Appendix 2

                          Suggested Format

MEMORANDUM FOR:  Vital Records Reporting Organizations

                   (See List of Addressees Attached)

FROM:  Assistant Secretary for Administration (or) Regional

       Administrator (strike one)

SUBJECT:  Annual Report on Vital Records

     The purpose of this memo is to initiate this year's annual

review and updating of the Department's Vital Records.  (Detailed

information is contained in HUD Handbook 2227.1, Vital Records

Program.)

     Each year, each Vital Records Reporting Organization (see

addressees) is to review and update its Vital Records.  Each Vital

Records Reporting Organization is to name a Vital Records Liaison

Officer to coordinate for subordinate units within its organization

the tasks of:

1.   Reviewing last year's listing of Vital Records and deleting from

     or adding to that list as appropriate.

2.   Gathering copies of each of the records added to the list.

3.   Preparing the records for shipment to storage center(s).

4.   Mailing (by regular mail) the records to storage center(s).

5.   Assuring the periodic mailing of those records which need to be

     updated more frequently than annually.

6.   Maintaining a proper correspondence file regarding this liaison

     assignment, including copies of the transmittal records.

7.   Maintaining proper liaison with the staff responsible for the

     Vital Records Program.  (In Headquarters, the Emergency

     Preparedness Staff.) (In the Region, the Regional Emergency

     Coordinator.)

     (strike one)

     To assist your liaison person in accomplishing this year's

update of your Vital Records we have attached the following:

1.   Lists of Vital Records as provided to us last year by your

     organization.  In most cases the lists reflect the Vital Records

     for your separate subordinate units.
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2.   Draft of a suggested memo from you to your subordinate

     organizations to obtain their recommendations (list) of Vital

     Records and assistance in accomplishing the other tasks

     enumerated above.

3.   Copies of the blank form, "Annual Report on Vital Records."
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MEMORANDUM FOR:  (Subordinate Offices to the VRRO)

FROM:  Vital Records Reporting Organization Head (VRROH)

SUBJECT:  Annual Report on Vital Records (Include due date)

     The attached memo from the Assistant Secretary for

Administration (or Regional Administrator) (strike one) regarding the

Vital Records project is self-explanatory.  I have named __________,

room ______, extension ____________, as the Vital Records Liaison

Officer (VRLO) for this organization.  Please give to this VRLO the

name and telephone number of a contact person who will provide

liaison assistance from your organization in accomplishing the seven

tasks enumerated in the referenced memo.

     Knowledgeable program people with an understanding of the

concept of Vital Records (refer to the attached memo, or for more

detailed information to HUD's Handbook 2227.1, Vital Records Program)

should make their recommendations as to which records are to be

classified as Vital Records.  Your recommendations are to be

submitted to this office on the attached form entitled "Annual Report

on Vital Records."  I or my designee will, as the responsible Vital

Records approving official, formally submit the list to the

(Director, HUD's Emergency Preparedness Staff, as requested by the

Assistant Secretary for Administration) or (Regional Emergency

Coordinator, as requested by the Regional Administrator) (strike

one).

     Instructions for Preparing the Annual Report on Vital Records

Please review the attached listing of Vital Records as submitted last

year and delete or add to as appropriate.

1.   Deletions should be indicated by drawing a line through, but not

     obliterating, the number and name of the record, and by writing

     "delete" on or adjacent to the name of the document.  Delete

     only those records that you desire the storage center(s) to

     dispose of.

2.   Submit your updated Annual Report on Vital Records forms to the

     liaison person for my organization by the due date (see subject

     line) and have the contact person for your organization assist

     my liaison person in the timely completion of the other tasks

     assigned.

                               Page 1

_____________________________________________________________________

