
SUBMITTAL TO THE BOARD OF SUPERVISORS

COUNTY OF RIVERSIDE, STATE OF CALIFORNIA

ITEM: 3.'19
(D # 26851)

MEETING DATE:
Tuesday, January '14, 2025

FROM: ASSESSOR-CoUNTY-CLERK-RECoRDER

SUBJECT: ASSESSOR-COUNTY CLERK-RECORDER i RMAP: Approval of Revised

Depaimental Records Retention Schedule for Housing & Workforce Solutions - Housing

Authority (HWS-HA), All Districts. [$0] (4/5th Vote Required)

RECOMMENDED MOTION: That the Board of Supervisors:
'1 . Approve the attached Departmental Records Retention Schedule for Housing &

Worldorce Solutions - Housing Authority (HWS-HA)

Ayes:
Naysl
Absent:
Date:
xci

Medina, Spieget, Washington, Perez and Gutierrez
None
None
January 14,2025
ACR, HWS-HA

Kimberly A. Rector
Board
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Clerk of th

3.19

ACTION:4/5 Vote Required, Policy

MINUTES OF THE BOARD OF SUPERVISORS

On motion of Supervisor Spiegel, seconded by Supervisor Gutierrez and duly carried by

unanimous vote, lT WAS ORDERED that the above matter is approved as recommended.



SUBMITTAL TO THE BOARD OF SUPERVISORS COUNTY OF RIVERSIDE,

STATE OF GALIFORNIA

FINANCIAL DATA Current FiscelYear: Next Flscal Year: Ongoing Cost

cosT $0 $o $0 $0

NET COUNTY COST $0 $0 $0 $0

Budget Adjustment: No

For Fiscal Year: 202412025

C.E.O. RECOMMENDATION: Approve

ATTACHMENTS:
DRRS-HWS-HA-2024-ReV03 - Supersedes DRRS-HWS-HA-2023-Rev02 adopted May

2,2023, Agenda item #3.8.

ma

ron
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Totalcost:

SOURCE OF FUNDS: N/A

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

Schedule 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.



County of Riverside, California
Departmental Records Retention
Sched u le (DRRS_HWS-HA_2024_Rev03)

Enacted pursuant to Board of Supervisors, County of Riverside Resolution No. 2016-126, 'Pertaining to the Management, Retention, Destruction or Disposition of
County Records," and Board of Supervisors, County of Riverside Policy A-43: 'County Records Management and Archives Policy.'

lnquiries or comments regarding this schedule should be directed to

County of Riverside
Records Management and Archives Program (RMAP)
2724 Galeway Otive
Riverside, CA 92507
ACR-RlM@asrclkrec.com

rivcoacr.oro/RiversideC OUntvRecordsMan m nt

lntroduction

This Departmental Records Retention Schedule (DRRS) for Housing and Workforce Solutions - Housing Authority (HWS-HA) is adopted as perthe recommendations
of Board Policy A-43 and supersedes the DRRS adopted May 2, 2023, as agenda item # 3.8.

This schedule is written with generaltitles and descriptions rather than identitying specific individual documents or forms. A record with content and function that is
substantially the same as an item described in this schedule should be considered covered by that series. This retention schedule indicates the length of time that
listed records, regardless of media or format, must be retained by the departmenl before disposition may be implemented. These retention requirements are
recommended in order to reduce the costs for the storage and maintenance of records while ensuring that administrative, fiscal, legal and other recordkeeping
responsibilities are met.

Records, including copies held for convenience or reference, must be disposed of as directed herein at the close of the official retention period. Retention schedule
changes apply to all documents unless they have been digitally uploaded into a Trusted System. The regulatory requirements include the immutability standards
for objects in a Trusted System. This includes the initial retention applied to the digital file per RMAP management. A fulljustification for any request io extend the
retention period for a particular group of records must be submitted in writing to the Records Management ind Archives program (RMAP) ;s stated by Board
Policy A-43, Section D.5.

lf a federal or state statute or regulation specilies a longer retention period for any records series received, created, or maintained by the department, the statute or
regulation override this schedule, and the department must amend its records retention schedule as soon as practicable. ln addition, a record may not be destroyed
if notice of litigation, audit, public records request, etc. is received prior to the expiration of the retention period. For records held for audft purposes, the nuciitor
Controllef s Office, or appropriate auditing authority, will notrfy the department once lhe audit is complete. ln the event a laMul claim or a lawsuit is made against the
county of Riverside, the department will suspend destruction of lhe subject records until all issues of the matter are resolved. Further, if the department is riotified by
County Counsel or Human Resources to put documents on hold due to a claim or other legal proceeding, the department will suspend any iecords destruction of
the identified documents. (Board Policy A-43 S D.9)



The department will maintain the requested records until the close of litigation or proceedings plus an additional ten (10) years. The department is responsible for
ascertaining the correct date ofclosure in orderto establish thisten (10) yearretention period. Furthermore, the department is responsible for establishing appropriate
procedures to ensure that records are retained for the period of time mandated and that the records remain accessible as required.

