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SPECIAL FOLDER RETIREMENT AND RECORDS MAINTENANCE PROJECT



	1.  PURPOSE.  This circular sets forth policies and procedures concerning Property Management’s record maintenance and final folder retirement project.  



	2.  BACKGROUND.  The outsourcing of Property Management and limited space at stations require that records and folders that would typically remain on station be retired or destroyed in accordance with RCS VB-1.  If a record is maintained in Property Management Local Area Network (PLAN) or other VBA systems the paper record is considered a duplicate and may be destroyed.  Active files will be shipped to Ocwen Federal Bank FSB.  The Station will pay for shipment of both, retired and active files and have the Finance Division request reimbursement from VA Central Office.  



	3.  PROCEDURES - FILES



	a.  Sold Files



	(1)  Stations will not be working from a list generated by the Austin Automation Center.  Each station will use a spreadsheet (exhibit A) to record the folders they intend to retire.  Stations should pull all sold folders and annotate the fields on the spreadsheet.  The disposition authority is RCS VB-1, item No. 12-100.121.



	(2)  The folder shipment will be coordinated with the local Support Services Division.  The Support Services Division will notify the Lee’s Summit Federal Records Center of the number of boxes to be shipped.  Lee’s Summit will then provide accession numbers and Support Services will ship the files.  



	(3)  Once the folders are boxed and the accession numbers received, Loan Guaranty personnel should complete the spreadsheet.  The spreadsheet should be e-mailed to Steve Varlas in VACO Loan Guaranty Service at lgysvarl@vba.va.gov (202-273-7404), who will integrate the data into the appropriate system to reflect the status of the loan folders.
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	b.  Active Files.  Active files are current working files of unsold properties.  These files will be shipped via Federal Express to Ocwen Federal Bank FSB when the transition for each RLC begins.  The address is: 



				Ocwen Federal Bank FSB

			12650 Ingenuity Drive

			Orlando, FL  32826

			ATTN:  Mike Moreland



	4.  PROCEDURES- RECORDS



	a.  For the purpose of this circular records are any medium by which information regarding the organization, functions, policies, decisions, procedures and essential transaction have been maintained.  Some examples are report files, correspondence binders, etc.  



	b.  A list of all retired records for each box must be completed (exhibit B).  The list will be e-mailed to VAVBAWAS/CO/PM and a copy will be placed in the front of each box to identify the contents.  



	(1)  Management Broker files.  Management Brokers files contain applications for employment, letters of recommendation, character, credit, panel review, financial reports, letters of designation or rejection as fee-basis employee, record of performance, record of termination of services, correspondence, and similar records.  These files will be retired under RCS 

VB-1, item No. 12-173.100.



	(2)  Consolidated Invoices.  Records will be retired under RCS VB-1, item No. 12-173.500.



	(3)  Report files, correspondence files, administrative files etc.  Paper records that are stored by other VBA entities are included in this category.  Example:  recurring reports are maintained by higher echelon and will be destroyed by that office according to the RCS VB-1 authority.  You may dispose of unneeded records.  All documents of a sensitive nature that are destroyed must be shredded.  



	(4)  Legal documents.  Guidance in reference to legal instruments, vendee loan sale files, etc., stations should contact Loan Management.
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	(5)  Other records.  If stations have Property Management records such as fund control records or budget estimate folders in the Office of the Chief, the station should follow disposition authority in RCS VB-1.  



	5.  COMPLETION DATE.  Field stations should complete this project by March 1, 2004.    



	6.  POINT OF CONTACT.  Inquiries concerning this circular should be made to Valerie McDougle.  She may be contacted at (202) 273-7350 or by e-mail lgyvmcdo2@vba.va.gov.



	7.  RESCISSION:  This circular is rescinded July 1, 2004.





					By Direction of the Under Secretary for Benefits









							Keith Pedigo, Director

							Loan Guaranty Service



Distribution: CO: RPC 2025

SS(26A1) FLD:  VBAFS, 1 each (Reproduce and distribute based on RPC 2025)
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 �Station                 								Exhibit A



SAMPLE FOLDER RETIREMENT SPREADSHEET



OJ�OO�Type�Loan Number�Box#�Accession#�FRC#�FRC Name��XX�XX�X�XXXXXXX�XXX���Lee’s Summit���������Lee’s Summit���������Lee’s Summit���������Lee’s Summit���������Lee’s Summit���������Lee’s Summit���������Lee’s Summit���������Lee’s Summit���������Lee’s Summit���������Lee’s Summit���������Lee’s Summit���������Lee’s Summit���������Lee’s Summit���������Lee’s Summit���������Lee’s Summit���������Lee’s Summit���������Lee’s Summit���������Lee’s Summit���������Lee’s Summit���������Lee’s Summit���������Lee’s Summit���������Lee’s Summit���������Lee’s Summit���������Lee’s Summit���������Lee’s Summit���������Lee’s Summit���������Lee’s Summit���������Lee’s Summit���������Lee’s Summit���������Lee’s Summit���������Lee’s Summit���������Lee’s Summit���������Lee’s Summit���������Lee’s Summit���������Lee’s Summit���������Lee’s Summit��4
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Station                 								Exhibit B

��

Packing List Record Retirement



Item�Comment��Ex. Delegation of Authority �1999-2003��������������������������������������������������������������������������������������������������
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