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

ITEM:3.11
(lD # 23031)

MEETING DATE:
Tuesday, October 17, 2023

FROM : ASSESSOR-COUNTY-CLERK-RECORDER:

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

RECOMMENDED MOTION: That the Board of Supervisors

1. Approve the attached Departmental Records Retention Schedule for the Office of
County Counsel.

ACTION:4/5 Vote Required, Policy

MINUTES OF THE BOARD OF SUPERVISORS

On motion of Supervisor Perez, seconded by Supervisor Spiegel 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, Petez and Gutierrez
None
Nose
October 17,2023
Assessor

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

C.E.O. RECOMMENDATION: 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
general ly accepted record keepi ng pri nci ples.

ATTAGHMENTS:
DRRS County Counsel- DRRS_CoCo_2023_Rev04 - Supersedes

DRRS_CoCo_2O21_Rev03 adopted September 28,2021, as Agenda #3.4

FINANCIAL DATA Current Fiscal Year: Next Fiscal Year: Total Cost: Ongoing Cost

COST $0 $0 $0 $o

NET COUNTY COST $0 $0 $o $o

SOURCE OF FUNDS: ttn Budget Adjustment: No

For Fiscal Year: 202312024
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County of Riverside, California
Departmental Records Retention Schedule
( DRRS_COCO_2023_Rev04)

Enacted pursuant to Board of SupeMsors, County ot Riverside Resolution No. 201&126, 'Pertaining to the Management, Retention, Dsstruction or Disposition ot
County Records," and Board of Supervisors, County of Riverside Policy A{3: 'County Records Man€gement 6nd Archives Policy.'

lnquiries or comments regarding this schedule should be directed to:

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

lntroduction

This Departmental Recods Relention Schedule (DRRS) for the County Counsel Depa(ment (COCO) is adopted as perthe recommendations of Board Policy A-43
and superaedes lhe DRRS adopted Sept€mber 28, 2021 as Agenda lt6m r,3.4.

This schedule is written with general titles and descdptions rather than identifying specific individual documenti or foma. A record with conlent and function thet is
substanlially lhe same as 6n item d*cribed in lhis 6chedule should b6 considered covered by that seri€s. This retention Echedule indicates the length of tim6 lhat
lisled records, regadless of m€dia or format, must be retained by the department before disposilion may be implemented. These retention r6quirements are
r€commended in order to Gduco the corls ior lhe stoEge and maintenance of rccords while ensuring lhat adminislrative, fiscal. legal and oth6r recordke€ping
responsibilitie8 are met.

Records, including copies held for convenience or reference, musl be dispored of as direcled herein at th6 close of lhe offcial relention period. A full jBtification
for any request to exlend the retention period for a particular group of records must be submitted in writing to the Record6 Management and Archives Program
(RMAP) as staled by Board Policy A-43, Section D.5.

lf a federal or stale stalute or regulation specifies a longer retantion period foa any recods sed€s recerved, cEated. or maintained by the department, the slatute or
regulationolenide this schedule and the depa menl must amend its records retention sch€dule as soon as practicable. ln addition, a record may nol be destroyed
if notice of litigation. audit, public reco.ds requesl, etc. is rec€ived p.ior to the expiration of lhe retenlion peflod. For records held for audit purposes, the Auditor
Controlefs Office. or appropriate auditing authority. rvill notiry the department once the eudit is complerte. ln the event a lawful cleim or a hwsuit is made ag€inst
the county of Riverside, the departmenl will suspend d*truction of the subject rccords unlilall bsues of the matter are resolved. Further, if lhe deparlment is notitied
by County Counselor Human R$ources to put documenb on hold due to a claim or other l€ga'prcceeding, the department willsuspond any reaords destruction of
the identified documents. (Board Policy A43 S O.9)

The depadment will maintain the requested records until the cloBe of litigation or proce€dings plus an additional ten (10) y6ars. The depa ment is responsible for
ascertaining the correcl date of closure in order to establish this ten (10) year retention period. Furthermore, the depadment is responsible ror establishing appropriate
procedures lo ensure that records are rctained for the period of time mandated and thal lhe aecords remain accessible a6 required. 
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Explanation of Fields

Record Seriea Codes: The Record Series Code is assigned by RMAP. The 6ode is alphanumeric and uniquely identifies the Record Series Tille regardless of the
schedule it occupies enabling lhe Record Sedes lo be tracked within the master index system.

Record Serles Tltle: The Record Series Title identifies a group of similar records generally produced or dilized Ior similar business needs allowing them to be
evalueted as a group for rctention 6ch6duling purposes.