Explanation of Fields

Recotd Series Codes: The Record Series Code is assigned by RMAP. The code is alphanumeric and uniquely identifies the Record Series Title regardless of the
schedule it occupies enabling the Record Series to be tracked within the master index system.

Record Series Title: The Record Series Title identities a group of similar records generally produced or utilized for similar business needs allowing them to be
evaluated as a group for retention scheduling purposes.

Record Series OescriPtion: A description of the Record Series Title that includes examples, not an exhaustive list, of the record types found within the group.

Official Records: The agency or department responsible for the county's official record.

Official Record Retention: Thelength of time that the official record mustbekeptbased uponthe legal minimum requirement as well as any operational or business
need. All other copies must be disposed of at the end of the retention period. For example, depadmental copies held for convenience or reference must be destroyed
at the close of the retention period or when no longer needed to support normal business operations, whichever is eartier.

citation / Rationale: The legal citation or operationaUbusiness reason for retaining the official record for the period specified.

Final Disposition: The recommended final status or arrangement for the official record, usually disposed of by confidential shredding or transfer to the County of
Riverside Archives as determined through best practice.

Explanation of Codes

CFR = Code of Federal Regulations

CL = Closed, which will also mean afler flnal resolulion (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.

tl

Audlt Support = Records are not required by statute or regulalion to be held
for the period indicated but should be maintained to support records submitted
in support of the County's internal or external auditing procedures

CFC = California Fire Code



COUNTY OF RIVERSIDE RECORDS RETENTION SCHEDULE
D€part'l€nl /AgDncy: Hou6hg t yvort(orce Sorrbn. (t-IWS-tlA) Sch.(fuh TyP€: Osp€'lrnental Rs.o.r,s Reledlkr.| Schsdd€ (DRRS)

Divisbn: Houshg Auhonv
sd,"d.,",,DRRS HWS-HA 2024 REV03

wllh tull conlideralion given to the pBsorvatlon ot th6 hlstoric records of the CountyJhe u n€d heroby ccrliUes that this rst6ntion schodule was d€velop€d in compliance
wth countywk e 3tandards and polid6 arld conforms with accepted rEtprds snd information man.0ement precth€s.

Department H6ad : Vo& ( Datei 1

Record Serles
Copy ot Record

Olficlrl Rccord
Ret nlion

Clt ton /
Ratlon.le

Final
DBpo.itiohTitle Oe.crlption

HWS-FIAl OO Housing Chqic€
Voucher Progran -
Sedbn I

Recorde r.focting the initial eligibility, cor{inued etigibitity ind
lerfiination aorthc Section 8 Hou3ing Choice Voucher
Programs. Record scrie! inciud.a lD, Social Security cards,
birth cedncates, qu6tbnnairEs, income and asset
documents. relocetion documenls, co.rBspondenco, rent
noti.e€, orf,ner co racts, lcas6s, tormination notices, hoaring
packels and evidsnco to support.

Housing Aulhorty CL+3 24 CFR 982.158 (0
(1-8)

Shred /
Delsle

HWS-HA200 Program Files Reclrds refleding th6 initial eligibility, cortinued eligibility and
terminalion tor HoGing Authority Progrem! unrehed to
Sedion 8. Recod reri€s anclude3 lO, 3ocial 8oclrity cads,
bi.th cediticate3, questimnahss, incom€ and .sset
doclmrnls, qualification document! with ccrtifi cations,
corae3pondence, lEnt notices, termlnalion notices, heering
p.ckets rrd evid.ne to support.

Housing Authgrity CL+5 2 CFR 20O.3Yt 24
CFR 91.520:24
CFR 92.s06 (c)(1-
6); 24 CFR 570.502
(aX7): 2.1 CFR
574.530;24 CFR
960.20qry3)

Shred /
Oelele

HWS-HA3OO Prcisd Files Records documenting complisnce with tho US Doparfn.nl oI
Housing and Ulban Developri€nt (HUD) procuremrnt
handboak and the Californis P0blic Coot ad Code snd best
praclh6.. Recod Series includeE bid documsrtu, licenses,
insursncs docunsntation, conlrectg, transmlttals, HUO to.ms,
chango orde6, reporb, nolbeE and certncatg3.

Hou6ing Auho.ity Audit + 4 2 CFR 2003gt 24
cFR s70.s02
(aX7); 2,t CFR
57r.530:

ShEd /
Detole

FORM APPROVED COUNTY COUNSEL
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