APPENDI X 2
HUD CGENERAL SUBJECT FI LE CLASSI FI CATI ON GUI DE

The primary subject categories in this Appendi x cover

adm ni strative and program subject material accunulating in
Headquarters and the Field. Each primary subject has secondary
(e.g., ADS 4) and tertiary (e.g., ADS 4-1) breakdowns. The
primary subjects and codes used in this Appendix are:

Starts on
Primary Subject Code Page
Aut omat ed Data Processi ng ADP 2
Admi ni strative Services ADS 4
Audits and investigations ALM 6
Budget BUD 8
Conmittees, Meetings, and Conferences cMe 10
Conmuni ty Pl anni ng and Devel opnent CPD 11
Equal Enpl oynent Opportunity EEO 13
Enmer gency Pl anni ng and Operations EMP 15
Envi r onnent ENV 17
Fai r Housi ng FHO 19
Fi nanci al Managenent FI N 20
G ant Managenent avr 23
Housi ng Assi st ance HOU 25
I nformation Services and Public Relations |INF 26
I nternational Activities I NT 28
Land Sal es Regi stration LAN 29
Legal and Legislative LEG 30
Mor t gage | nsurance MOR 32
Organi zation, Planning and Managenent OPM 34
Per sonnel PER 36
Procurenent and Contracting PRC 40
Property Disposition PRD 42
Recor ds Managenent REM 44
Resear ch RES 46
Travel and Transportation TRV 47
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APPENDI X 2

AUTOVATED DATA PROCESSI NG ( ADP)

Use these subject categories for general correspondence and
rel ated papers pertaining to automated and el ectronic data
processi ng equi prent, systems, managenent, and operations. Do
NOT use this outline for docunentation that is appropriate for
filing in specific case files.

CCDE TI TLE COMVENT

ADP AUTOVATED DATA PROCESSI NG Information pertaining to
general policies and
procedures that cannot be
put under specific



ADP 1

ADP 2

ADP 3

ADP 4

ADP 4-1

ADP 4-2

ADP 4-3

ADP 5

ADP 5-1

ADP 5-2

ADP 6

ADP 7

REPORTS AND STATI STI CS

LAWS AND REGULATI ONS

AUTOVATED SYSTEMS

subj ects of this outline.

General report, studies,
surveys (w thin HUD),
progress reports, and
reports of significant
acconpl i shnents.

Proposed | aws and
regul ati ons, and any
revisions, relating
to HUD s ADP
program

General material regarding
systens initiation, devel opnent,
docunent ati on, operation, and
mai nt enance.  Subdi vi de

by name of system Includes

i nformati on and statistics
systens and conputer simnulation
syst ens.

DATA PROCESSI NG FACI LI TI ES

Accessories-Auxiliary
Equi prent

Machine Utilization
Mai nt enance and Repair
EQUI PMENT SELECTI ON

Requi rements, Specifica-
tions and Standards

Equi pnent St udi es

FEASI Bl LI TY STUDI ES

TI TLE

LI Al SON AND | NFORMATI ON
EXCHANGE

General correspondence
relating to feasibility
studies. For specific
study projects, create a
separate case file.

APPENDI X 2
COMVENT

General materi al
regarding liaison with
computer facilities and
progranms of other

i nternal HUD conponents
and ot her Federal



agenci es.

ADP 8 STANDARDI ZATI ON General correspondence
regardi ng data
processi ng standards
and standards devel opnent.

APPENDI X 2
ADM NI STRATI VE SERVI CES ( ADS)

Use these subject categories for general correspondence and
rel ated papers pertaining to office service functions, including
bui |l di ngs and grounds, nail facilities and services, office
equi pnent and supplies, printing, property nanagenent, and
tel econmuni cati ons. Do NOT use this outline for docunmentation
that is appropriate for filing in specific case files.

See the RECORDS MANAGEMENT subject outline for material on
i brary managenent.

See the PERSONNEL subject outline for material on the safety
program

CODE TI TLE COMMENT

ADS ADM NI STRATI VE PQOLI CY Information pertaining to
general policies and
procedures that cannot be
put under specific
subj ects of this outline.

ADS 1 REPORTS AND STATI STI CS General reports,
studi es, surveys,
progress reports,
and reports of
signi ficant
acconpl i shnment s.

ADS 2 LAWS AND REGULATI ONS Pr oposed | aws and
regul ati ons, and any
revisions, relating
to HUD s
adm nistrative
servi ces program

ADS 3 BU LDI NGS AND GROUNDS

ADS 3-1 Acqui si tions General material on
acqui sition of buildings
and grounds, |eases,
| ease anendnents,
renewal s, floor plans,
etc.



ADS

ADS

ADS

ADS

ADS

ADS

ADS

ADS

ADS

ADS

ADS

ADS

ADS

ADS

ADS

ADS

ADS

ADS

ADS

ADS

3-2

3-3

3-4

3-5

4

4-1

4-2

4-3

5-1

5-2

5-3

7-1

7-2

7-3

7-4

8-1

Facilities and Mi nt enance

Space Managenent
Par ki ng

Protection and Security

Cl eani ng, heating
and air

condi ti oni ng,
utilities, moving,
al terations,
repairs, etc.

MAI L FACI LI TIES AND SERVI CES

4

TI TLE

Mailing Lists
Messenger Service
Post age and Fees

OFFI CE EQUI PMENT AND
SUPPLI ES

Mai nt enance and Repair
Pur chase
Sur pl us Property

PERSONAL PROPERTY
ACCOUNTABI LI TY

APPENDI X 2

COMVENT

General material on procurenent,
di stribution, control.

General material on control,
identification, inventory
| oss or damage, and transfers.

PRI NTI NG AND REPRODUCTI ON

G aphi ¢ Servi ces

Copyi ng Servi ces
Printing and Bi ndi ng
Requi si tions and

Aut hori zati ons

TELECOVMUNI CATI ONS

Tel egraph, Tel etype, and

Facsim | e Service

Artwork, design,
drafting, etc.

I nternal copier control.

General papers not
regarding a specific
requisition.



ADS 8- 2 Tel ephone Service
ADS 8- 3 Tel ephone Directories
5
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AUDI TS AND | NVESTI GATI ONS ( AUD)

Use these subject categories for general correspondence and
rel ated papers pertaining to audits and investigations. Do NOT
use this outline for docunentation that is appropriate for filing
in specific audit or investigation case files.

CODE TI TLE COVMENT

AUD AUDI TS AND | NVESTI GATI ONS Information pertaining to
general policies and
procedures that cannot be
put under specific
subj ects of this outline.

AUD 1 REPORTS AND STATI STI CS General reports,
studi es, surveys,
progress reports,
and reports of
signi ficant
acconpl i shnment s.

AUD 2 LAWS AND REGULATI ONS Pr oposed | aws and
regul ati ons, and any
revisions, relating
to HUD s audit and

i nvestigation
program

AUD 3 STANDARDS AND PROCEDURES Procedures for
conducting, reporting,
and reviewi ng audits and
i nvestigation.

