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SPECIAL FOLDER RETIREMENT/DESTRUCTION PROJECT


		


Purpose.  This circular sets forth policies and procedures concerning a 


special folder retirement/destruction project.  





Background.  It is critical that Loan Guaranty retire or destroy as many 


folders as possible.  Much of the information formerly contained in paper files can now be retrieved from an electronic record.  Loan Guaranty restructuring has also resulted in situations where there are insufficient loan guaranty personnel at some regional offices to manage the file banks.  This special retirement is an opportunity to significantly reduce file storage requirements.





Procedures.  The criteria for folder disposition for each functional area are 


listed in this circular.  This project will be handled slightly differently from previous folder disposition projects.  In this instance, we will not be working from a list generated by the Austin Automation Center.  Rather, each station will use a spreadsheet (exhibit A) to record the files they intend to retire or destroy.  Stations need only pull a folder, determine whether it is to be retired or destroyed, and then complete the appropriate fields on the spreadsheet.  Once the station has completed the process by going through the entire file bank, the spreadsheet is to be e-mailed to Frank Purgason, Chief, Information Technology and Program Analysis.  The data will then be integrated into the appropriate system to reflect the status of the loan folders.  The Federal Records Center (FRC) will be notified of the number of boxes to be shipped and they will provide accession numbers.   NOTE:  All documents of a sensitive nature to be discarded must be shredded.





4.  Criteria for Folder Disposition  





Construction and Valuation





Origination appraisals and/or appraisal “dummy” files.  These paper 


documents and/or paper files have been historically maintained to evidence the reasonable value of a property that will serve as security for a VA home loan.  These paper appraisals and/or appraisal files will be destroyed.  (All electronic files will be maintained for a period of 2 years.)  





Loan dockets located at a Regional Office (RO) site.  These are loan 


files that have been obtained from the Regional Loan Center (RLC) for any purpose (e.g., to compare the origination appraisal to a liquidation appraisal).   These files will not be destroyed.  These files will be boxed and returned to the RLC. 
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Specially Adapted Housing (SAH) Files.  These files are established and 


maintained for every veteran eligible for the special adapted housing grant.  These files will remain at the RO locations.  Cases that have been closed for more than 1 year will be retired to FRC in accordance with RCS VB-1, Part I, Section XII, 12-200.210.  [Any office scheduled for closing must first coordinate with their RLC the movement of SAH files before proceeding with any shipment or retirement.]





Fee Panel Files.  In the past, stations have been required to maintain 


separate fee panel personnel and performance files.  To accommodate the Construction & Valuation (C&V) restructuring initiative, offices will merge these files into one combined personnel/performance file.  The combined file will contain the following:





The initial application


Correspondence concerning the appointment


A copy of the fee appraiser’s current state license or certifications. (Offices may verify annual licensing or certification through the Standard Inquiry menu of the Appraisal Subcommittee of the Federal Financial Institutions Examination Council (ASC) National Registry at www.asc.gov in lieu of requiring paper documents.)


Detailed documentation regarding work assignments, quality, and timeliness of the fee member’s performance


Correspondence concerning any temporary or permanent removal from the fee panel





(a)  Active Files.  Offices should review active files and purge correspondence 


relative to performance over 1 year old not related to either a negative work quality or timeliness finding, an investigation, or suspension.  ROs should transfer all active fee panel files to the RLC.  At the discretion of RLC management, ROs will scan these documents onto Compact Disks (CDs), send them to the RLCs, and destroy the paper copies.





	(b)  Inactive Files.  In lieu of inactive files, stations will maintain a single file of


qualified applicants for future reference.   Stations will transfer this file to the RLC.  (At the discretion of RLC management, ROs will scan these documents onto CDs, send to the RLCs, and destroy the paper copies.)





	(5)  Staff Appraisal Reviewer (SAR) Performance Files.  Manual M26-2, paragraphs 7.08 and 7.09 require stations to maintain C&V lender/SAR files to monitor their performance under Lender Appraisal Processing Program (LAPP.)  These files contain SAR applications, approval, and performance documentation.  Some stations maintain separate files for the lender, the SAR, and/or post audit findings resulting from a desk or field review.  If the SAR and performance files are maintained separately, they  
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should be merged with the lender file (if applicable).  Files should be purged of field reviews and post audit letter/performance correspondence over 1 year old not related to either a negative work quality or timeliness finding, a debarment or suspension of the SAR or the lender.  ROs will then transfer all current LAPP-related material, properly identified by the lender’s name, to the RLC for incorporation into the lender’s file.  (At the discretion of RLC management, ROs will scan these documents onto CDs, send them to the RLCs, and destroy the paper copies.)





(6)  Builder Files.  Manual M26-2, paragraphs 2.09f and g require stations to 


maintain files for every builder who participates in the Loan Guaranty program.  Offices should review these files and destroy all obsolete or superseded information.  Any builder records supporting debarment actions or involving construction complaints, etc. will be maintained.  Files on inactive builders should be destroyed.  Destroy any file that has not been updated with builder information within the last 2 years.  ROs should  transfer all active builder files and records supporting debarment actions or construction complaints to the RLCs. (At the discretion of RLC management, ROs will scan these documents onto CDs, send them to the RLCs, and destroy the paper copies.)





