
SUBMITTAL TO THE BOARD OF SUPERVISORS
COUNTY OF RIVERSIDE, STATE OF CALIFORNIA

ITEM:3.8
(rD # 21131)

MEETING DATE:
Tuesday, May 02,2023

FROM : ASSESSOR-COUNTY-CLERK-RECORDER:

SUBJECT: ASSESSOR-COUNTY CLERK-RECORDER/RMAP: Approval of Revised
Departmental Records Retention Schedules, All Districts. [$0] (4/5th Vote Required)

RECOMMENDED MOTION: That the Board of Supervisors:

1. Approve the attached Revised Departmental Records Retention Schedule for Housing
and Workforce Solutions - Housing Authority; and

2. Approve the attached Revised Departmental Records Retention Schedule for Housing
and Workforce Solutions - Housing Authority Successor Agency.

ACTION:4/5 Vote Required, Policy

MINUTES OF THE BOARD OF SUPERVISORS

On motion of Supervisor Washington, seconded by Supervisor Gutierrez and duly carried
by unanimous vote, lT WAS ORDERED that the above matter is approved as recommended.

Ayes:
Nays:
Absent:
Date:
xc:

Jeffries, Spiegel, Washington , Perez and Gutierrez
None
None
May 2,2023
ACR

A. Rector
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FINANCIAL DATA Current Fiscal Year: Next Fiscal Year: Total Cost: Ongolng Cost

COST $0 $0 $o $0

NET COUNTY COST $0 $0 $0 $o

SOURCE OF FUNDS: I.IN
Budget Adjustment: No

For Fisca! Year: 202212023

SUBMITTAL TO THE BOARD OF SUPERVISORS COUNTY OF RIVERSIDE,
STATE OF CALIFORNIA

C.E.O. REGOMMENDATION: Approve

BACKGROUND:
Summarv
ln accordance with the provisions of Board Policy A-43, the Records Management and Archives
Program (RMAP) worked with appropriate departments to review the Records Retention
Schedules attached. Approval will authorize the disposal of certain records following mandatory
retention requirements, thereby enabling the County to reduce the cost of storage for obsolete
materials while ensuring that administrative, fiscal, legal, and other recordkeeping
responsibilities are met. Prior agenda references are noted on the appropriate cover page. Per
Government Code Section 26202, this item requires a 4/5 vote.

lmpact on Residents and Businesses

The citizens of Riverside County benefit from the efficiencies gained through the application of
generally accepted recordkeeping principles.

ATTACHMENTS:

1. DRRS Housing and Workforce Solutions Housing Authority
Supersedes DRRS Economic Development Agency - Housing Authority, adopted
October 20,2015, as Agenda ltem # 3.6

2. DRRS Housing and Workforce Solutions - Housing Authority Successor
Agency Supersedes DRRS Economic Development Agency - Housing Authority
Successor Agency, adopted October 20,2015, as Agenda ltem # 3.6
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County of Riverside, California
Departmental Records Retention Schedule
( DRRS_HWS-HA_2023_Rev02)

Enacled purcuqnt to Board of Supervisors, County of Riveride Resolution No. 201er-126, "Periaining to the Manegement, Reter*ion, Degtruc,tion or Disposition of
County Records,'end Board ofSupeNiso6, County ot Riverside Policy A{3: "County Records Managemenl and Archives Policy.'

lnquiries or comments regarding this schedule should be directed to:

County of Riverside
Records Management and Archives Program (RMAP)
2724 Galeway Drive
Riverside, CA 92507
951486-7067
(County Mail Stop 2625)

lntroduction

This Departmental Records Reiention Schedule (ORRS) for the Housing Workforce Solutions, Housing Authority (HWS-HA) Department is adopted as per the
r€commendations of Board Pollry A43 and supersedes the DRRS adopted October 20, 201 5 as agenda hem #3.6.

This schedule is wrilten with general titles and descriplion6 rather than identirying specific individual documents or forms. A record wilh content end function that is
subslantially the same asan item descdbed in this schedulo should be conaidered covered bythatse es. This relention schedule indicrtes the length of time that
listed records, rcgardless of media or formal, must be retained by the departmenl before disposition may b€ implemenled. These retention requirementa are
rccommended in order lo reduce the costs for the stoEge and maintenance of records while enruring thal administrative, fiscal, l€al and other recordkeeping
responsibilities arc mel.