AUD 3-1 Pl ans and Preparations

AUD 3-2 Devel opnent of Findi ngs

AUD 3-3 Cl osure Resol ution

AUD 4 | NTERNAL AUDI TS

AUD 4-1 Adm ni strative and Program
QOper at i ons

AUD 4-2 Fi scal Adm nistration

AUD 4-3 Excepti ons



AUD 5 CONTRACT AUDI TS

AUD 6 GRANT AUDI TS
AUD 7 AUDI T TRAI NI NG
6
APPENDI X 2
CCDE TI TLE COMVENT
AUD 8 COORDI NATI ON W TH OTHER Li st of Federal agencies
FEDERAL AGENCI ES cooperating with

| G program activities.

Subdi vide if necessary.
AUD | NVESTI GATI ONS

AUD 9-1 Conflict of Interest
AUD 9-2 Fraud and Enbezzl enent
AUD 10 | NVESTI GATI VE REFERRALS
AUD 11 QUALI TY CONTROL

AUD 12 LI Al SON ORGANI ZATI ONS Li st of non-Federa
organi zati ons invol ved
with | G program
activities.

AUD 13  GENERAL ACCOUNTI NG OFFI CE
(GAO) AUDI TS

APPENDI X 2
BUDGET ( BUD)

Use these subject categories for general correspondence and
rel ated papers pertaining to the preparation, review, and
subm ssi on of HUD budget data, including budget estimates,
justifications, policies, procedures, and financial plans. Do
NOT use these subjects for docunentation that is appropriately
filed in a specific case file.

See the FI NANCI AL MANAGEMENT subject outline for records of
accounting and nanagenent of appropriated and ot her funds.

CCDE TI TLE COVVENT
BUD BUDGET Information pertaining to

general policies and
procedures that cannot be put



under specific subjects of
this outline.

BUD 1 REPORTS AND STATI STI CS General reports
studi es, surveys,
progress reports,
and reports of
signi ficant
acconpl i shment s.

BUD 2 LAWS AND REGULATI ONS Pr oposed | aws and
regul ations, and any
revisions, relating
to HUD s budget

functi on.
BUD 3 BUDGET PREPARATI ON AND SUBM SSI ON
BUD 3-1 Budget Esti mates I ncludes prelimnary estimates.
BUD 3-2 Subni ssi ons and Mat eri al s concerni ng subm ssi on
Justifications of budget estimates to the

Secretary, OVB, and the
Congress. Subdi vi de by
revi ew organi zation if
appropri at e.

BUD 4 BUDGET EXECUTI ON

BUD 4-1 Al | ot nrents and
Aut hori zati ons

BUD 4-2 Apportionment and
Al l ocati ons

BUD 4-3 Transfer of Funds

BUD 5 FI NANCI AL PLANS Overall plans for
expendi ture of
funds. Includes
requests,
consol i dati ons,
revi ew work pl ans,

approval s.
8
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CODE TI TLE COMVENT
BUD 6 FUND AVAI LABI LI TY Appropriated funds

ear ned rei nbursenents,
refunds, allocations
recei ved, transfer
appropriations, etc.



BUD 7 OPERATI NG BUDGET
BUD 7-1 Sal ari es and Expenses, HUD

BUD 7-2  Working Capital Fund

APPENDI X 2
COW TTEES, MEETI NGS, AND CONFERENCES

Use this primary subject for material regarding committees,
nmeetings, conferences, task forces, etc., ONLY when the subject
matter is too broad or general to be filed by specific subject.
Establish individual files by name of committee, conference,
etc., and arrange in al phabetical order, onmtting a subject
nuneric code.

See the ORGANI ZATI ON, PLANNI NG AND MANAGEMENT ( OPM subj ect
outline for "Conmittee Managenent".

CCDE TI TLE COVVENT
cMC COW TTEES, MEETI NGS, General information which
AND CONFERENCES cannot be put under specific

subj ects of this outline.
cMe 1 HUD
cve 1-1 Depart ment al
cMC 1-2 Headquarters

cMC 1-3 Regi onal

ave 2 | NTERAGENCY
cMC 3 PRESI DENTI AL
CMC 4 CONGRESSI ONAL

CMC 4-1 Joi nt
CMC 4-2 House
CMC 4-3 Senat e
cMC 5 NON- GOVERNMENTAL
10
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COVMUNI TY PLANNI NG AND DEVELOPMENT ( CPD)

Use these subject categories for general material pertaining



to loan and grant prograns which provide States, |ocal

gover nnents, community-based organi zations, and nonprofit groups
with grants and |oans to carry out a w de range of conmunity
devel opment, rehabilitation, econom c devel opment, honeownershi p,
and honel ess assistance activities. Do NOT use this outline for
docunentation that is appropriate for filing in specific case
files.

See the ENVI RONMVENT subject outline for material on the
envi ronment, energy and historic preservation.

CODE TI TLE COMVENT
CPD COVUNI TY PLANNI NG AND Information on general
DEVEL OPNVENT pl ans, policies, and

procedures that cannot be
put under specific
subj ects of this outline.

CPD 1 REPORTS AND STATI STI CS General reports,
studi es, surveys,
progress reports,
and reports of
signi ficant
acconpl i shrment s.

CPD 2 LAWS AND REGULATI ONS Pr oposed | aws and
regul ati ons, and any
revisions, relating
to HUD s CPD

pr ogr ans.

CPD 3 PROGRAM SANCTI ONS
CPD 4 AGREEMENTS AND CONTRACTS
CPD 5 AFFCORDABLE HOUSI NG
CPD 5-1 HOMVE Pr ogram
CPD 5-2 Honeowner shi p and Cpportunities

for Peopl e Everywhere

- HOPE3 Program

11
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CODE TI TLE COMVENT
CPD 6 COVMUNI TY DEVELOPMENT BLOCK

GRANTS (CDBGQ
CPD 6-1 Entitl ement Conmunities Program

CPD 6-2 Nonentitl ement Program for
States & Small Cities



CPD 6-3 Section 108 Loan Quarantee Program

CPD 6-4 Indian Tribe & Al askan Native
Vil lages Program

CPD 7 ECONOM C DEVELOPMENT
CPD 7-1 Enterprise Zones Initiative

CPD 8 SPECI AL NEEDS ASSI STANCE
PROGRAMS

CPD 8-1 Transitional Housing for the
Honel ess Program

CPD 8-2 Per manent Housi ng for Handi -
capped Honel ess Program

CPD 8-3 Suppl erent al Assi stance for
Facilities to Assist the
Honel ess ( SAFAH) Program

CPD 8-4 Surplus Property for Use to
Assi st the Honel ess Program

(Title V)

CPD 8-5 HUD- Omed Single Family Property
Di sposition Initiative

CPD 8-6 Ener gency Shelter Grant Program
(I'ndian Tribe Conpetition)

CPD 8-7 Housi ng Opportunities for
Persons with Al DS Program

12
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CCDE TI TLE COMVENT

CPD 8-8 Shelter Plus Care (St+Q)
Program

CPD 8-9 Section 8 Mdderate Rehabilita-
tion Single Room Cccupancy
(SRO Program

CPD 8-10 Comprehensive Honel ess
Assi stance Pl an (CHAP)

