is closed.
	NA Job

NC1-15-81-5

	12-201.000
	Paraplegic Housing Folders, Deceased veterans.  Case folders on veterans determined to be eligible for specially adapted housing program benefits under 38 U.S.C. chapter 21, who die before grant approval or fulfillment of any other conditions of the statute and 38 CFR 36.4400-36.4410 under which full grants are possible:
	
	

	12-201.100
	Folders on cases of deceased veterans in which it is determined that no claim will be filed by veterans' estates and others, for housing acquisition expense incurred by veterans in anticipation of grants.
	
	

	12-201.110
	Regional Office (Decentralized Stations Only) Folders containing notification from VA Central Office of veteran's eligibility; reports of contact with veteran on housing assistance activity; notification of veteran's death and copies of notices to VA Central Office.
	Destroy 5 years after obtaining sufficient evidence that no estate claim will be filed and after notification is sent to VA Central Office.
	NA Job

NC1-15-81-5

	12-201.120
	(Item Intentionally Deleted)
	
	

	12-201.200
	Folders on cases in which claims of veterans’ estates and others for expenses incurred by veterans in anticipation of grants are paid or denied wholly or in part.
	Destroy 10 years after claim for reimbursement has been paid or denied and final report to Central Office.
	NA Job

NN 165-140

	12-201.210
	(Item Intentionally Deleted)
	
	

	12-201.220
	(Item Intentionally Deleted)
	
	

	12-201.300
	Folders on cases of deceased veterans in which there has been no claim filed by the veteran’s estate and it cannot be determined if a claim will be filed.
	Destroy 10 years after veteran’s death if no claim for reimbursement has been filed.
	NA Job

NC1-15-81-5

	12-203.000
	Specially Adapted Housing Control Files, Regional Offices' Index cards, lists, and registers containing paraplegic housing case information used for control, general reference, and other administrative purposes.
	Destroy after closing of related cases or after mediums are no longer needed for routine references.
	VBA approved

as nonrecord.

(4/84)

	12-204.000
	(Item Intentionally Deleted)
	
	

	12-205.000
	PLS History Lists:
	
	

	12-205.100
	PLS Cumulative History List, 12 months, year end, for periods beginning January 1, 1977(computer output microfiche).
	Destroy after 5 years and after determination is made that data are no longer useful for routine reference.
	VBA approved

as nonrecord.

(5/80)

	12-205.110
	PLS Monthly History List (microfiche).
	Destroy upon receipt of updated microfiche.
	VBA approved

as nonrecord.

(5/80)

	12-205.200
	PLS Input Material and Daily Processing Listings (including code sheet batches, transmittals, related teleprocessing input and error messages, edit and audit reject lists, daily transaction lists, etc.).
	Destroy 60 days after submitted to DPC.
	VBA approved

as nonrecord.

(5/80)

	12-206.000
	PLS Monthly Alphabetic and Numeric Listings(computer output microfiche).
	Destroy after receipt of new monthly listings.
	VBA approved

as nonrecord.

(4/84)

	12-206.110
	PLS Portfolio Loans in Foreclosure (paper).
	Destroy after receipt of new quarterly listing.
	VBA approved

as nonrecord.

(9/89)



	12-207.000
	PLS Record Printouts used for convenience of operations.
	Destroy after necessary action has been completed.
	VBA approved

as nonrecord.

(4/84)

	12-208.000
	PLS Daily and Month End Index of Loan activity:
	
	

	12-208.100
	Daily index.
	Destroy after receipt of the subsequent day's index.
	VBA approved

as nonrecord.

(4/84)

	12-208.200
	Month end index.
	Destroy after receipt of new month end index.
	VBA approved

as nonrecord.

(4/84)

	12-209.000
	Register of Terminated Direct Loans.
	Destroy 30 days after receipt of succeeding listing.
	NA Job

NC1-15-76-12

	12-210.000
	Numerical Listings of GIL Master Records --Active and Terminated:
	
	

	12-210.100
	Seminannual Listing (COIN 50-02).
	Destroy after receipt of succeeding semiannual listing.
	NA Job

NC1-15-84-13

	12-210.200
	Supplemental Listing (Microfiche)

(COIN 10-OIN).
	Destroy after receipt of succeeding supplemental or semiannual listing, whichever is received earlier.
	NA Job

NC1-15-84-13

	12-211.000
	Alphabetical Listings of GIL Master Records-- Active and Terminated.
	
	

	12-211.100
	Semiannual Listing (COIN50-03A and 50-03B).
	Destroy after receipt of succeeding semiannual listing.
	NA Job

NC1-15-84-13

	12-211.200
	Supplemental Listing (Microfiche) (COIN 10-01A and 10-OIB).
	Destroy after receipt of succeeding supplemen- tal or semiannual listing, whichever is received earlier.
	NA Job

NC1-15-84-13

	12-212.000
	GIL Input Material and Processing Listings  (includes code sheet batches, transmittals, related teleprocessing input and error messages, and transaction lists, etc.)
	Destroy 60 days after submitted to DPC.
	VBA approved

as nonrecord.

