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CHAPTER 1. GENERAL

PURPOSE. Thi s Handbook establishes policies and
procedures for the subm ssion, receipt, maintenance,
retrieval, transfer, and administrative control of
Single Fam |y Mrtgage I nsurance (SFM) Case Binders
(commonly referred to as Single Family Case Binders
(SFCB' s) .

SCOPE. The provisions of this Handbook apply to Field
Ofices as well as Headquarters components.

AUTHORI TY. The policies and procedures outlined in this
Handbook were devel oped in accordance with responsibilities
assigned to the Assistant Secretary for

Housi ng- Feder al Housi ng Conmi ssi oner by HUD Handbook

1100.3 REV 5, Departnental Organization

DEFINI TIONS. The followi ng definitions apply to terns
used in this Handbook

a. Single Family Mrtgage | nsurance (SFM) Case Binders
and Single Fanmily Case Binders (SFCB's) refer to
nunbered case binders contai ning docunents covering
an approved and endorsed application for FHA nortgage
i nsurance under a single famly nortgage insurance
program

b. Non-record Material includes (1) extra copies of
docunents preserved only for conveni ence of
reference, (2) extra copies of printed or processed
materials of which official copies have been retained
for purposes of record, (3) stocks of publications
and processed docunents preserved for supply
pur poses, (4) drafts, worksheets, and notes that
do not represent significant steps in the preparation
of record copies of docunents, and (5) forms which
serve no useful purpose after processing by the users
of the forns.

c. Followup docunents refer to those forms which
generally are processed after the home nortgage
i nsurance has been approved and endorsed and the case
bi nder has been shipped to the Records Section at
Headquart ers.

d. Single Fanmily Correspondence refers to inportant
|l etters and | egal docunents, especially those so
designated by the Ofice of General Counsel, which
must be filed in the case binders.
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e.

"Prime User" refers to those offices whose
performance of duties require considerable use of

SFM case binders or forms. Cenerally, Housing, the
O fice of Finance and Accounting (OFA) and the Ofice
of General Counsel (OGC) are considered prine users.
However, in some cases, the Ofice of Inspector
General (O G (especially the Regional |nspector
General (RIG) may be included anong the prinme users,
and in certain situations, the Departnent of Justice
may be referred to as a prinme user.

Separate File refers to the filing method by which
foll owup docunments will be maintai ned at Headquarters
inlieu of interfiling with the origina

case bi nder.

The I nventory Control/Charge-Qut systemrefers to the
aut omat ed accountability system which controls the
i nventory and whereabouts of SFM case binders.

Li ai son person or the phrase "person responsible for
Single Fami |y Mrtgage | nsurance case binders" refer

to the primary contact between the Single Family

Records Section and a particular office. The liaison
person in the Regional Ofices is normally the

Director, Administrative Services Division or

Admi ni strative and Managenment Services Division; in Field
Ofices, the Admi nistrative Oficer; and in Headquarters
conponents, the person(s) designated to be responsible
for case binder control

Unaut hori zed persons (individuals) refers to HUD

enpl oyees or contractors and consul tants enpl oyed by
HUD who have no official need for case binders in the
performance of their duties; enployees of other
Federal agencies or contractors and consultants

enpl oyed by ot her Federal agencies who have not
received clearance to review particular case binders
fromthe Freedomof Information Oficer or |ega
officials- and private citizens or organizations
requesting particular case binders or other docunents
under the Freedom of Information Act but

who have not received clearance for the receipt

of particular case binders or other information
fromthe Freedomof Information O ficer or HUD

| egal officials.
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Aut hori zed persons (individuals) refers to HUD
enpl oyees engaged in the retrieval and retention
of case binders (e.g., Records Section personnel



| iai son persons, records nanagenent personnel in
Field Ofices); HUD enpl oyees or contractors and
consul tants enpl oyed by HUD who have official need
for particular case binders in the performance

of their duties (e.g., Ofice of Housing, OFA QG
OCC and the O fice of Policy Devel opnent and Research
(PD&R); enpl oyees from ot her Federal agencies or
contractors and consul tants enpl oyed by ot her Federal
agenci es who have proper clearance to review case

bi nders and private citizens or organizations
requesting case binders or other information under
the Freedom of Information Act who have received
clearance to review particul ar case binders or
docunents fromthe Freedom of Information Officer or
HUD | egal officials.
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