(7)  Planned Unit Development (PUD) Files.  These files are maintained by field 


offices on approved/rejected PUDs and contain organizational documents and other budget documents pertaining to the project.  VA Pamphlet 26-7, Lender's Handbook, eliminates the requirement for VA approval of PUDs.  





Approved PUDs.   ROs will destroy all files on approved PUDs.  ROs will first 


              review files to ensure that all information associated with approval of 


              community water and sewer systems is extracted and sent to the RLC.


Rejected PUDs.  ROs will pull the reject letter from the PUD file and file those


              letters alphabetically in a folder that will be shipped to the RLC.  (At the 


              discretion of RLC management, ROs may scan reject letters onto CDs, send 


              them to the RLCs, and destroy the paper copies.)





 Condominium Files.  These files are maintained by all field offices on VA 


approved/rejected condominiums.   All offices will review these files and destroy all documents except the approval or rejection letter, attorney/VA Regional Counsel approval documents, and the declaration recording information.   ROs will ship these documents to the RLCs.  All condo files pending approval will be identified and shipped to the RLC.  (At the discretion of RLC management, ROs will scan these documents onto CDs, send them to the RLCs, and destroy the paper copies.)
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  Geological Instability Files.  Manual M26-2, paragraph 4.03, requires 


stations to maintain libraries of data on geological instability and a list of sites rejected due to geological hazards.  If this information is available on the Internet (http://www.geographynetwork.com) offices should destroy these files.  Otherwise, offices should review these files and destroy all obsolete or superseded information.  ROs should then transfer geological instability files and any website location that references this material to RLCs.  ROs will also transfer the list of sites rejected due to geological hazards to the RLC.  (At the discretion of RLC management, ROs will scan these documents onto CDs, send them to the RLCs, and destroy the paper copies.)





(10)  Airport Files.  Manual 26-2, paragraph 2.51, requires offices to maintain a 


separate airport file for each major civilian and military airport within its jurisdiction.  If this information is available on the Internet, offices should destroy these files and send information on any website location that references this material to the RLCs.  Otherwise, offices should review the files and destroy all obsolete or superseded information.  ROs should then transfer airport file data to the RLC.





(11)  Flood Map Files.  Federal Emergency Management Agency Flood 


Hazard Maps were maintained for the purpose of determining whether a property serving as security for a VA loan is located in a flood hazard area.  Maps are now available at http://www.esri.com/hazards/makemap.html.   Offices should destroy all flood maps.





Building Code Files.  Stations maintain building code information on local city 


codes, Council of American Building Officials (CABO), Building Officials and Code Administrators (BOCA), and Department of Housing and Urban Development (HUD.)  With rare exception this information is available through the Internet.  





Local city codes www.buildingteam.com/housingzone


CABO (now International Code) www.icbo.org


BOCA  www.bocai.org


HUD www.hud.gov





Information on variations that are not available through the Internet should be transferred to the RLC.





Construction Complaint Registers.  Transfer to RLCs.





Adminstrative Files.  Stations should review all administrative files to ensure 


that the RLC retains records pertaining to items such as Statistical Quality Control (SQC), approved local conditions, and any other relevant information.
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Comparable database information.  ROs should make RLCs aware of Multiple 


Listing Service or similar services being used and the expenses involved.





Loan Processing/Production





Lender Files.  Lender files may be destroyed if there has been no activity for 1 


year.  If a station has scanning capability and has created what is essentially an electronic duplicate, the hard copy lender file should be destroyed immediately.





Modified Guaranty Packages.  These packages can be destroyed once the 


loan is entered into Automated Loan Production System  and no actions are pending.





Loan Dockets (closed loans).  Loan dockets typically contain copies of a 


complete origination package.  They can be created as a result of a prior approval loan application, full review, special review, post audit or some other reason.  Loan dockets may be retired 6 months after the date of last activity.  The docket should not be retired if there is any pending action.  For example, if a suspense or deficiency letter has been sent to the lender but no response has been received, the folder should not be retired.  If a station has scanning capability and has created what is essentially an electronic duplicate, the hard copy loan docket may be destroyed immediately.





c.  Loan Management/Servicing





(1)  Safekeeping Files.   Instructions for the shipment of active safekeeping files to Countrywide Home Loans (CHL) or RLCs were contained in a Portfolio Loan Servicing Transition Update dated January 17, 2002.  Subsequent updates were released, along with listings of active loan numbers.  The instructions also contained guidance for loans originated or acquired after the lists were prepared.





Portfolio Loans (Direct Loans, Refunded, Vendee).  Any items not included in the January 17, 2002 document and all subsequent updates will be discarded.  


4600 Loans.   See the January 17, 2002, instructions.  Safekeeping files 


            containing only copies of loan documents will be discarded.