CPD 8-11 Safe Havens Program
CPD 9 SPECI AL PURPOSE GRANTS

CPD 9-1 Techni cal Assi stance



CPD 9-3

CPD 9-4

CPD 10

CPD 11

CPD 12

CPD 13

CPD 50

CPD 50-1

CPD 50-2

APPENDI X 2

CCDE

CPD 50-3

CPD 50-4

CPD 50-5

CPD 50-6

CPD 50-7

CPD 50-8

CPD 50-9

CPD 50-10

CPD 50-11

CPD 50-12

Hi storic Black Coll eges and
Uni versities (HBCU)

Communi ty Devel opnment Work
St udy

I nsul ar Areas CDBG Program

M NORI TY BUSI NESS ENTERPRI SE
(MBE)

NEI GHBORHOOD DEVELOPMENT
DEMONSTRATI ON PROGRAM ( NDDP)

COVPREHENSI VE HOUSI NG AFFCRD-
ABI LI TY STRATEGY ( CHAS)

REVOLVI NG FUND
(LI QUI DATI NG PROGRANB)

| NACTI VE LOAN AND GRANT PROGRAMS

Areawi de Pl anni ng Requi rements
and Certification

Conmuni ty Devel opnent Bl ock
Grants (CDBG Secretary's
Di scretionary Fund

12.1

TI TLE

Denonstration Gants

Model Cities Gants

Nei ghbor hood Facilities Grants
Open Space G ants

Rental Rehabilitation Gants
312 Rehabilitation Loan Program
Sol ar Bank Grants

Title VIII - Community Devel op-
ment Training Grants

Title | X - Uban Information and
Techni cal Assistance Grants

Urban Beautification Gants

COMVENT



CPD 50- 13 Urban Devel opnent Action
Grants (UDAG

CPD 50- 14 Urban Honest eadi ng Program
G ants

CPD 50-15 Urban Renewal G ants

CPD 50- 16 Urban Systems Engi neering Grants

CPD 50-17 Water and Sewer Facilities Gants

CPD 50- 18 New Communi ti es Loans and Grants

12.2
APPENDI X 2
EQUAL EMPLOYMENT OPPORTUNITY ( EEO
Use these subject categories for general correspondence and

rel ated papers pertaining to equal enploynent opportunity. Do

NOT use this outline for docunentation that is appropriate for
filing in specific discrimnation case files.

CODE TI TLE COMVENT
EEO EQUAL EMPLOYMENT I nformation pertaining to general
OPPORTUNI TY policies and procedures that

cannot be put under specific
subj ects of this outline.

EEO 1 REPORTS AND STATI STI CS General reports,
studi es, surveys,
progress reports,
and reports of
signi ficant
acconpl i shment s.

EEO 2 LAWS AND REGULATI ONS Proposed | aws and
regul ations, and any
revisions, relating
to HUD s EEO

pr ogr am
EEO 3 AFFI RVATI VE ACTI ON
PLANNI NG
EEO 4 COVPLAI NTS
EEO 4-1 For mal I ncl udes EEO Advi sory
Conmittee.

EEO 4-2 | nf or nal

EEO 5 DI SCRI M NATI ON Materials that relate to



discrimnation in equa
opportunity matters.

EEO 5-1 Age

EEO 5-2 Ethnic Origin

EEO 5-3 Handi capped Persons

EEO 5-4 Race

EEO 5-5 Reverse Discrimnation

EEO 5-6 Sex

EEO 5-7 Rel i gi on

EEO 6 FEDERAL WOVEN I nf ormati on concer ni ng
Depart ment or Gbyernnent-mjde
pr ograns concer ni ng

woren's rights and
opportunities.

13
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CCDE TI TLE COMVENT
EEO 7 SPECI AL OBSERVANCES Speci al prograns or
events relating to equa
enpl oynent .
EEO 8 COUNSELI NG AND COUNSELCRS
EEO 9 SUPERVI SORS Gener a
correspondence
regardi ng
eval uati on,
responsibilities,
and training of
agency supervi sors
with regard to EEO
14

APPENDI X 2
EVMERGENCY PLANNI NG AND OPERATI ONS ( EMP)

Use these subject categories for general material on civi
defense and natural disaster energencies of all types. Do NOT use this
outline for docurmentation that is appropriate for filing specific
case files.

See the RECORDS MANAGEMENT subject outline for material on
vital records.



EMP

EMP

EMP

EMP

EMP

EMP

EMP

EMP

EMP

EMP

EMP

EMP

EMP

EMP

EMP

EMP

APPENDI X 2

3-1

3-2

4-1

4-2

4-3

4- 4

5-1

5-2

5-3

5-4

CODE

TI TLE
EMERCENCY PLANNI NG
AND OPERATI ONS

REPORTS AND STATI STI CS

REPORTS AND REGULATI ONS

COCORDI NATI ON

O her Federal Agencies

State and Local Agencies
EVMERGENCY PREPAREDNESS
Cont i ngency Pl ans

Continuity of Essential
Functi ons

Qperation Alert

Rel ocation Sites
NATURAL DI SASTERS

Conti ngency Pl ans

Damage Assessnent

M ni mal Repairs

Tenpor ary Housi ng

15

TI TLE

EMP 5-4-1 Eligibility

EMP 5-4-2 Hotel - Mbte

COMMENT

I nformation on general policies and
procedures that cannot be put under
specific subjects of this outline.

General reports,
studi es, surveys,
progress reports,
and reports of
significant
acconpl i shment s.

Proposed | aws and
regul ati ons, and any
revisions, relating to
HUD s energency pl anni ng
and operations prograns.

COMVENT



EMP 5-4-3 Mobil e Hones
EMP 5-4-4 Rental Properties
16
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ENVI RONVENT ( ENV)

Use these subject categories for general correspondence and
other material related to the environnent. Do NOT use this outline
for docunentation that is appropriate for filing in specific case
files.

CCDE TI TLE COMVENT

ENV ENVI RONVENT I nformation on genera

policies and procedures that
cannot be put under specific
subj ects of this outline.

ENV 1 REPORTS AND STATI STI CS General reports
studi es, surveys,
progress reports,
and reports of
significant
acconpl i shment s.

ENV 2 LAWS AND REGULATI ONS Proposed | aws and
regul ati ons, and any
revisions, relating
to HUD s
envi r onment al
activities.