(8/84)

	12-212.100
	GIL Reject Listing (COIN GIL 03-05, 04-01, 09-02, 10-06, etc.)
	Destroy after completion of corrective action and acceptance into the system.
	VBA approved

as nonrecord.

(8/84)

	12-212.200
	Monthly Application Status Report (COIN GIL 09-01.)
	Destroy after receipt of succeeding monthly report.
	VBA approved

as nonrecord.

(8/84)

	12-212.300
	Printout of Deleted Records (COIN GIL 10-02).
	Destroy after review and completion of all related actions.
	VBA approved

as nonrecord.

(8/84)

	12-212.400
	GIL Record Printouts (COIN GIL 10-03).
	Destroy after necessary actions have been completed.
	VBA approved

as nonrecord.

(8/84)

	12-213.000
	Monthly Transaction Register (COIN GIL 04-02(COM) and Monthly Summary Control Record, COIN GIL 04-03.)
	Maintain by calendar year.  Destroy when 2 years old.
	VBA approved

as nonrecord.

(8/84)

	12-214.000
	Semiannual Report of Disposition of GI Loan Applications by Lender ID-COIN GIL 50-04.
	Destroy 1 year after receipt.
	NA Job

NC1-15-81-13

	12-215.000
	Report of "Commitments Issued This Month Sorted by Lender ID"-COIN GIL 09-10.
	Destroy 1 year after receipt.
	NA Job

NC1-15-81-13

	12-216.000
	Alphabetic and Numeric Indexes of Active LCS Records (paper and microfiche).
	Destroy after 60 days and receipt of subsequent indexes.
	VBA approved

as nonrecord.

(4/80)

	12-217.000
	LCS Diary Action Lists on 38 CFR 36.400, section 3720 and GI Loans.
	Destroy after 60 days and receipt of subsequent diary lists.
	VBA approved

as nonrecord.

(4/80)

	12-218.000
	LCS Record Printouts (used for convenience of operations).
	Destroy after necessary action(s) have been completed.
	VBA approved

as nonrecord.

(4/80)

	12-219.000
	LCS Input Material and Daily Processing Listings(including code sheet batches, transmittals, related teleprocessing input and error messages, transactions processed and rejected list, trans- action register, edit and audit reject lists, etc.).
	Destroy 60 days after input submitted to DPC.
	VBA approved

as nonrecord.

(4/80)

	12-220.000
	LCS Cumulative History List, for periods, begining January 1, 1979 (computer output microfiche).
	Destroy 12 month year- end list (January December) after3 years.  Destroy other monthly lists upon receipt of up- dated microfiche.
	VBA approved

as nonrecord.

(4/80)

	12-221.000
	LCS Servicer Name and Address File Input Materials and Weekly Transaction and Reject List.
	Destroy 3 months after the month of processing.
	VBA approved

as nonrecord.

	12-222.000
	LCS Servicer Name and Address File--Alphabetic and Numeric Sort Within State (paper and microfiche).
	Destroy after receipt of new quarterly listings.
	VBA approved

as nonrecord.

(4/80)

	12-223.000
	Monthly Default List--Portfolio Loan System(PLS).
	Destroy 60 days after receipt.
	VBA approved

as nonrecord.

(3/83)

	12-224.000
	Fee Personnel Folders-Loan Guaranty appraisers, compliance inspectors, engineers, architects, management brokers, and sales brokers (title III, Servicemen's Readjustment Act of 1944, as amended).  Records of application and/or employment on a fee per job basis under the Loan Guaranty program, such as: application for employment; letters of recommendation, character, credit, panel review, and financial reports; letters of rejection or of designation as fee-basis employee, record of performance, record of termination of services, correspondence with employee, and similar records:
	
	

	12-224-100
	Folders for applicants who do not meet minimum qualification requirements.
	Destroy 6 months after notification to applicant of ineligibility.
	NA Job

II NNA 2368

	12-224.200
	Separated fee-basis employees' folders where the employee is removed from the fee roster due to death, or voluntary resignation while not under investigation for any reason by VA or any other organization.
	Destroy 1 year after permanent removal of individual from fee roster.
	NA Job

N1-15-90-3

	12-224.300
	Separated fee-basis employees' folders where the employee is removed from the fee roster due to disciplinary reasons, or due to the employee's voluntary resignation while under investigation for any reason by VA or any other organization.
	Destroy 10 years after permanent removal of the employee from fee roster.
	NA Job

N1-15-90-3

	12-224.400
	Fee personnel (which includes Loan Guaranty appraisers, and compliance inspectors) performance folders containing copies of correspondence relating to the individual's performance, i.e., field reviews, late notices, letters, etc., where the employee is removed from the fee roster due to death, or voluntary resignation while not under investigation for any reason by VA or any other organization.
	Destroy 1 year after permanent removal of the individual from fee roster.
	NA Job

