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In April 2013, the Deputy Secretary outlined two programs to enable the Department to improve our efficiency and enable us to achieve our mission:  the Small Office Project and the transformation of Multifamily Housing.  
With this in mind, the following are guidelines for each affected office in the transfer of their records. 
Each affected office will be required to archive eligible files to the local National Archives-Federal Records Center.  Please contact your local Records Management Liaison Officers (RMLOs)  in your jurisdiction or contact the Departmental Records Officer at 202.402.7374 for guidance.  (note:  For expedited archiving, RMLOs should request transfers in the ARCIS system)
Remaining active, program and operation records will need to be inventoried and reported to the Departmental Records Officer.  Your report should include the following:
· Closing Office
· Program Area
· Description of Records (same description aligned in accordance with HUD Records Disposition Schedule)
· Total number of boxes being transferred ( # of cubic feet of records )
· Gaining Office
· Gaining Program Area
· Date of Scheduled Transfer 
· Certification of RMLO or Program Area Point of Contact that records have been received.    