ENV 2-1 HUD Processi ng

ENV 2-2 Reci pi ent Processing

ENV 3 URBAN HAZARDS

ENV 3-1 Criteria and Standards

ENV 3-1-1 Noi se

ENV 3-1-2 Expl osives and Fl ammabl e
Material s

ENV 3-1-3 O ear Zones and Acci dent
Potenti al Zones

ENV 3-2 | ndoor Pol | ution
ENV 3-2-1 Lead

ENV 3-2-2 Asbest os



ENV 3-2-3 Radon

17
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CODE TI TLE
ENV 3-3  Toxics
ENV 3-3-1 Site Analysis
ENV 3-4 Solid Waste
ENV 3-4-1 Methane
ENV 4 NATURAL SYSTEM
ENV 4-1 FI oodpl ai ns and Wetl ands
ENV 4-1-1 Flood I nsurance
ENV 4-1-2 Fl oodpl ai n Managenent
ENV 4-1-3 Wetl ands Protection
ENV 4-2 WAt er Resources
ENV 4-2-1 Aquifers
ENV 4-3 Ecol ogy
ENV 4-3-1 Endangered Species
ENV 4-4 dimate
ENV 4-4-1 d obal Warm ng
ENV 4-5 Coastal Areas
ENV 4-5-1 Coastal Barrier Resources
ENV 4-5-2 Coastal Zone Managenent
ENV 5 URBAN DEVELOPMENT
ENV 5-1 Land Use
ENV 5-1-1 Farm and Protection
ENV 5-2 Hi storic Preservation
ENV 5-2-1 Archeol ogy

18



APPENDI X 2
CODE TI TLE
ENV 5-3 Urban Design
ENV 5-3-1 Sust ai nabl e Devel opnent
ENV 6 ENERGY

ENV 6-1 Energy Conservation

ENV 6-1-1 Codes and St andards

ENV 6-1-2 Energy Efficient Housing

ENV 6-1-3 Ener gy Performance
Contracting

ENV 6-2 Energy Production

ENV 6-2-1 Conmuni ty Energy Systens
(District Heating and
Cool i ng)

ENV 6-2-2 Waste to Energy

ENV 6-3 Energy Pl anning
ENV 6-4 National Energy Strategy

ENV 6-5 Departnent of Energy-HUD
Initiative

ENV 6-5-1 Assessnent

ENV 6-5-2 Five Year Plan
ENV 6-6 Sol ar Assi st ance
ENV 6-6-1 Sol ar Bank

ENV 6-6-2 Sol ar Assi stance Fi nancing
Entity

18. 1
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FAI R HOUSI NG ( FHO)

Use these subject categories for general correspondence and
other material related to discrimnation in housing on the basis
of race, color, religion, sex, national origin, handicap, or
famlial status; the investigation of such conplaints; and
attenpts to resolve themthrough conciliation. Do NOT use this
outline for docunentation that is appropriate for filing in



specific case files.

See the EQUAL EMPLOYMENT OPPORTUNITY (EEO) subject outline

for material on discrimnation in enpl oynent.

CCDE TI TLE

COMVENT

FHO FAI R HOUSI NG I nformation on genera
policies and procedures that

cannot be

put under specific

subj ects of this outline.

FHO 1 REPORTS AND STATI STI CS

FHO 2 LAWS AND REGULATI ONS

FHO 3 COVPLAI NTS

FHO 4 COVPLI ANCE

FHO 4-1 Contracts

FHO 4-2 Lending Institutions
FHO 4-3 Rental Properties

FHO 4-4 Sal e Properties

FHO 5 COUNSELI NG

FHO 6 ENFORCEMENT

FHO 7 FAI R HOUSI NG ORDI NANCE
FHO 8 HOUSI NG SUPPLY

FHO 9 I NVESTI GATI ONS

FHO 9-1 Hear i ngs
FHO 10 RESTRI CTlI VE COVENANTS

19
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FI NANCI AL MANAGEMENT (FI N)

General reports,
studi es, surveys,
progress reports,
and reports of
significant
acconpl i shment s.

Proposed | aws and
regul ati ons, and any
revisions, relating
to HUD s fair
housi ng program



Use these subject categories for genera

correspondence and

rel ated papers pertaining to di sbursenent and collection

activities and the nmi ntenance,

HUD finances. Do NOT use this outline for docunentation that is

contr ol

and accountability of

appropriate for filing in specific case files.

See the BUDGET subject outline for "Budget Preparation and

Subm ssi on",

"Budget Execution",

docunent ati on

and ot her aspects of HUD budget

See the TRAVEL AND TRANSPORTATI ON subj ect outline for

policies and procedures regarding the travel of
noverent of househol d goods,

etc.

i ndi vi dual s and

See the AUDI TS AND | NVESTI GATI ONS subj ect outline for audit

papers.
CODE

FI N

FIN 1

FIN 2

FIN 3

FIN 4

FIN 5

FIN 5-1

FIN 5-2

FIN 6

FIN 6-1

TI TLE

FI NANCI AL  MANAGEMENT

REPORTS AND STATI STI CS

LAWS AND REGULATI ONS

AUTHORI ZATI ONS AND
DESI GNATI ONS

BONDI NG OF EMPLOYEES
ACCCOUNTI NG SYSTEMS

Accounti ng Codes and
Synbol s

Aut omat ed Accounti ng
Syst ens

CCLLECTI ONS AND RECEI PTS

Account s Recei vabl e

COMMENT

Information pertaining to
general policies and
procedures that cannot be
put under specific
subjects of this outline.

General reports,
studi es, surveys,
progress reports,
and reports of
signi ficant
acconpl i shnent s.

Proposed | aws and
regul ati ons, and any
revisions, relating
to HUD s financia
managenent program

Desi gnati ons of personnel to
per form payi ng, collecting,
ti mekeeping, and sinilar
functi ons.



20

APPENDI X 2
CODE TI TLE COMVENT
FIN 6-2 Adj ust nent s
FIN 6-3 Checks, Mney Orders, Except payroll and travel
Currency
FIN 7 DI SBURSEMENTS Except payroll and travel
FIN 7-1 Account s Payabl e
FIN 7-2 Adj ust nent s
FIN 7-3 | mprest Fund
FIN 7-4 Letters of Credit
FIN 7-5  Voucher Exam nation and
Certification
FIN 8 GENERAL LEDGER Correspondence concer ni ng

general |edger accounting,

i ncludi ng journal vouchers,
subsidiary | edgers, tria

bal ances, bal ance sheets, etc.

FIN 9 GRANTEE ACCOUNTI NG I ncl udes materi al
regardi ng grantee
financial reports.

FIN 10 CONTRACTOR ACCOUNTI NG

FIN 11 OBLI GATI ON FUND CONTRCL
AND FLOW

FIN 12 PAYROLL ACCOUNTI NG

FIN 12-1 Deductions

FIN 12-2 Paychecks

FIN 12-3 Sal ary Changes

FIN 13 TRAVEL ACCOUNTI NG
FIN 13-1 Advances

FIN 13-2 Per D em

FIN 13-3 Transportation

21



APPENDI X 2

CODE TI TLE

FIN 14 MORTGAGE | NSURANCE ACCOUNTI NG
FIN 15 I NTEREST RATES

FIN 16 TREASURY BORROW NG

FIN 17 AGREEMENTS

FIN 18 CLAI M5

22
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GRANT MANAGENMENT ( GMT)

Use these subject categories for general correspondence and
rel ated papers pertaining to the devel opnment and inpl enentation
of conprehensive policies and procedures for managi ng HUD grants.
I ncl uded i s correspondence involving grant application
processing, award, nonitoring, and cl oseout policies and
procedures. Do NOT use this outline for docunentation that is
appropriate for filing in specific case files.