N1-15-90-3

	12-224.500
	Fee personnel (which includes Loan Guaranty appraisers, and compliance inspectors) performance folders containing copies of correspondence relating to the individual's performance, i.e., field reviews, late notices, letters, etc., where the employee is removed from the fee roster due to disciplinary reasons, or due to the employee's voluntary resignation while under investigation for any reason by VA or any other organization.
	Destroy 10 years after permanent removal of the individual from fee roster.
	NA Job

N1-15-90-3

	12-225.000
	Loan Guaranty Retirement File comprised of tabulating cards and COM (computer output microfiche) listings:
	Place in disposal file when related folder is recalled from FRC and after coding action is completed.
	M23-1, part I,

chapter 15

	12-225.100
	Individual cards for guaranteed or insured loan folders created prior to January 1969.
	Place in disposal file when related folder is recalled from FRC and after coding action is completed.
	M23-1, part I,

chapter 15

	12-225.200
	Individual cards for direct loan folders.
	Place in disposal file when related folder is recalled from FRC and after coding action is completed.
	M23-1, part I,

chapter 15

	12-225.300
	Entire file.
	Destroy after related folders have been destroyed at FRC.
	NA Job

II NN 3275

	12-225.400
	Monthly Folder Retirement Transaction COM Listing (COIN 1995T).
	Destroy after receipt of the succeeding annual listing.
	NA Job

NC1-15-84-13

	12-225.500
	Annual Folder Retirement Locator COM Listing (COIN 1995).
	Destroy after receipt of the succeeding listing.
	NA Job

NC1-15-84-13

	12-226.000
	PMS (Property Management System) Input material and Daily Processing Listings(includes code sheet batches, transmittals, related teleprocessing input and error messages, edit and audit reject lists, etc.)
	Destroy 60 days after input submitted to DPC.
	VBA approved

as nonrecord.

(4/84)

	12-226.100
	PMS Daily Transaction Register.
	Destroy upon receipt of related monthly cumulative history list.
	NA Job

NC1-15-85-1

	12-226.200
	PMS Numerical Listing of PM Accounts(monthly).
	Destroy after receipt of subsequent month's listing.
	NA Job

NC1-15-84-12

	12-226.300
	PMS Active Inventory by State, and Title Status (monthly).
	Destroy immediately. COIN PMS 07-02 discontinued.
	Formerly NA Job

NC1-15-84-12

	12-226.400
	PMS List of Properties on Hand by Property Status (COIN PMS 07-03); Properties on Hand More Than 12 Months (COIN PMS 09-01); and Summary Report of VA Acquired Properties on Hand 9 or More Months (COIN PMS 09-02).
	Destroy after receipt of subsequent monthly listing.
	NA Job

NC1-15-84-12

	12-226.500
	PMS COIN Reports 04-01 and 04-02 (monthly).
	Destroy after receipt of subsequent month's listing.
	NA Job

NC1-15-84-12

	12-227.000
	PMS (Property Management System) and PLS(Portfolio Loan System) Tax Control Records:
	
	

	12-227.100
	PMS/PLS Daily Transaction Register and Reject List for Tax Collectors and Tax Description File.
	File chronologically. Destroy after 60 days or after review and correction of transactions, whichever occurs later.
	NA Job

NC1-15-85-1

	12-227.200
	PMS Tax Description Printout.
	File in Property Manage- ment folder.  If sold with VA financing, transfer to Vendee Loan folder.
	NA Job

NC1-15-85-1

	12-227.300
	PMS Special Assessment and Tax Account Listings used to obtain tax bills.
	Destroy after receipt of tax bills.
	NA Job

NC1-15-85-1

	12-227.400
	PMS Special Assessment and Tax Account Listings used as a group property tax payment voucher.
	Destroy 2 years after payment.
	NA Job

NC1-15-85-1

	12-228.000
	Minority Homebuyers Counseling Name File containing VA Form 26-6393, Loan Analysis, for loans not guaranteed.
	Destroy when 2 years old.
	NA Job

NC1-15-84-9

	12-229.000
	Auxiliary Loan Guaranty Folders maintained by the Loan Guaranty attorney as a convenience in
handling cases referred by the Loan Guaranty 

Officer on acquisition of mortgages, security liquidation, sales closing, litigation, or any other loan case matters.  Contents include material such as: correspondence with holders, attorneys, courts, escrow agents; copies of court pleadings, opinions and reports to Loan Guaranty Officer; information copies of releases, mortgages and similar instruments prepared by the District Counsel; case checklists; and receipts for instruments released by the District Counsel.  Also includes folders created prior to July 1, 1963, where loan guaranty papers were not combined with related loan guaranty folders after District Counsel's actions were completed, but were retained in District Counsel's file.
	Retire to FRC.  Destroy January 2, 2004.
	NA Job

NN 165-140.