Records, including copies held for convenience or reference, must be disposed of as directed herein at the close of the official retention period. A tull justilication
for any rcquest to extend the retenlion period tor a particular group of records must b6 submilted in writing to the Records Management and Archives Program
(RMAP) as stated by Board Policy 4.43, Seclion D.5.

lf a federal or slate statute or regulation specifies a longer retenlion period for any records sedes rcceived, created, or meintained by the depadment, the statute or
regulation overdde this schedule and the departmenl must amend its re@rds retention schedule as soon as precticable. ln eddilion, a reco.d may not be de6troyed
if notice of litigation, audit, public records request, etc. is received pdor to the expiration of the retedtion period. For records held for audit purpose6, the Audilor
Controlle/s Office, or appropriate auditing authority, will notiry fte departmenl once lhe audit is complete. ln the event a iawful claim or e lawsuit is made again6t
the counly of RiveBid€, lhe department will 6uspend destruction of the subject records until all issues of lhe matter aae resolved. Further, if the depart nent is notified
by County Counselor Human Resources to put documents on hold duo to aclaim or other legal proceeding, the department willsuspend any records deskuclion of
the idenlified documents. (Board Policy A.43 S D.9)

The depaftment will mainlain the requested records until the clo6e of liligation or proc€€dings plus an addilional ten (10) yeaB. The depa menl is rcsponsible for
ascenaining the coarect dale ofclosue in ord6rto esiablish this ten (10) year retention pedod. Futhermore,lhe department is re€ponsible for e6lablishing appopriate
procedures lo ensure thet records are retained lor the pedod of tirne mandated end lhei the r€cords remain acceEsible as required 
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Explanation of Fields

RecoJd Sedes Codas: The Record Series Code is assigned by RMAP. The code is elphanurneric end uniquoly idenlifies tho R€cord Series Title regardless of lhe
schedule il occupies enabling the Record SerieB to be tracked wilhin lhe mester index system.

Record Serles Tftle: The Record Series Title identilies a group of similar Ecords generally produced or utilized for similar business needs allowing them to be
evalualed as a group fol retention scheduling purposes.

Record Serles Description: A description of th€ Recod Serie6 Tille that includes examples, not en exheustive list, of lhe record types lound within the group.

OfficialRecods: The agency or depanment responsible for lhe county's ofiicialGcord.

Olflclal Record Retention: The length oftime thal the officialrecord must be kept based uponthe legelminimum roquirement as wgllas any operationalor buainess
need. Allother copies must be disposed ofat the end ofthe re,tention period. For example, deperlrn€ntal copies held for convenience or ref€rencs must be destroyed
atthe close oflhe rctention period orwhen no longer needed to suppod normalbusiness operalionE, whichever i6 earlier.

Citation / Rationale: Th€ legalcitation or operalional/business reason ror retaining lhe officialrecord for the period specifed.

Final Dbposiuon: The recommended final status or erangemenl for lhe official record, usually disposed of by confidential shredding or transfer to the Courty of
Riverside Archives as detormined through best practice.

Explanation of Codes

CCR = California Code of Regulations

CL = Closed, which will also mean after final resolution (as in an inquiry or
litigation) after expiration (as in a contract) after final payment, upon completion
of participation in a program, etc. A record is considered "closed' when no
further action is pending or required.
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COUNTY OF RIVERSIDE RECORDS RETENTION SCHEDULE
Oepartment / Agency: ltbGiqgal'U6rr'hfue$Lfurls Schedde Tlpe: Deparlmental Records Relention Schedde (DRRS)

Authority Schedule #:

DRRS_HA_2023_Rev02

With full consideration given
regulatory requirements and

Department Head:

to the of the historlc records of the County, the undersigned hereby certifies that this retention schedule conforms to the legal and
practices known at this time.

q Date: 7
Canie , Assislant Dirsctor of Econonic D€vslopment and

Record Serles

Code Tlile Description

Copy of
Record

Offfclal
Record

Retentlon

Gltatlon /
Ratlonale

Flnal
Dlsposl(lon

HWS.
HAlOO

l-locirB Choice
Voucher Program -
Seclion 8

Records reflecting the initial eligitility, continued eligitility and terminaticn for the Sectbn 8
Housirg Choice Voucher Programs. Record series includes lD, Social Security cards, birth
certificates, questbnaires, income and asset docurnents, relocation documents,
conespondence, rent notices, owner contracts, leases, termination rotices,hearirp packets
and evidence to support

Housing Adhority cL+3 24 CFR
e82.158(0(1-8)

Shred/Delele

HWS-
HA2OO

Program Files Records reflecting the initial eligibility, continued elgibility and terminatbn for HousirE
Adhority Programs unrelated to Section 8. Record series includes lD, social security cards,
binh certificates, questionaires, income and asset documents, qualification documents with
certifications, conespondence, rent notices, termination notices, hearing packets and
evidence to supporl.