CODE TI TLE COMMENT

avIr GRANT MANAGEMENT Information pertaining to
general policies and
procedures that cannot be put
under specific subjects of
this outline.

avr 1 LAWS AND REGULATI ONS Pr oposed | aws and
regul ati ons, and any
revisions, relating
to HUD s grant
programns.

GMIr 2 REPORTS AND STATI STI CS General reports,
studi es, surveys,
progress reports,
and reports of
significant
acconpl i shment s.

Gvr 3 PROGRAM PLANNI NG General material on
manpower and budget
AND TRACKI NG al | ocations, regional reports

and program obj ecti ves.

GV 4 PROGRAM COVPLI ANCE Site inspections,
Regi onal and Head-quarters
programrevi ews,



GVl 5

GVl 5-1

GMI 5-2

GVl 6

Gvr 7

APPENDI X 2

CCDE

GVl 8

GVl 8-1

GMI 8-2

COCRDI NATI ON
Wt hin HUD
O her Federal Agencies

APPLI CATI ON, SUBM SSI ON
REVI EW AND AWARD

GENERAL GRANT PRQIECT
ADM NI STRATI ON AND
MONI TORI NG

23

TI TLE
GRANT CLOSECQUT AND AUDI T

Adm ni strative and
Pr ogram Oper ati ons

i nspection agreenents,
and investigations and
compl i ance st andards.
Al'l programs, issues, and
speci al projects

coordi nated with other
Federal agencies and
within HUD. My be
subdi vi ded as necessary.

General correspondence on application
format, submi ssion requirenents, and
procedures for processing, review,

approval / di sappr oval
awar d.

and grant

G antee financial and adm nistrative
managenent standards, grantee reports,
and HUD nonitoring of grant progress.

COMVENT

Audit and compliance with applicable
| aws and regul ati ons, managenent and
organi zation, utilization and

control of properties and
suppl i es, and program performance.
Fi nanci al Fi nanci al audit of account structure;
Admi ni stration records of
accountability;
mat chi ng

24

requirenents;

i ndirect costs,
over head, and
admi ni strative
expendi t ur es;
interest materia
funds; and cost
all owability
procedur es.

APPENDI X 2



HOUSI NG ASSI STANCE ( HOU)

Use these subject categories for general correspondence and
rel ated papers pertaining to | eased or rented public housing
units and rental assistance paynents to | ower income groups. Do
NOT use this outline for docunentation that is appropriate for
filing in specific case files.

CODE TI TLE COVMENT

HOU HOUSI NG ASSI STANCE Information pertaining to
general policies and
procedures that cannot be put
under specific subjects of
this outline.

HOU 1 REPORTS AND STATI STI CS General reports,
studi es, surveys,
progress reports,
and reports of
significant
acconpl i shnent s.

:

LAWS AND REGULATI ONS Proposed | aws and
regul ati ons, and any
revisions, relating
to HUD s housing
assi stance prograns.

3 ALLCCATI ON OF FUNDS

4 COVMUNI TY SERVI CES

5 CONTRACTS AND AGREEMENTS

5-1  Annual Contributions Contract

6 CONSOLI DATED SUPPLY

7 ELIG BILITY

8 HOUSI NG ASSI STANCE PLANS

| NCOVE

9-1 Certification

9-2 Limts

10 RENTS

10-1 Adjustnents

10-2 Fair Market

sEEdggeggEgggRad

10-3 Suppl enents

25



APPENDI X 2

| NFORVATI ON SERVI CES AND PUBLI C RELATI ONS (| NF)

Use these subject categories for general correspondence and
rel ated papers pertaining to public affairs functions, including
responses to public inquiries, the preparation of publications
contai ning programinformation, the clearance of publications and

audi ovi sual

materials for issuance and distribution, and the

pronotion of programactivities. Do NOT use this outline for
docunentation that is appropriate for filing in specific case

files.

See the ADM NI STRATI VE SERVI CES subj ect outline for
"Printing and Reproduction".

CODE TI TLE COMVENT
I NF | NFORMATI ON SERVI CES Information pertaining to
AND PUBLI C RELATI ONS general policies

INF 1

I NF 2

INF 3

INF 4

INF 5

I NF 6

and procedures that
cannot be put under
specific subjects of this
outline.

LAWS AND REGULATI ONS Pr oposed | aws and
regul ati ons, and any
revisions, relating
to HUD s information
services and public
rel ati ons program

REPORTS AND STATI STI CS General reports,
studi es, surveys,
progress reports,
and reports of
signi ficant
acconpl i shment s.

AUDI OvI SUAL Subdi vi de by type if
vol ume warrants; i.e.
maps, charts, posters,
nmoti on pictures,
recordi ngs, photographs,
and slides. Includes
pronotional aids and
publication materi al s.

BRI EFI NG MATERI ALS

EXH BI TS, CEREMONI ES, AND
COWUNI TY PROIECTS

I NVI TATI ONS AND ENGAGE-
MENTS



I NF 7 FREEDOM OF | NFORVATI ON Do not use for case files

ACT or non-FO A
inquiries.
I NF 8 PRI VACY ACT Do not use for case

files or non-Privacy
Act inquiries.

I NF 9 PUBLI CATI ONS

INF 9-1 Annual Reports

4/ 93 26
APPENDI X 2

CODE TI TLE COMVENT
I NF 9-2 Articles
I NF 9-3 Bi ogr aphi es
I NF 9-4 Newsl etters and House

Organs
INF 9-5 Press Rel eases
I NF 9-6 Publ i ¢ Servi ce Announcenents
I NF 10 PUBLI C OPI NI ON
INF 10-1 Congratul ati ons, Commren-

dations, Appreciation
INF 10-2 Criticismand Advice
I NF 11 PRESS RELATI ONS
I NF 12 RADI O, TELEVI SI ON HUD rel ations with these groups.

AND MOTI ON PI CTURES
I NF 13 SPEECHES
I NF 14 VI SI TORS, REPRESENTATI VES,

GUESTS

27

APPENDI X 2

| NTERNATI ONAL ACTI VI TI ES (I NT)

Use these subject categories for general correspondence and
rel ated papers pertaining to all aspects of HUD s relations with
i nternational organizations and governments. Do NOT use this
outline for docunentation that is appropriate for filing in
specific case files.



CODE TI TLE

I NT | NTERNATI ONAL ACTI VI TI ES

INT 1 REPORTS AND STATI STI CS

I NT 2 LAWS AND REGULATI ONS

I NT 3 Bl LATERAL AGREEMENTS

I NT 4 FOREI GN VI SI TORS

COMMENT

Information pertaining to
general policies and
procedures that cannot be
put under specific

subj ects of this outline.

General reports,
studi es, surveys,
progress reports,
and reports of
signi ficant
acconpl i shrment s.

Pr oposed | aws and
regul ati ons, and any
revisions, relating
to HUD s

i nternational
activities program

I NT 5 I NTERNATI ONAL ORGANI ZATI ONS

28

APPENDI X 2

LAND SALES REG STRATI ON ( LAN)

CCDE TI TLE

LAN LAND SALES REG STRATI ON

LAN 1 REPORTS AND STATI STI CS

LAN 2 LAWS AND REGULATI ONS

COMVENT

Information pertaining to
general policies and
procedures that cannot be
put under specific

subj ects of this outline.