	12-230.000
	Property Management System Reports:
	
	

	12-230.100
	Report on Analysis of Properties Sold--Totals, COIN PMS 01-01.
	Destroy October through August reports upon receipt of the succeeding month's report. Destroy end of month September reports when 10 years old.
	NA Job

N1-15-86-10

	12-230.200
	Report on Analysis of Properties Sold-Totals, Sales on Terms, COIN PMS 01-02.
	Destroy October through August reports upon receipt of the succeeding month's report. Destroy end of month September reports when 10 years old.
	NA Job

N1-15-86-10

	12-230.300
	Report on Analysis of Properties Sold--Totals, Sales for Cash, COIN PMS 01-03.

	Destroy October through August reports upon receipt of the succeeding month's report. Destroy end of month September reports when 10 years old.
	NA Job

N1-15-86-10

	12-230.400
	Elapsed Processing Time--Acceptance of Offer and Sales Closings, COIN PMS 01-04.s
	Destroy when 2 years old.
	NA Job

Nl-15-86-13

	12-230.500
	Elapsed Processing Time--Summary, COIN PMS 01-05.
	Destroy when 3 months old.
	NA Job

Nl-15-86-13

	12-231.000
	Mortgage Loan Information Card, VA Form 26-8982.
	Maintain by calendar year. Destroy completed cards when 30 years old.
	NA Job

Nl-15-87-1.

	12-232.000
	Mortgage notice for mortgage loan payment
 (Also stated in MP-4, Part X, Section II, Item no. 2-11)
	Destroy 3 years after the close of the fiscal year involved.
	NA Job

NC 1-15-76-25

	12-233.000
	Reconciliation of control accounts with pending files (PLS) (Also stated in MP-4, Part X, Section II, Item no. 2-27)
	Destroy after 1 year (or when financial audit is completed).
	NA Job

NC 1-15-76-25

	12-234.000
	Portfolio Loan System (PLS):
	
	

	12-234.100
	(Item Intentionally Omitted. Formerly RCS 30-1, Item 03C, dated August 3, 1979)
	
	

	12-234.200
	Conversion Magnetic Tape files. Automated files:
	
	

	12-234.201
	Direct Access Storage Devices (disk packs) containing Portfolio Loan records data.
	Delete data and reuse files after the data have been written onto magnetic tape for data preservation, files reor- ganization, files security or hard copy output prep- aration and after the files have been processed as dictated by the system's design.
	NA Job

NN 172-101

	12-234.202
	PLS Magnetic tape files (on-going system) Master Record Tapes.
	Destroy tape data 90 days after the related computerized system is certified and operating successfully and after data are no longer required for post conversion research.
	NA Job

NN 169-97

	12-234.203
	Main Master Record tape files, containing a master record for each pending direct loan application and all approved and outstanding loans: ing Portfolio Loan records data.
	Delete data and reuse files after the data have been written onto magnetic tape for data preservation, files reor- ganization, files security or hard copy output prep- aration and after the files

have been processed as dictated by the system's design.
	NA Job

NN 172-101

	12-234.204
	Reorganized Main Master Record Tape file, created in run number LGY 1819, containing Main Master Records data which have been reorganized, end of month.
	Destroy tape data after90 days and after return of the tape from the vital records depository.
	NA Job

NN 172-101

	12-234.205
	Updated Inactive Master Record Tapes created in run number LGY0063 or LGY0757B.
	Destroy tape data after the next three succeeding processing workdays have been successfully completed.
	NA Job

NN 172-101

	12-234.206
	Updated Inactive Master Record Tape files, created monthly in run number LGY0553, containing a master record for each rejected or withdrawn application and each terminated loan.
	Destroy tape data after 90 days and after return of the tape from the vital records depository.
	NA Job

NN 172-101

	12-234.207
	Updated Vendee Report Tape files, created monthly in run number LGY0554, containing data pertaining to loan sold, repurchased and paid in full under VA Regulation 4600.
	Destroy tape data after 90 days and after return of the tape from the vital records depository.
	NA Job

NN 172-101

	12-234.300
	Updated Tax Description Tape files, created daily in run number LGY0757A, containing a tax description record for use whenever data not contained in the Main Master Record file is required during tax processing operations:
	
	

	12-234.310
	End of Month tapes.
	Destroy tape data after90 days and after return of the tape from the vital records depository.
	NA Job

NN 172-101

	12-234.311
	Daily tapes.
	Destroy tape data after the next three succeeding processing workdays have been successfully completed.
	NA Job

NN 172-101

	12-234.320
	Reorganized Tax Collector's Name and Address Tape file, created in run number LGY 0381, containing a name and address record for each tax collector or collector of special assessments; written onto magnetic tape for files reorganization and security purposes.
	Destroy tape data after the next security tape has been created and after return of the tape from the vital records depository.
	NA Job