Horcirg Autrorty CL +5 2 cFR 200.334;
24 CFR 91.520;
24 CFR 92.508
(cX1{);24 CFR
s70,so2 (a)(16):
24 CFR 574.
530; 24 CFR
960.20s
(0(3); 24 cPn
964

Shred/Delete

HWS-
HA30O

Prolect Files Records documenting compliance with the US Department of HousirB and Urban
Devebpment (HUD) procurement handbook and the Califomia Public Contracl Code and
best practices. Record Series includes biJ documents, licenses, insurance documentation,
contracts, transmittals, HUD forms, change orders, repofts, notices and certificates.

HousirB Adhority Arrdit + 4 2 CFR 200.334
24 CFR 570.502
(aX16); 24 CFR
574.530

Shred Delete

FORM APPROVED COUNTY COUNSEL

By '-T / CriPR1s....
MICHAEL C THOMAS DATE
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County of Riverside, Galifornia
Departmental Records Retention Schedule
( DRRS_HASA_2023_Rev02)

Enacted pu6uant lo B(Erd of SupeMsors, Count of Riverside Resolution No. 201e126, 'Pertaining to lhe Management, Retention, Deslruction or Disposition ot
County Records,' and Board of SupeNiso6, County of RiveBide Policy A.43: "Coung Records ManagenEnt and Aachaves Policl.'

lnquiries or comments regarding this schedule should be directed to:

County of Riverside
Records Management and Archives Program (RMAP)
2724 Galeway Drive
Riverside, CA 92507
951-486-7067
(County Mail Stop 2625)

lntroduction

This Departmental R€cords Retention Schedule (ORRS) for the Economic Develop Agency, Housing Aulhodty Successor Agency (EDA-HASA) Oeparlment is
adopted as per the recommendations of Board Policy A.13 and 6upe6edes lhe DRRS adopted October 20, 2015 as egenda item #i,.6.

This schedule is written with general titl€s and descdption6 rather than identirying specific individual d@umenls or foms. A recod wilh content and function lhat is
substantially the sanE as an item describ€d in this schedule should be considered cover6d by that sori€s. Thb retention schedub indicates the length of time that
listed rccords, regardless of media or formal, musl be retained by th€ depadmeit before dispo6ition may be implemented. These re,tention requirements are
ecommended in order lo reduce the costs for the sto€ge and meintenance of r€cods while ensuring that administrative, fsc€|, legal and other recordkeeping
responsibilities arc mel.

Records, including copies held for convenience or reference, must be disposed of as directed herein at the clo€e of the oflicial retention pedod. A full justification
Ior any r€qu€st to extend lhe relention period tor a particular group of records mu8t be submitted in writing to the Records Mansgernent and Archives Program
(Rli4AP) as stated by Board Policy 4.43, Section D.5.

lf a federal or state statute or rcguldtion specifies a longer retenlion pe od for any records series r€ceived, created, or maintained by the depadment, lhe statule or
regulation o,,/erdde this schedule and the department must amend its rccords etention schodule as soon as practicable. ln addition, a record may not be destoyed
if notice of litigation, audit, public records request, etc. is received prior to the expiration of the r€tgnlion period. For recods held for audit purposes, the Auditor
Controlle/s Ofiice, or apprcpriate auditing authodty, will notiry $e departrnent once the audit b compl6t€. ln the event a la$rful claim or a lawsuit is made against
the county of Rive6ide, lhe department will suspend d€struction ofthe subjecl aecords untilallissues of th€ matter are re6ofued. Fudher, if the deparfnent is notified
by Counly Counsel or Human Resources to put documenb on hold due to a claim or other legal proceeding, the depadment will suspend any records destruclion of
the identified documents. (Board Policy A.43 S D.9)

The depadment will maintain th€ requested records until lhe close of litigation or proceedings plus an additional ten (10) yeaE. The depe ment is rosponsible for
ascertaining the conect date of closu16 in orderto establish this ten (10) year rteniion pedod. Fudhemore, the depafmerf is responsible foaestablishing oppropriate
procedures to ensure that records are relained for the pedod of tirno mandated and that the records remain accessible as required 
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Explanation of Fields

Record Seri6 Cod6: The Record SerieB Code is assigned by RMAP. The code is alphanumeric and unhuely identifies the Record Series Title regardless of the
schedule it occupies enabling the Record Sedes to be tracked within the master index system.