General reports,
studi es, surveys,
progress reports,
and reports of
significant
acconpl i shrment s.

Pr oposed | aws and
regul ations, and any
revisions, relating
to HUD s interstate
I and sal es
registration
program



LAN 3 COVPLAI NTS
LAN 4 FI LI NG FEES
LAN 5 FULL DI SCLOSURE
LAN 5-1 Excepti ons
LAN 5-2 Nonconpl i ance
LAN 6 HEARI NGS
LAN 7 PROMOTI ONAL PLANS
LAN 7-1 Property Reports
LAN 8 RECREATI ON FACI LI TI ES
LAN 9 SALES OPERATI ONS
LAN 10 SUBDI VI SI ON PLANNI NG
LAN 11 SUSPENSI ONS
29
APPENDI X 2
LEGAL AND LEQ SLATI VE (LEG
Use these subject categories for general correspondence and
rel ated papers pertaining to HUD s | egislative prograns,
relations with the Congress, and legal matters that are so
general in nature that they cannot be filed under nore specific
subjects. Do NOT use this outline for docunentation that is
appropriate for filing in specific legal and |egislative case
files.
CODE TI TLE COMVENT
LEG LEGAL AND LEQ SLATI VE Information pertaining to
general policies and
procedures that cannot be

put under specific
subj ects of this outline.

LEG 1 COPYRI GHTS AND PATENTS

LEG 2 FEDERAL REG STER I nf or mati on
concer ni ng
regul ati ons and
poli ci es.

LEG 3 LEGAL FEES

LEG 4 LEGAL LI BRARY



LEG 5 LEQ SLATI ON Pr oposed and enacted
| egi sl ation.
Subdi vi de as

necessary.
LEG 5-1 Feder al G her than HUD s.
LEG 5-2 State
LEG 5-3 Local
LEG 5-4 HUD
LEG 6 LI TI GATI ON AND APPEALS
LEG 6-1 Civil Actions
LEG 6-2 Crimnal Actions
LEG 7 OPI NI ONS AND DECI SI ONS
LEG 7-1 Field Attorneys
LEG 7-2 U S. Attorney
LEG 7-3 U.S. Courts and Judges
LEG 7-4  Attorney General

30
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CODE TI TLE
LEG 7-5 Conptrol |l er General
LEG 7-6 HUD General Counsel
LEG 8 EXECUTI VE ORDERS

31

APPENDI X 2
MORTGAGE | NSURANCE ( MOR)

Use these subject categories for general correspondence and
rel ated papers pertaining to HUD i nsured nortgages for single
famly and nultifamly housing. Do NOT use this outline for
docunentation that is appropriate for filing in specific case
files.

CCDE TI TLE COVVENT

MOR MORTGAGE | NSURANCE Information pertaining to



MOR 10

MR 11

MOR 12

MOR 12-1

MOR 12-2

MOR 13-1

MOR 13-2

MOR 13-3

gener a

policies and

procedures that cannot be put
under specific subjects of
this outline.

REPCORTS AND STATI STI CS

LAWS AND REGULATI ONS

AMOUNT | NSURABLE
APPRAI SALS
CLAI M5
COVM TMENTS
CONTRACTS
Fee Appraisers
CREDI T STANDI NG
DEBENTURES
ELIGBILITY
FEES AND CHARGES
| NTEREST
Rat es
Reducti on Paynents
MORTGAGE

32

TI TLE
Backed Securities
| nsurance Fund

Pool s

General reports,
studi es, surveys,
progress reports,
and reports of
signi ficant
acconpl i shnent s.

Proposed | aws and
regul ati ons, and any
revisions, relating
to HUD s nortgage

i nsurance prograns.

APPENDI X 2



MOR 14 MORTGAGE SERVI CI NG
MOR 14-1 Defaul t

MOR 14-2 Forbearance Reli ef
MOR 14-3 Partial Paynents
MOR 14-4 Refinancing

MOR 15 PROPERTY STANDARDS

33
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ORGANI ZATI ON, PLANNI NG AND MANAGEMENT ( OPM

Use these subject categories for general correspondence and
rel ated papers pertaining to the establishnent, organization
reorgani zati on, and term nation of organizational units; the
assi gnment and reassi gnnent of functions; operational planning,
management anal ysis, and surveys; nmanpower requirenments and
utilization; and enmergency planning. Do NOT use this outline for
docunentation that is appropriate for filing in specific case
files.

CCDE TI TLE COMVENT
OPM ORGANI ZATI ON, PLANNI NG Information pertaining to
general policies
AND MANAGEMENT and procedures that

cannot be put under
specific subjects of this
outline.

OPM 1 REPORTS AND STATI STI CS General reports
studi es, surveys,
progress reports,
and reports of
significant
acconpl i shnent s.

OPM 2 LAWS AND REGULATI ONS Proposed | aws and
regul ati ons, and any
revisions, relating
to organization,

p! anni ng, and
managenent i n HUD.

OPM 3 COW TTEE MANAGEMENT Gener a
correspondence
regardi ng the
managenent and
adm ni stration of
HUD conmittees. Do
not use for papers



on a committee
nmeeting that should
be filed under the
speci fic subject
category or CMC

OPM 4 DELEGATI ONS OF AUTHORI TY
OPM 5 ADM NI STRATI VE SURVEYS Admi ni strative and
operational surveys
of a general nature.
OPM 6 MANAGEMENT ANALYSI S Management i nprovenent, eval uation,
AND | MPROVEMENT and cost reduction activities

ot her than inspections,
audits, and surveys.

oPM 7 EMERGENCY PLANNI NG Material relating to
conti nuati on of
operations in an

ener gency.
OPM 8 ORGANI ZATI ON AND Organi zati on charts,
REORGANI ZATI ON statenments of

functions, organization
and reorgani zati on pl ans,
hi story and background of
HUD el ements, and the

est abl i shnent and
jurisdiction of Regional

Ofices.
34
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CCDE TI TLE COMVENT
OoPM 9 STAFF CONTROL AND
UTI LI ZATI ON
OPM 9-1 Staff Requirenents
OPM 9- 2 Work Distribution
OPM 9-3 Wor k Measur enent
OPM 9-4  Work Sinplification
OPM 10 PROGRAM PLANNI NG General material on the overall
AND EVALUATI ON pl anni ng, direction, coordination,
supervi sion, review, and
eval uati on of program goals.
OPM 11 PROJIECTS MANAGEMENT General correspondence

relating to the managenent and
admi ni stration of HUD



proj ects.
35
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PERSONNEL ( PER)

Use these subject categories for general correspondence and
rel ated papers pertaining to personnel. Do NOT use this outline
for docunentation that is appropriate for filing in specific case
files.

CODE TI TLE COMMENT

PER PERSONNEL Information pertaining to
general policies and
procedures that cannot be put
under specific subjects of
this outline.

PER 1 REPORTS AND STATI STI CS General reports,
studi es, surveys,
progress reports,
and reports of
significant
acconpl i shnent s.