NN 172-101

	12-234.330
	Suspended Credits Tape file, created during monthly reorganization cycle LGY1819, containing credit collection amounts which could not be applied to their respective accounts; written onto magnetic tape for files reorganization and security purposes.
	Destroy tape data after return of the tape from the vital records deposi- tory.
	NA Job

NN 172-101

	12-234.340
	Unsorted Parameter Tape file, created in card-to- tape utility run, containing data to create special computer runs during tax and insurance processing operations.
	Destroy tape data after return of the tape from the vital records deposi- tory.
	NA Job

NN 172-101

	12-234.400
	Transaction Tape files:
	
	

	12-234.410
	Sorted Daily Accepted Transaction tape file, created in daily sort run number LGY0546, containing edited and audited input transactions processed in "Daytime Collections run number LGY0443," "ARS Reformatting run number LGY0339," and "miscellaneous processing run number LGY 0849," transaction 070 and 170 generated in "Transfer of Trusts" run LGY1788;  and transaction generated in "Tax and Insurance Servicing" run number 0757B; introduced into the system in run number LGY0063 to establish, update, terminate and/or change the status or statistical nature of the active portfolio loan master records.
	Destroy tape data after 90 days and after return of the tape from the vital records depository.
	NA Job

NN 172-101

	12-234.420
	Magnetic tapes created in daily and/or monthly 

computer runs, containing raw input transaction



data and/or transaction data which have been edited, audited, reformatted or sorted for use in subsequent computer runs to update the active portfolio loan master records.  (Excludes Sorted Daily Accepted Transaction Tapes.)  Includes: Teleprocessing Input Transaction Tapes and Accepted Transaction Tapes, run number LGY0339; Miscellaneous Input Transaction Tapes and Accepted Transaction Tapes, run number LGY0849; Collection Input Transaction Tapes and Accepted Transaction Tapes, run numbers LGY0443 and 0109; Transfer of Trusts Transaction Type 070 and 170 Tapes, run number LGY 1788, passes 1 and 2; and Tax and Insurance Transaction Type 062, 120, 157, and 159 Tapes, run number 0757B.
	Destroy tape data after the next three succeeding processing workdays have been successfully completed.
	NA Job

NN 172-101

	12-234.430
	Inactive Transaction Tape file, created monthly in run number LGY1819, containing all terminated portfolio loans and all rejected or withdrawn applications removed from the Main Master Record file during the monthly file reorganization; used as input to run number LGY0553 to updated the Inactive Master Record file.
	Destroy tape data 45 days after creation.
	NA Job

NN 172-101

	12-234.440
	Vendee Transaction Tape file, created monthly


in run number LGY0553; containing Vendee


Transaction data; used as input to run number LGY554 to update the Vendee Report file.
	Destroy tape data 45 days after creation.
	NA Job

NN 172-101

	12-234.450
	Tax Description Transaction Tape file, created daily in run number LGY0174, pass 3, containing tax description data; used as input to run number  LGY0750A to update the Tax Description master records file.
	Destroy tape data after the next 3 succeeding processing workdays have been successfully completed.
	NA Job

NN 172-101

	12-234.460
	Magnetic tapes created in card-to-tape utility runs, containing “additional substitution amount records data” submitted by VA Central Office for processing in Transfer of Trusts run number LGY 1788.
	Destroy tape data 15 days after creation.
	NA Job

NN 172-101

	12-234.470
	Magnetic tapes created in daily dispersal run number LGY0174, pass 2 and/or monthly history list run number LGY0201, containing accounting transaction and transaction register data which are used to produce Monthly History Lists:
	
	

	12-234.471
	Daily history list tapes.
	Destroy tape data after the next 3 succeeding processing workdays have been successfully completed.
	NA Job

NN 172-101

	12-234.475
	Combined daily history list tapes:
	
	NA Job

NN 172-101

	12-234.476
	End of January tapes.
	Destroy tape data 45 days after creation.
	NA Job

NN 172-101

	12-234.477
	All other combined daily history list tapes.
	Destroy tape data after the successful completion of the 3 next succeeding merge runs.
	NA Job

NN 172-101

	12-234.480
	End of month cumulative history list tapes(except end of December).
	Destroy tape data 45 days after creation.
	NA Job

NN 172-101

	12-234.490
	End of December cumulative history list tapes.
	Destroy tape data after 1year and after creation of the next succeeding end of December tape.
	NA Job

NN 172-101

	12-234.500
	Magnetic tapes containing data which have been edited, audited, reformatted or sorted for use in subsequent processing runs, includes:
	
	

	12-234.510
	Billing records tapes, created in run number LGY0063; Dispersal Records Tapes, created in run numbers LGY0063 and 0174; Intermediate Transfer of Trusts Tapes, created in passes 1 and 2, run number LGY1788; Borrower's Statement Tapes, created in run number LGY1819; Selected Skeleton Record and Sorted Tax and Insurance Tapes, created in run numbers LGY0757B and 0757C; Master Record Extract Tapes, created in Sales Availability, Loan Sales and Trust Set-Aside run numbers LGY564A and 569A.
	Destroy tape data after the next 3 succeeding processing workdays have been successfully completed.
	NA Job

NN 172-101

	12-234.520
	Teleprocessing Rejected Accounting-Suspended Credits on Advancement and Default Collections Tapes, created in daily dispersal run number LGY0174, pass 4.
	Destroy tape data after the successful completion of the cycle for which prepared.
	NA Job

NN 172-101

	12-234.530
	Magnetic tapes created during daily and monthly processing operations containing data which are transmitted via teletype and/or data which are used in print/punch operations to prepare reports, listings, record printouts, master record writeouts, transaction registers, statements, turnaround punch cards and similar type hard copy documents.
	