R€cord S€ri.a Title: The Record Sedes Title identifies a group of similar rocords g€nerally produced or utilized for simihr business needs allowing them to be
evaluated as a group for retention Echeduling purpoGes.

Rocord S€ries D.acription: A description ofthe Record Sedes Title th6t includes examples, notan oxhaustive list, ofthe record types found rvithin the group.

Otflcial Recods: The agency or depertment Bsponsible for the cour{y's official rccod.

Otlicial R€cord Retention: The lenglh of time that the official rccord must be kepl based upon the legal minimum rgquirement as well es any operational or business
need. All other copi€s must be disposed of at the end of the retention period. For exampl€, departmentalcopi€5 held for convenience or reference musl be destoyed
et the close of lhe retenlion pedod or when no longer needed to support normal business op€ration3, whichever is earlier.

Cltrtion I Ratlonale: The legal citation or operationeubuainess Bason for retaining the official record for the period specmed.

Final Oisposition: The recommended final status or arangement ior the ofiicial record, usually dispceed of by conlidential shredding or transfer to the County of
Rive6ide Archive8 as determined thaough besl practice-

Explanation of Codes

Best Practice = Best Practice determined through business and government
agency benchmarks.

CCP = California Code of Civil Procedure

CFR = Code of Federal Regulations

CL = Closed, which will also mean after final resolution (as in an inquiry or
litigation) after expiration (as in a contract) after final payment, upon completion
of participation in a program, etc. A record is considered 'closed'when no
further action is pending or required.

GOV = California Government Code

HASA = Housing Authorig of the County of Riverside as Housing Successor
to the former Redevelopment Agency for the County of Riverside (RivCoHASA)
and/or Housing Successor Agency to the former Coachella Redevelopment
Agency (CoachellaHASA).

HOME = Home lnvestment Partnership Program

HSC = California Health and Safety Code

MHTL = Mobile Home Tenant Loan

MHRP = Manufactured Home Replacement Program

RDA = Redevelopment Agency
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COUNTY OF RIVERSIDE FECORDS RETENTION SCHEDULE

D€partmont / Agency: Houslng and Workforca Sohtbn Schedule Type: Departnental Records Rotentlon Scfiedule (DRRS)

DMsion: FliabipA&lbfity $rccoc€or &sEV Schedule l*
DRRS_HASA_2023_Red2

Secfion: All

requirements and best business pracffces known al this time.

Deparbnent Head: Date: 9/pzh-z(l
Record Serlcs

Code Title Dercription

Gopy ol
Record

Oliclrl Rrcord
Rclcntlon

Cltadon /
Reuonalc

Flnal Dlepooltion

I-tWS.
HASA1OO

payments acquisition
- Permanent proJec{s.

HASA cL+7 24 CFR
92.508(c)(2): Best
Prac'0ce

Shred / Delete

HW9
HASA1SO

or the
HOME, and RDA Prcgnam. Records serles may

applicatlons, conespondence, md reports.

HASA CL+5 GOV26202;
Best Praclico

Shred / Delete

HWS.
HASA2OO

and
wl0r 45 year wlth 45 year afiordabillty periods. Records series may

pedod admlnlstratbn files, allocation files Requet for
appllcant pmjec{ frla. Joe Serna Fund appllcatlon

HASA CL+50 GOV 6558ir.'l
(cX2XAXr):
B€st Pracuco

Shred / Delete

HWS.
HASA250

- Project
with 45 year afuatlility perlods. Records series may

administration files, allocatlon fles Request br

HASA cL+10 CCP 337; CCP
337.2i
Best Practice

Shred / Odete

HW$.
HASA3OO

supporling lhe down payment

Of afiodablllty and rehab programs wlth 10 ycar afiordaUliV pcriod.
Serles may incfude admlnlstraton ffles, funding allocation

iles, Request for Quallfica0onE, and hornebuyer
and legal (orlglnal reco.dod documents) ltles.

HASA CL + '15 24 CFR
s2.508(cX2)
Best Practce

Shred / Delete

Ffws-
HASA35O

Program - supportng peyrnent
and rehab prograns with 15 year afiodaHllty perlod.

Serles may irrcfude administsation files. furding allocatbn
applicaton llles, Reguest fur Quallfrcatlon. and homehrycr pmjcd

and legal (ofulnal recod€d documents) files.

