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

ITEM: ll.7
(tD # 30191)

MEETING DATE:
Tuesday, April14,2026

FROM : ASSESSOR-COUNTY-CLERK-RECORDER

SUBJECT: ASSESSOR-COUNTY CLERK-RECORDER / RIVIAP: Approval of llevised
Departmental Records Retention Schedule for TLMA - Aviation (TLlVlA-AVl), All Distri<ts. [$0]
(4/5th Vote Required)

RECOMMENDED MOTION: That the Board of Supervisors:

1. Approve the attached Departmental Records Retention Schedule for TLMA - Aviation
(TLTMA-AVt).

ACTION:4/5 Vote Required, Policy

MINUTES OF THE BOARD OF SUPERVISORS

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

Ayes:
Nays:
Absent
Date:
xc:

Medina, Spiegel, Washington , Petez, and Gutierrez
None
None
April14,2026
ACR

Kim

Clerk
By:
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SUBMITTAL TO THE BOARD OF SUPERVISORS COUNTY OF RIVERSIDE,
STATE OF CALIFORNIA

FINANCIAL DATA Currant Flscal Year: Next Fiscal Year: Total Cost: Ongolng Cost

COST $0 $0 $0 $o

NET COUNTY COST $o $0 $0 $0

SOURCE OF FUNDS: ruIA
Budget Adjustment: No

For Fiscal Year: 202512026

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
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 415 vote.

This is the department's first retention schedule.

lmpact on Residents and Businesses
The citizens of Riverside County benefit from the efficiencies gained through the application of
general ly accepted recordkeepi ng pri nciples.

ATTACHMENTS:
D RRS_T LMA-AVl_2026_Rev0 1
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County of Riverside, California
Departmental Records Retention Schedule
( D RRS_TLMA-AVI_2 026_Rev0 1 )

Enacted pursuanl to Board of Superviso6, County of Riverside Resolution No. 2016-126, "Pertaining to the l\ranegement, Retention, Destruction or Disposition of
County Records," and Board of Supervisors, County of Rive6ide 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 Drive
Riverside, CA 92507
ACR-RlM@asrclkrec.com
https://www. rivcoacr.oro/RiversideCountvRecordsManaoement

lntroduction

This Departmental Records Retention Schedule (DRRS) for TLMA - Aviation (TLMA-AVI) i6 adopted a6 per the recommendations of Board Policy A.43 as the
departmenl's firsl retention schedule.

This schedule is written with generaltitles and descriplions rather than identifying specific individualdocuments orforms. A record with content and function that is
substantially the same as an item describod 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 fomat, musl be retained by the deparlmenl before disposition may be implemented. These retention requirements are
recommended in order to reduce the costs for the storage and maintenance of recods while ensuring that administrative, ,iscal, legal and other recordkeeping
responsibilities are met.

Records, including copies held forconvenience or reference, must be disposed of as directed herein at the close oflhe official retention period. Retention schedule
changes apply to alldocumenls unless lhey have been digitally uploaded into a Trusted Syslem. The regulatory requirements include the immutability standards
for objects in a Trusted Syslem. This includes the initial retention applied to the digitalfile per RMAP managemenl. A full jusliticalion tor any request to extend the
retention period fora particular group of recods must be submitted in writing tothe Records Management and Archives Program (RirAP) as slated by Board
Policy 4.43, Section D.5.

lf a federal or state statute or regulation specilies a longer retention period for any records series received, crealed, or maintained by the department, the statute or
regulation ovenide this schedule, and the departmenl musl 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 audil pulposes, the Auditor
Controlleis Offic€, orappropriale auditing aulhority, willnotiry the departmenl once the audit is complete. ln the event a lawfulclaim ora lawsuit i6 made againsl the
county of Riverside, the department willsuspend destruction of the subject records until all issues of th6 melter are resolved. Further, if the depaflment is notified by
Counly Counsel or Human Resources to put documents on hold due lo a claim or olher legal proceeding, the departmenl will suspend any records destruction of
the identified documents. (Board Policy A-43 S D.9)



The deparlmenl will maintain the requ€sted record8 untilthe close of litigation or proceedings plus an additionalten (10) year8. The department is responsible for
ascerteining thecorrect date ofclo8ure in orderto establish lhisten (10) year retention period. Fufhermore, the depa ment is respon6ible forestablishing appropriate
procodures to ensure that records are retained for the pedod of time mandaled and that the recods remain accessible as requhed.

Explanation of Fields

Record Seri.s Codes: The Record Serie6 Code is assigned by RMAP. The code is alphanumedc and uniquely identifies the Record Serie6 Title rega.dlGs ofthe
schedule it occupies enabling the Record Series to be tracked wilhin the master index system.