(c)  Loans Sold to Trusts.  Discard.	


 Veterans Liability Accounts.  ROs and RLCs should combine with loan folder 


           and retire immediately.  (RCS VB-1,Part 1, 12.100.121) 
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Miscellaneous Files/Folders





(a)  Trust Sales.  Any files for sales held on or after June 29, 1988, should 


		be discarded. 


(b)  4600 Sales.  ROs should forward to RLC’s as they might be useful in 


      contacts with 4600 transferee/assignees.  RLCs may dispose in accordance with 


      RCS VB-1, Part 1, 12.117.000.


(3)  Loan Files


 Vendee/4600/Direct/Refunded


1.   Check transmittal document provided by CHL of active portfolio loans.  If active,  


ship file to CHL using the regular address for monthly shipment of new portfolio  


     loan files.  If not, check file for evidence of pay off. 


2.   If paid in full, destroy 1 year after the loan is reported Paid in Full (PIF).


3.   If 4600 and no evidence of paid-in-full and no current default, retire


to FRC (RCS VB-1 Part 1, 12-110.360).


      4.  If the refunded loan claim is not paid, retain the file at RLC until claim is paid and   


   then ship to CHL.


      5.  If none of the above, prepare a list of loans to be sent via e-mail to the Portfolio 


           Loan Oversight Unit (PLOU).  Their e-mail address is VAVBAIND/RO/LGY/CHL 


    with the subject line "Leftover Loan Files".  The information needed for each loan


    on the list is loan number; date of loan; borrower's name; and description of most 


    recent information in the file.





 Servicing/Claims Files GI Loans.  Some of the RLCs are creating servicing files 


to hold the servicer’s paper submission of various VA required forms and supporting documents.  When the claim is paid some RLCs send servicing files to the FRC to be combined with the loan origination file, if one exists, that may have been previously retired.  However, especially for newer loans, there may be no original loan file to combine with the servicing file.  Servicing files that were created and cannot be combined with an original loan file will be retired using the prefix Servicing Record                           (SR) and Loan Identification Number (LIN).  If the claim was paid more than 1 year ago retire to FRC. 





(4)  Redesign of Loan Administration.  There are other areas of concern regarding 


storage and maintaining files in the ROs and RLCs.  We recognize these concerns and they are part of the project objectives of the Loan Administration Redesign Team. 
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Property Management (PM)





Active PM Files.  Are current working files of the properties that have not 


been sold.  These files will not be retired/destroyed.


Sold PM Files 





(Less than 2 years old).  These files will be retired along with the LH file.  If no LH file exists, then the file will be retired on its own.


(Over 2 years old).  Those files that have had no activity for 2 years or more and have not been consolidated with the LH or servicing file will be destroyed.  A search of the file will be conducted to ensure security documents have been removed and placed in a safekeeping file.  Each file will be reviewed to ensure no activity of any significance has occurred within the past 2 years.  If a case shows that there is activity, then the file will be retired.





The list below is provided as a reminder to ensure that all required documents have been removed and placed in Countrywide’s vendee loan file prior to retiring or destroying the PM file.


 


 Left Side – Top to Bottom


Copy of Promissory Note or Installment Contract


Copy of Mortgage or Deed of Trust


All available title policies


GI foreclosure title package/documents


Title Abstracts





 Right Side – Top to Bottom


Hazard Insurance Policy Binder or Declarations page


Flood Insurance Policy Binder or Declarations page


Copy of signed HUD 1 or equivalent Settlement Statement with signatures


Loan Analysis (including refunded loans and sales to former owners)


Original VA Form 26-6705,  Offer to Purchase and Contract of Sale


Initial Escrow Analysis


Original “as is” statement


Copy of VA Form 26-6705e, Notice of Lead Based Paint Hazard, if applicable, and copies of any lead-based paint inspection report, paint testing report, or clearance examination


VA Form 26-8513, Credit Disclosures


Signed Adjournment Agreements, if applicable


Liquidation Appraisal (analytical pages only, not the riders and reservations)


Calculation of sale price for re-sales to former owners
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All other PM files.  Other files not specifically mentioned above will be 


maintained on station.   This includes management and contractor performance files.





(5)  Boxing and Shipping Procedures.  Stations will initially pay for ordering boxes 


and shipping them.  After shipment, stations should notify Steve Varlas at Central Office so that funds can be transferred to reimburse station costs.





 (6)  Completion Date.  Field stations should complete this project within 180 days 


from the date of this circular.    





 Point of Contact:  Inquiries concerning this circular should be made to Steve 


Varlas.  He may be contacted at (202) 273-7404 or by e-mail.





5.  Rescission:  This circular is rescinded July 1, 2003.








									By Direction of the Under Secretary for Benefits














									Keith Pedigo, Director


									Loan Guaranty Service











Distribution:    CO:   RPC 2021


SS(26A1)       FLD:  VBAFS, 1 each, (Reproduce and distribute based on RPC 2021)
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																Exhibit A








SAMPLE FOLDER RETIREMENT SPREADSHEET
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