	

	12-234.531
	Reports tape, created in Miscellaneous Report Cycle--run number LGY0062
	Destroy tape data 15 days after the preparation and release of the required output.
	NA Job

NN 172-101

	12-234.532
	All other tapes.
	Destroy tape data 7 days after the preparation and release of the required output.
	NA Job

NN 172-101

	12-234.540
	Magnetic tapes, created end of month in run number LGY0559, containing statistical report data for input to the Automated Management Information System. (AMIS).
	Destroy tape data after 30 days and after successful processing in the AMIS System.
	NA Job

NN 172-101

	12-234.550
	Magnetic tapes, created end of month in run number LGY0559, containing active and inactive report data; input to run number LGY560.
	Destroy tape data
 90 days after creation.
	NA Job

NN 172-101

	12-234.560
	Checkpoint tapes reflecting the core memory and the status of all records in a specific run at a specific processing point.
	Destroy tape data 5 days after creation.
	NA Job

NN 172-101

	12-234.570
	Duplicate magnetic tape files prepared for local security and protection of records.
	Destroy tape data when local management determines that protection is no longer required.
	NA Job

NN 172-101

	12-234.580
	Magnetic tapes (work tapes) created for the convenient preparation of computer listings, reports and other one-time operations.
	Destroy tape data after the successful completion of the operation for which the data were created and after the data are no longer required in the performance of operating and/or administrative responsibilities.
	NA Job

NN 172-101

	12-235.000
	Guaranteed and Insured Loan (GIL) Processing:
	
	

	12-235.100
	Master tape files.
	
	

	12-235.110
	GIL Master Record files.  Magnetic tapes con- taining the updated Guaranteed or Insured Master Records data created in PGIL 300D.
	Destroy tape data 400 days after created.
	NA Job

NN 172-101

	12-235.120
	Transaction tapes.
	
	

	12-235.121
	Current month actions (CMA) transaction tapes.  Sorted run PGIL 280W and PGIL 290 transaction tapes containing complete and skeleton records data which have been edited, formatted and sorted for input to PGIL 300W and PGIL 300D GIL Update runs.
	Destroy tape data 400 days after created.
	NA Job

NN 172-101

	12-235.122
	Magnetic tapes created in the Active update run555B containing completed records generated by the system and used as input to the Terminated Update run 555C to update the Terminated Master Records and to Summary Level System run 60092 to update the Summary Level System records.
	Destroy tapes data after 3 successive tapes have been created and vali-dated and after return of the tapes from the vital records depository.
	NA Job

NN 172-101

	12-235.130
	Magnetic tapes created in card to tape and utility sort runs containing current month raw input data or data which have been edited and/or sorted for use in subsequent processing runs.
	Destroy tapes data 60 days after completing the cycle for which prepared.
	NA Job

NN 172-101

	12-235.140
	Magnetic tapes containing data relating to office of jurisdiction, regional offices and counties and used as a table lookup in edit run 60097c.
	Destroy tapes data 30 days after being replaced by a new tape.
	NA Job

NN 172-101

	12-235.150
	Duplicate tapes created for local security and protection of records.
	Destroy tapes data when local management deter- mines that protection is no longer provided.
	NA Job

NN 172-101

	12-235.160
	Magnetic tapes created in the process of converting Guaranteed or Insured Loan data from use for punched card equipment (EAM) to use on and for magnetic tape equipment.
	
	NA Job

NN 172-101

	12-235.161
	Sorted and merged magnetic tapes containing data converted from punched cards and used at the central DPC to establish the Guaranteed or Insured Loan Active and Terminated Master Record Tape files.
	Destroy tapes data one year after the related magnetic tape system is certified and operating successfully and after data are no longer required for post conversion re- search.
	NA Job

NN 172-101

	12-235.162
	All other conversion magnetic tape files.
	Destroy tapes data 90 days after the related magnetic tape system is certified and operating successfully and after data are no longer required for post conversion research.
	NA Job

NN 172-101

	12-236.000
	Liquidation and Claims System (LCS).
	