1Syr affordabllity
HASA 61_ + 20 24 CFR 92.508

(cX2): Best
Practc€

Shred / Ddete

FORM APPROVED COUNTY COUNSEL

BY
1of 3

applicant project file, Joe Sema Fund appllcatlon

- /aAPR 43==
TieHnel c THoMAS DATE



Record Serles

Code I'itle Ilercrlption

Copy of
Record

Offfclal Record
R6tentlon

Citstion,
RaUonale

Final Dlrpocltlon

HWS-
HASA4OO

Homeourners Program -
20yr affordablllty

lnecorUs supporting the adminisbation of the down payment

lasslstance and rehab programs witr 20 year afbrdablllty perbd.

lnecorO Series may include adminisbation files, funding allocatbn
lapplication files, Request br Qualification, and homebuyer pojec{

lfites and legal (original recorded documents) files.
I
I

HASA CL+25 24 CFR 92508
(cX2); eOv
65583.1
(cX2XAXll);
Best Practice

Shred / Delete

HWS-
HASA,t50

Homeowners Program -
30yr affordability

lRecords supporting the adminisb'afion of the down payment

lasslstanc€ and rahab programs wlth 20 year affordabiliV period.

InecorO Series may indude adminisfalion files, funding allocation

lapplication files, Request for Qualification, and homebuyer project

lfiles and legal (original recordod documents) fil€s.

I
I

HASA CL+35 24 CFR 92508
(cX2);
HSC 33334.13 (c)

;Best Practice

Shred / Delete

HWS.
HASASOO

Homeowners Program -
45yr affrcrdability

lRecords supporting the adminisbation ol tre down pay{nent

lassistance and rehab prDgr-ams with 45 year afbrdability period.

lRecord Series may indude adminisbation liles, funding alocation

lapplication files, Rcquest br Qualification, and homebuyer prqect
lffles and legal (orignal recorded documents) flles.

I
I

HASA cL+50 24 CFR 92508
(cX2);
HSC 33334.13
(fXl)(B):Best
Pracdce

Shrcd / Delete

HWS-
HASA5SO

Homeowners Program -
55yr afturdability

lRecords supportlng the admlnlstration of he down payrnent

lassistanoe and rehab programs with 55 year affordabillty perbd.

lRecord Series may include adminishation files, funding allocaton

lapplicaton frles. Request for Qualification, and homebuyer prcJect

lffles and legal (original recorded doanmenb) files.

I

I

HASA CL+60 24 CFR 92508
(cX2);
HSC 50843.5
(d(1XA));Best
Practice

Shred / Ddete

HWs-
HASA6OO

Homeorrners Program no
afbrdability

lRecords supporting the admlnistrafion of the dorn payment

las-sistance and rehab prognams without an afiordaHlity period.

lRecord Series may include adminishaton files, fundlng allocaton

lapplicatior files, Request br Qualification, and homebuyer pqFct
lliles legal (original recorded documents) files.

I

HASA cL+20 GOV 26202:
Best Practice

Shred / Delete

}-rwS-
HASA65O

Monitoring Programs lRecords

lassisteo

supporting the t6ant income for eligible HOME/RDA
units.

HASA Last Arrdit + 7 24 CFR 92508
(cX2): Best

Shrgd i D€l€te

HWS-
HASATOO

Mortgage Crcdit Certifi cat
Program - Project Files

lRecords supotting the adminisFation oI the Morlgage Credit

lCertiffcate Program. Record series may include administratlon

lfile, funding allocation applications, Request br Quallffcations,

lhomebuyer projeci files and original certificate.

I

HASA Allocation + 30 GOV 26202: Best
PracUce

Shred / Delete

HWS.
HASAT5O

Release/ Recnveyance -
Projecl File6

lRecords supporting he administration of subordinations, short

lsales, deed in lieu, furedosures, and payoff. Record series may

Ell1flIistralion ffls, homebuyer projecl files and orisinal

HASA Final payment +
7

CIOV 26202: Best
Pracdce

Shred / Delete
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Record Series

Gode Title Descrlpdon

Copy of
Record

Officlal Record
Rctenffon

Cttatlon /
Rationale

Flnel DlEpo3ltlon

HWs-
HASA8OO

Special Programs - P{rojec{
Files

lRecords supporting the administration of spedalty program wilhou

latrordablllty restrlctons. Recod series may indude adminisFation

lfrile, Request for Qualifications, homeowner files. and original

lrecorded dodments frcr one-time grant programs for enrergency

lhouslng, rsntal and rehab assistance.

I
I

HASA cL+10 @V26202: Best
Practice

Shred / Delete
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