PER 2 LAWS AND REGULATI ONS Proposed | aws and
regul ati ons, and any
revisions, relating
to HUD s personne
management program

PER 3 ATTENDANCE AND LEAVE Annual , sick, and
mlitary | eave
| eave wi thout pay;
hol i days; and
absence for jury
duty. Subdivi de by
type as vol une
war r ant s.

PER 4 EMPLOYEE RELATI ONS AND
SERVI CES

PER 4-1 Appeal s and Gri evances General material on
the appeal s system
and policies and
procedures for
handl i ng appeal s,
conpl aints, and
gri evances.

PER 4-2 Canpai gns and Drives Conbi ned Feder a
Canpai gns, savi ngs
bond drives, bl ood



donati ons, etc.

PER 4-3 Conduct of Enpl oyees General materials
relating to
regul ati ons and
procedur es gover ni ng
conflicts of
interest, politica
activities,
accept ance of
gratuities, etc.
Subdi vi de as

necessary.
PER 4-4 Di sci plinary and Adverse
Acti ons
PER 4-5 G oups and Associ ati ons Do not use for
mat eri al on union
activities.
36
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CCDE TI TLE COMVENT

PER 5 EMPLOYMENT

PER 5-1 For mer Enpl oyees

PER 5-2 Job Retention and

Restorati on

PER 5-3 Speci al Categories St udent's, handi capped
vet erans, consultants,
etc.

PER 6 HEALTH AND MEDI CAL Injuries, alcoholism
physi cal exami nati ons,
etc. Subdivide as
necessary.

PER 7 HOURS OF DUTY

PER 8 I NSURANCE AND ANNUI Tl ES

PER 8-1 Li fe I nsurance

PER 8- 2 Heal t h | nsurance

PER 8-3 Reti renent

PER 8-4 Unenpl oynent Conpensati on

PER 9 LABOR MANAGEMENT Mat erial on union activities

RELATI ONS



PER 10 PAY ADM NI STRATI ON

PER 10-1 Al lowances and Differenti al
PER 10-2 Deductions

PER 10-3 Nanme and Record Changes

PER 10-4 Consultants

PER 11 PERFORMANCE EVALUATI ON
PER 11-1 Docunentation and Processing
PER 11-2 Ratings and Appraisals

PER 11-3 Performance Standards

37

APPENDI X 2

CODE TI TLE COMVENT

PER 12 PERSONNEL MANAGEMENT Pr ogram
i nspections and
surveys.

PER 13 POSI TI ON CLASSI FI CATI ON

PER 13-1 Appeals

PER 13-2 Job Descriptions

PER 13-3 Series and Standards

PER 13-4 Surveys and Eval uations

PER 14 PGSI TI ON MANAGEMENT Requests for

establ i shment of, and
control over

aut hori zation of staffing
| evel s or personne

ceilings.
PER 14-1 Personnel Ceilings
PER 14-2 Staffing Patterns
PER 15 PROMOTI ON AND | NTERNAL PLACEMENT
PER 15-1 Assignnments and Denoti on
PER 16 RECRUI TMENT, SELECTI ON AND

APPO NTMENT



PER 16-1

PER 16-2

PER 16-3

PER 16-4

PER 16-5

PER 16-6

PER 16-7

PER 17

PER 18

PER 18-1

PER 18- 2

PER 18-3

PER 18-4

PER 18-5

PER 19

PER 19-1

PER 19-2

PER 19-3

PER 19-4

PER 20

Adverti sing and General materi al

Publicity relating to vacancy
announcenent s.

Application for Enpl oynment

Appoi nt nent Subdi vi de by type of
appoi ntment (competitive
service, excepted
service, etc.) if volune
war r ant s.

Certification of Eligibles

Exami nati on and Testing

Qualifications

Requi renment s

38
APPENDI X 2
TI TLE COMVENT
SAFETY PROGRAM
SEPARATI ON AND DI SPLACEMENT

Deat h

Reduction in Force

Resi gnhati on

Separation for Cause

Tr ansf er

TRAI NI NG AND CAREER
DEVELOPMENT

Career Pl anning and
Counsel i ng

Orientation
Trai ni ng Courses and Subdi vi de by type of
Semi nar s training if vol une

warrants.

Training Facilities
and Equi pnent

AWARDS AND COWMMVENDATI ONS Subdi vi de by type of
award i f vol unme warrants.



39
APPENDI X 2
PROCUREMENT AND CONTRACTI NG ( PRC)

Use these subject categories for general correspondence and
rel ated papers pertaining to procurenent of HUD supplies,
equi prrent, and services; contracting for supplies and services;
and interagency agreenents. Do NOT use this outline for
docunentation that is appropriate for filing in a specific
contract or procurenent case file.

CODE TI TLE COMVENT
PRC PROCURENMENT AND Information pertaining to
general policies
CONTRACTI NG and procedures that cannot be

put under specific subjects of
this outline.

PRC 1 REPORTS AND STATI STI CS Gener a
reports, studies,
surveys, progress
reports, and reports
of significant
acconpl i shment s.

PRC 2 LAWS AND REGULATI ONS Proposed | aws and
regul ati ons, and any
revisions, relating
to HUD s procurenent
and contracting
activities.

PRC 3 AUTHORI ZATI ONS AND Contracting officers
APPO NTMENTS purchase linmtations, etc
PRC 4 PROCUREMENT METHODS Formal adverti sing,

negoti ati ons, snall
pur chases, and bl anket
pur chase agreenents.

PRC 5 SUPPLI ERS AND CONTRACTCRS

PRC 5-1 Bi dder Lists

PRC 5-2 I neligible Bidders

PRC 5-3 Smal | Busi ness and
M nority Busi nesses

PRC 5-4 Cat al ogs, Price Lists,
and Schedul es

PRC 6 PURCHASE ORDERS AND Pol i ci es and procedures



REQUI SI TI ONS for submi ssion and requisition

PRC 7 CONTRACTS AND Subdi vi de by type of
AGREEMENTS contract such as
| ease, rental, interagency
agreenent, etc. Includes

general material on clauses,
forns, etc.

40
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CODE TI TLE

PRC 8 SCLI Cl TATI ONS, BI DS,
AND AWARDS

PRC 8-1 Invitation for Bids and
Request for Proposals

PRC 8-2 Eval uati on of Bids and
Proposal s

PRC 8-3 Negoti ati on
PRC 8-4  Award
PRC 9 CONTRACT ADM NI STRATI ON
PRC 9-1 Contract Monitoring
PRC 9-2 Changes and Modifications
PRC 9-3 Cost and Billing Rates
PRC 9-4 Cl oseout and Term nation
41

APPENDI X 2

PROPERTY DI SPCSI TI ON ( PRD)

Use these subject categories for general correspondence and
rel ated papers pertaining to the naintenance, rental, and
denplition or sale of property acquired by or in the custody of
the Secretary. Do NOT use this outline for docunentation that is
appropriate for filing in specific case files.

CCDE TI TLE COMMVENT

PRD PROPERTY DI SPOsSI TI ON Information pertaining to
general policies and
procedures that cannot be

put under specific
subj ects of this outline.