	

	12-236.100
	Master tape files:
	
	

	12-236.101
	LCS Active Master file, created in Run LSC 60, containing complete detailed information on pending defaults, pending liquidations and and pending claims on GI loans and VAR 4600 sold vender accounts.  File is updated daily.
	Destroy tape data
after 90 days and after return of the tape from the VA Records Depository.
	NA Job

NC1-15-78-11

	12-236.102
	LCS Master Dispersal file, containing records with disposition code from subsequent dispersal.
	Destroy tape data 7 days after creation.
	NA Job

NC1-15-78-11

	12-236.103
	LCS Terminated Master file, created in Run LCS 60, consists of records removed from the active file due to claims being paid, loans acquired under VAR 4318 or 3720 and VAR 4600 loans that have been repurchased.
	Destroy tape data after 90 days and after return of the tape from the VA Records Depository.
	NA Job

NC1-15-78-11

	12-236.104
	LCS AMIS Master, file generated daily in Run LCS 31, consists of master records where delete or or reversal action have taken place during transaction updating.
	Destroy tape data 30 days after creation.
	NA Job

NC1-15-78-11

	12-236.105
	LCS Cured Master file, created in Run LCS 69, consisting of master record past episodes of default and all intervening actions leading up to the reported cure on a GI loan and VAR 4600 loans.
	Destroy tape data after 90 days and after return of the tape from the VA Records Depository.
	NA Job

NC1-15-78-11

	12-236.200
	Transaction tapes:
	
	

	12-236.201
	LCS sorted accumulated transactions, processed in LGY Run 339 and 849, containing all accepted LCS transactions for 1 day.
	Destroy tape data 7 days after creation.
	NA Job

NC1-15-78-11

	12-236.202
	LCS sorted input transactions, created in Run LCS 10, containing daily accumulated transactions sorted into office of jurisdiction, office of origin, type of loan, loan number, and transaction type.
	Destroy tape data after 90 days and after return of the tape from the VA Records Depository.
	NA Job

NC1-15-78-11

	12-236.203
	LCS Transaction Register file, created in Run LCS 20, containing list of processed (accepted) transactions.
	Destroy tape data
 7 days after creation.
	NA Job

NC1-15-78-11

	12-236.204
	LCS Transaction Register file, created in Run LCS 20, containing list of rejected transactions.
	Destroy tape data 7 days after creation.
	NA Job

NC1-15-78-11

	12-236.205
	LCS Output Transaction tape created at the end of each month in Run LCS 69.
	Destroy tape data after return of tape from VA Records Depository.
	NA Job

NC1-15-78-11

	12-236.300
	Miscellaneous Magnetic Tape files:
	
	

	12-236.301
	LCS ARX Message file, created in Run LCS 20, containing processed and/or rejected transactions per regional office.


	Destroy tape data
 7 days after creation.
	NA Job

NC1-15-78-11

	12-236.302
	Magnetic tape file identified as LCS Alpha list created in Run LCS 64 from LCS active Master Records, contains sorted alphabetic index of active LCS records.
	Destroy tape data
 7 days after creation.
	NA Job

NC1-15-78-11

	12-236.303
	Magnetic tape file identified as LCS Numeric List created in Run LCS 64 from LCS Active Master Records, contains sorted numeric index of active LCS records.
	Destroy tape data
 7 days after creation.
	NA Job

NC1-15-78-11

	12-236.304
	AMIS segments 639, 644, 594, and 595 created in Run LCS 66, containing items processed in EOM AMIS cycle for inclusion in the monthly AMIS reports.
	Destroy tape data
 90 days after creation.
	NA Job

NC1-15-78-11

	12-236.305
	AMIS ARS Messages, created in Run LCS 66, contains information required by regional offices and Central Office for the purpose of preparation of AMIS segment 654.
	Destroy tape data
 7 days after creation.
	NA Job

NC1-15-78-11

	12-236.306
	Diary list type loan "2", extracted and sorted by office of jurisdiction, servicer code, diary reason, office of origin, and loan number from M/R Dispersal file and Run LCS 50.  LCS diary action list for G/I loans will be produced on tape for printing.
	Destroy tape data
 7 days after creation.
	NA Job

NC1-15-78-11

	12-236.307
	Diary list type loans 2, 3, 4 and 8 extracted and sorted by office of jurisdiction, diary reason, office of origin, type of loan and loan number from M/R Dispersal file in Run 50.  The LCS diary action list VAR 4600 and 38 U.S.C. 3720 loans will be produced on tape for printing.
	Destroy tape data
 7 days after creation.
	NA Job

NC1-15-78-11

	12-236.308
	Servicers Name and Address file, updated in LCS Run 70 from VA Form 26-8789 Servicer's Name and Address Code Sheet prepared by regional offices with Loan Guaranty activities.  (Identified as LCSA070).
	Destroy tape data
 30 days after creation.
	NA Job

NC1-15-78-11

	12-236.400
	Magnetic Print Tapes:
	
	

	12-236.401
	Magnetic tape file identified as LCS RPO, created in Run LCS 30.  Used to produce record printouts, RO and Borrowers form letters.
	Destroy tape data
 7 days after creation.
	NA Job