Record Seri€s Oe3c.iption: A doscription of the Record Sedes Title thal includes examples, not an exhaustive list, of the record types found within the group.

Otficial Records: The agency ordepartment responsible forlhe county's officialrecord.

Official Record Retention: The length of time that the offcial record must be kept based upon the legel minimum rcquirement as well as any operational or business
need. Allothercopies must be disposed ofatthe end ofthe aetention period. For example, departmentalcopies held for convenience or rcference musl be de6troyed
at the clGe of the r€tention period or when no longer needed to 6upport nomalbu6iness operations, whichever i6 eadier.

Cltatlon / Ratlonale: The legal citation or opeEtionaubusiness reason for ret€ining the official r€cord for lhe pe.iod specified.

Final Disposition: The recommended final status or arengement for the official recod, usually disposed of by confdential ahredding or transier to th6 County of
Rive6ide Archives as detemined lhmugh besl pEctice.

Explanation of Codes

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

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.

GC - California Government Code

P - Permanent
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COUNTY OF RIVERSIDE RECORDS RETENTION SCHEDULE
Department / Agency: County Counsel Schedule Ty?e: Departmental Records Retention Schedule (DRRS)

Division: All

DRRS_COCO 2023_Rev04
Schedule #:

Section: All

at thisand regulatory requirements and best

Department Head: #,/zs
co

Date:

l_--" = 
Record series

TifleCode Description

Copy of
Record

Official
Record

Retention

Citation /
Rationale

Final
Disposition

coco-
coco150

Bail Bond Transaction
Files

Records of bail summary judgments. May include order for
summary judgment, receipt of payment and proof of transfer of
funds to the court.

County
Counsel

CL+5 GC26202;
Best Practice

Shred /
Delete

coco-
coco300

Case Files, Child
Welfare

Case files representing the Department of Public Social Services,
specifically those involving cases of the natural parents of minors
scheduled to be removed from the home. May include documents
filed in the superior court and attorney notes.

County
Counsel

P Best Practice
US
s.3103(20022);
CA AB-218;
Pending CA AB.
452(2An-
20241

Dept.

COCO.
coco350

Case Files, Child
Welfare Appeals

Case files representing the Department of Public Social Services,
specifically those involving the appellate cases oi the natural
parents of minors scheduled to be removed from the home. May
include documents filed in the appellate court and attorney notes.

County
Counsel

P Best Practice
US
s.3103(20022);
CA A8.218;
Pending CA AB-
452 (2023-
2024)

Dept.

COCO.
coco375

Case Files, Litigation Records related to County action in civil and criminal cases (either
for or against the County) or actions involving property such as
eminent domain. May include briefs, court proceedings, pleadings,
investigative materials, petitions, notices, orders, transcripts, and
attorney notes.

County
Counsel

cL+10 GC26202 Shred i
Delete

FORM APPROVED COUNTY COUNSEL
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Record Series

Code Title Description

Gopy of
Record

Officlal
Record

Retention

Citation /
Rationale

Final
Disposition

coco-
coco400

Case Files, Probate
and Conservatorship

Case files representing Department of Mental Health or the
Division of Public Guardian in probate or conservatorship matters.
May lnclude petitions filed pursuant to the Wetfare & lnstitutions
Code $$ 5327, 5350 or 5361. May also include the accounting of
use of conservatee's funds, correspondence, court orders, doctor's
declaration, ex partes, letters of conservatorship, dismissals, and
reappointments.

County
Counsel

CL+2 GC26202 Shred /
Delete

coco-
coco4s0

Conservatorship Writ
and Riese Hearing
Documents

Documents filed by a conservatee to terminate conservatorship
and by the Department of Mental Health or the Division of Public
Guardian relating to capacity hearing for the administration of
antipsychotic medications. County Counsel does not mainlain case
files, only the documents.

County
Counsel

CL+2 GC26202 Shred /
Delete

coco-
coco550

Law Enforcement
Writs and Motions

Records related to writs or motions filed by a defendant or by the
Sheriffs Department. Files may include Pitchess motions, writs
related to jail conditions or weapons to be destroyed.

County
Counsel

CL+ 2 GC26202 Shred /
Delete

coco-
coco600

LegalOpinions Formal opinions written by County Counsel advising the Board of
Supervisors or County staff concerning the legality or legal
consequences of various courses of action and to present the
basis and rationale for legal recommendations.

County
Counsel

P Best Practice Dept.

coco-
coco700

Ordinance Log The log recording each County ordinance by number and any
amendments issued.

County
Counsel

P Best Practice Dept.

coco -
coco700

Ordinance Log The log recording each County ordinance by number and any
amendments issued.

County
Counsel

P Best Practice Dept.
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