PRD

PRD

PRD

PRD

PRD

PRD

PRD

PRD

PRD

PRD

PRD

PRD

PRD

PRD

PRD

PRD

PRD

PRD

PRD

3-1

3-2

5-1

5-2

6-1

6-2

6-3

6-4

6-5

7

7-1

7-2

7-3

REPORTS AND STATI STI CS

LAWS AND REGULATI ONS

CONTRACTS
Management Br oker
Real Estate Broker
DEMCLI TI ON
PROPERTY ACQUI SI TI ON
Def aul t
Natural Disasters
PROPERTY MANAGEMENT
Evi cti ons
I nspecti ons
Leasi ng
Mai nt enance and Repairs
Vandal i sm

42

TI TLE

SALES
Appr ai sal s
Fi nanci ng
Li stings

43

General reports,
studi es, surveys,
progress reports,
and reports of
significant
acconpl i shnent s.

Proposed | aws and
regul ati ons, and any
revisions, relating
to HUD s property

di sposition

progr ans.

APPENDI X 2



APPENDI X 2
RECORDS MANAGEMENT ( REM)

Use these subject categories for general correspondence and
rel ated papers pertaining to such records nanagenent functions as
records mai ntenance and di sposition, docunent security, and the
management of correspondence, fornms, directives, and reports. Do
NOT use this outline for docunentation that is appropriate for
filing in a specific case file.

CODE TI TLE COMMENT

REM RECORDS MANAGEMENT Information pertaining to
general policies and
procedures that cannot be put
under specific subjects of
this outline.

REM 1 REPORTS AND STATI STI CS General reports
studi es, surveys,
progress reports,
and reports of
signi ficant
acconpl i shrment s.

REM 2 LAWS AND REGULATI ONS Pr oposed | aws and
regul ati ons, and any
revisions, relating
to HUD s records
management prograns.

REM 3 CORRESPONDENCE Procedures, instructions, etc
MANAGENMENT
REM 4 DI RECTI VES MANAGEMENT Cor respondence on
systens for issuing
policy and

procedures and for
gi vi ng gui dance to
HUD per sonnel and
outsiders. Do NOT
use for copies of
directives.

REM 5 DOCUMENT  AND Systens and procedures
regardi ng the
| NFORVATI ON SECURI TY handl i ng and control of
i nformati on and
docunents. Includes

material on technical
adm ni strative, and
physi cal safeguards to
ensure the
confidentiality of
records containing
personal and proprietary



REM 6

REM 7

REM 8

REM 9

REM 10

10-1

10-2

10-2

10-3

11

12

13

REM 14

FORMS MANAGEMENT

LI BRARY MANAGEMENT
MAI L MANAGEMENT

M CROFORM MANAGEMENT

44

TI TLE

RECORDS DI SPCSI TI ON

Di sposition Schedul es

Records Retirement
Records Retirenent

Statistical Reports
of Records Hol di ngs

RECORDS EQUI PMENT AND
SUPPLI ES

RECORDS MAI NTENANCE

RECORDS MANAGEMENT

VI TAL RECORDS

i nformati on.

General correspondence on
forns cl earance and

control, design and
devel opnment, anal ysi s,
storage, and

di stribution.

Gener al
correspondence
regardi ng the
managenent of
m crofilm

m cr of i che,

m crocards, etc.

APPENDI X 2
COMVENT

General correspondence on
policy and procedures to be
followed in administering and
operating HUD s records

di sposition prograns as a
whol e.

Gener al
correspondence about
schedul i ng records.
Excl ude SF 115's

t hensel ves.

Filing systens.

General matters regarding the
preparation, subnission,
control, and cost of reports.
General correspondence on



policy and procedures to be
followed in handling records
essential to HUD s operations
in an energency situation

REM 15 WORD PROCESSI NG
45
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RESEARCH ( RES)
Use these subject categories for general correspondence and
rel ated papers pertaining to research, new nmethods and material s,
new t echnol ogy, analysis, and studies. Do NOT use this outline

for docunentation that is appropriate for filing in specific case
files.

CCDE TITLE COMVENT

RES RESEARCH Information pertaining to
general policies and
procedures that cannot be put
under specific subjects of
this outline.

RES 1 REPORTS AND STATI STI CS General reports,
studi es, surveys,
progress reports,
and reports of
significant
acconpl i shment s.

RES 2 LAWS AND REGULATI ONS Proposed | aws and
regul ati ons, and any
revisions, relating
to HUD s research
progr ans.

RES 3 ANALYSI S

RES 3-1 Econom ¢

RES 3-2 Housi ng Mar ket

RES 3-3 Program

RES 4 CONTRACTS

RES 5 HOUSI NG

RES 5-1 Desi gn

RES 5-2 Fi nance

RES 6 NEW METHODS AND TECHNOLOGY



RES 7 PROPCSALS
RES 8 STUDI ES
RES 9 TESTI NG
46
APPENDI X 2
TRAVEL AND TRANSPORTATI ON ( TRV)

Use these subject categories for general correspondence and
rel ated papers pertaining to the travel of individuals and the
noverent of househol d goods; the shipnment of equi prent, supplies,
and materials; and the acquisition, naintenance, use, and
di sposition of motor vehicles. Do NOT use this outline for
docunentation that is appropriate for filing in a specific case
file.

See the FI NANCI AL MANAGEMENT subject outline for "Trave
Accounting".

CODE TI TLE COMVENT
TRV TRAVEL AND Information pertaining to
general policies
TRANSPORTATI ON and procedures that

cannot be put under
specific subjects of this
outline.

TRV 1 REPORTS AND STATI STI CS General reports
studi es, surveys,
progress reports,
and reports of
signi ficant
acconpl i shment s.

TRV 2 LAWS AND REGULATI ONS Proposed | aws and
regul ations, and any
revisions, relating
to HUD s travel and
transportation
activities.

TRV 3 FREI GHT AND EXPRESS
SHI PMENTS
TRV 3-1 Carriers Ceneral information on
rates, fares, tariffs,
rout es, and schedul es.
TRV 3-2 Bills of Lading Procedures regarding

preparation and
submi ssi on.



Loss and danmage.

General material on

acqui sition, assign-nents
and use, credit cards,
operator pernits,

, mai nt enance and repairs,
and notor vehicle
reporting. Includes GSA

I nt eragency Pool vehicles
and HUD vehi cl es.

Per diem and nil eage
rates, travel advances,
etc.

COMMENT

Ceneral material of a
regul atory or proce-
dural nature. |Includes
transportation requests.

TRV 3-3 Cl ai nB

TRV 4 GOVERNMVENT VEHI CLES

TRV 5 | TI NERARI ES AND
RESERVATI ONS

TRV 6 TRANSPORTATI ON OF PERSONAL
AND HOUSEHOLD EFFECTS

TRV 7 TRAVEL ALLOMNCES
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APPENDI X 2

CODE TI TLE

TRV 8 TRAVEL ORDERS AND
AUTHORI ZATI ONS

TRV 9 TRAVEL VOUCHERS

48

Procedures regarding
preparati on and sub-m ssion.
for accounting

matters.

See FIN