NC1-15-78-11

	12-236.402
	Print tape created in Run LCS 32, for VA Form 26-8778.  (Identified as PNT.L8778P1.L032DFLB).
	Destroy tape data
 7 days after creation.
	NA Job

NC1-15-78-11

	12-236.403
	Print tape created in Run LCS 32, for VA Forms 26-8801.  (Identified as PNT.L8801P1.L032DFLC).
	Destroy tape data
 7 days after creation.
	NA Job

NC1-15-78-11

	12-236.404
	Print tape created in Run LCS 32, for VA Forms 26-8802.  (Identified as PNT.L8801P1.L032DFLC).
	Destroy tape data
 7 days after creation.
	NA Job

NC1-15-78-11

	12-236.405
	Print tape created in Run LCS, 32, for VA Forms 26-8779.  (Identified as PNT.L8779P1.L032DFLE).
	Destroy tape data
 7 days after creation.
	NA Job

NC1-15-78-11

	12-236.406
	Print tape created in Run LCS 32, for SF 400-2 Gummed Labels.  (Identified as PNT.L4002P1. L032GFL).
	Destroy tape data
 7 days after creation.
	NA Job

NC1-15-78-11

	12-236.407
	Print tape created in Run LCS 61, consisting of Mailed Holder/Servicer Loan Servicing Report. (Identified as PNT.L0610CFL)
	Destroy tape data
 7 days after creation.
	NA Job

NC1-15-78-11

	12-236.408
	Print tape created in Run LCS 62, consisting of Mailed Report of Pending Property Acquisition Payments. (Identified as PNT.L0620CFL)
	Destroy tape data
 7 days after creation.
	NA Job

NC1-15-78-11

	12-236.409
	Print tape created in Run LCS 63, consisting of Mailed Report of GI Loans with 461162.25 pending distribution. (Identified as PNT.L0630CFL).
	Destroy tape data
 7 days after creation.
	NA Job

NC1-15-78-11

	12-236.410
	Print tape created in Run LCS 72, consisting of Print file of Servicer Name and Address (alpha- betic sequence). (Identified as PNT.L0720AFL).
	Destroy tape data
 30 days after creation.
	NA Job

NC1-15-78-11

	12-236.411
	Print tape created in Run LCS 72, consisting of Print file of Servicer Name and Address (numeric sequence). (Identified as PNT.L0720BFL).
	Destroy tape data
 30 days after creation.
	NA Job

NC1-15-78-11

	12-236.412
	Print tape created in Run LCS 72, consisting of Print file of Servicer Name and Address (alpha- betic state sequence). (Identified as PNT.L0720CFL).
	Destroy tape data
 30 days after creation.
	NA Job

NC1-15-78-11

	12-236.413
	Print tape created in Run LCS 72, consisting of Print file of Servicer Name and Address(numeric state sequence). (Identified as PNT.L0720DFL).
	Destroy tape data
 30 days after creation.
	NA Job

NC1-15-78-11

	12-236.414
	Print tape created in Run LCS 73, for producing Quarterly Reports COIN 20-01, 20-02, 20-03, 20-04, 20-05, and 20-06.  (Identified as PNT.L0730EFL)
	Destroy tape data
 7 days after creation.
	NA Job

NC1-15-78-11

	12-236.415
	Print tape created Run LCS 75, for producing Quarterly Report of Claims Vouchered--By County and Zip Code--COIN 21-01. (Identified as PNT. L0750-DFL).
	Destroy tape data
 7 days after creation.
	NA Job

NC1-15-78-11

	12-236.500
	Conversion code sheets, control registers, batch transmittal sheets, teletype communications, adding machine tapes, duplicate copies of listings and similar type of paper records used during conversion operations.  (formerly RCS 30-1, Part C, Item No. 03-C, 1).
	Destroy 90 days after successful conversion to computer operations.
	NA Job

NC1-15-78-11

	12-236.600
	On-going system paper records and controls, consisting of: Direct Loan Application Code Sheets, Direct Loan Closing Code Sheets, Portfolio Loan Address Code Sheets, Portfolio Loan Insurance Code Sheets, Portfolio Loan Miscellaneous Code Sheets, Portfolio Loan Name Change Code Sheets, Portfolio Loan Purge Code Sheets, Portfolio Loan Special Assessment Code Sheets, Portfolio Loan Taxing Description Code Sheets, Stop Processing Action Code Sheets, Tax Collector Code Sheets, Tax and Insurance Disbursement Code Sheets, Uncollectible Remittance Code Sheets, Vendee-Acquired Loan Code Sheets, teletype communications, copies of transmittal control registers, adding machine tapes, 7051 data sheets, DPC copies of reports and listings and similar type of paper records retained for reference and inquiry purpose.  (Excludes copies retained in the Finance Division)  (formerly RCS 30-1, Part C, Item No. 03-C, 2).
	Destroy 60 days after the month in which created.
	NA Job

NC1-15-78-11