R€cord S€ries Titl6: The Record Series Title identifies a group of similar records generally produced or ulilized for similar bu6ines6 needs allowing them to be
evaluated as a group for retention scheduling purposes,

Reco.d Seri€ Description: A description ofthe Record Series Title that includes examples, notan exheustive lisl, ofthe rccord types found within the group.

Official Recods: The agency ordepartment responsible for the county's officialrecord.

Official Record Retention: The length oftimethatthe officialrecord must bekept ba6ed upon the legalminimum requirement aswellas any operational or business
need. All other copies mu6t be disposed of at the end of the retention period. For example, departmental copies held for convenience or reference must be destroy€d
at the close of the retenlion period or when no longer needed lo support normal business operations, whichever is eaflier.

Cilation / Rationale: The legal citation or operationaubusiness reason for relaining the official record for the period specified.

Final Diaposition: The recommended final statu6 or arangemenl for the ofiicial record, usually disposed of by confidential shredding or transfer to the County of
Riverside Archives as determined lhrough best practice.

Explanation of Codes

CFR = Code of Federal Regulations P = Permanent

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.

CR = Creation (of the record) date

FAA = Federal Aviation Administration

FY = Fiscal year end

GC = California Government Code

ll



COUNTY OF RIVERSIDE RETENTION SCHEDULE
Department / Agency: TLMA - Aviation Schedule Type: Departmental Rec.ords Retention Schedule (DRRS)

Division: All
schedure o D RRS_TLMA-AV I _2026 _REVo 1

Section; All

countywide standards and policies and confom! with acccpted recod! and inlormalion management practices.

oepadr/lentl'ead: 4E*01h, Qa,.ar* oale: 03124126

Record Series
Copy of Record

Official Record
Retention

Citation / Rationale Final Disposition
Code Title Description

AVt100 Grant Project
Documentation

Airport lmprovement Program (AlP) Grant project
accounts and records that support project transacticins
such as financial, procurement, administrative and
project records.

Aviation CL+3 2 CFR 200.334 - retain
grant supporting
records 3 years after
final expenditure
report; distinct from
ADM425 (generalgrant
admin).

Shred/Delete

AVt150 Grant Agreement Airport lmprovement Program (AlP) Executed Grant
Agreement

Aviation P 2 CFR 200.334 -
binding federal
contract; permanent
record of obligations
and compliance; best
practice.

Dept.

AVt200 Master Plans Airport Master Plans document the history of each
airport as well as capital improvement alternatives that
have been analyzed and considered.

Aviation P FAAAC 150 / 5070-68

- proof of FAA
planning compliance;
permanent record of
development history;
best practice.

Dept.

FORM APPROVED COUNTY COUNSEL
/7/cT OFlfR2uBY
MICHAEL C THOMAS DATE
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Record Series
Copy of Record

Official Record
Retention

Citation / Rationale Final Disposition
Code Title Description

AVt250 Grant Deeds Documentation of AirporUCounty property, including
how the land was acquired.

Aviation P Legal basis for
property ownership.
Proof of FAA
compliance with Grant
Assurance 5; best
practice.

Dept.

AVt300 Airport Layout Plans Final FAA-approved Airport Layout Plans. Aviation P FAA Grant Assurance
29; FAA Order
5090.3C - required
permanent proof of
FAA-approved airport
development.

Dept.

AVl350 Aviation Easements Provides legal property rights to the County Aviation P GC 26202 - recorded
easements convey
perpetualrights; must
be retained
permanently. FAA
Grant Assurance 5.

Dept.

AVt400 Stormwater Pollution
Prevention Plan
(SWPPP)
Documents

Stormwater Pollution Prevention Plan Aviation Keep current
plan only

Best practice Shred/Delete

AVl450 Based Aircraft
Reports

Report of Based Aircraft at County Airports Aviation Retain current
detailed and
summary
report.

Best practice Shred/Delete

AVt500 Special Event Apps
and Filming Permits

All Special Events occurring on any airport property, as
well as Filming Permits (also scanned)

Aviation CR+2 Best practice Shred/Delete
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Record Series
Gopy of Record

Official Record
Retention

Citation / Rationale Final Disposition
Code Title Description

AVt550 lncident / Accident
Reports

Hard copies of all incidents that occur on all airports
(also scanned)

Aviation CR+5 Best practice. Shred/Delete

AVl600 Capital and Tenant
lmprovements and
Repairs (on and off
airport)

Final documentation regarding long{erm property and
facility improvements. Roofing, plumbing, air
conditioning, doors, other major repairs or
improvements

Aviation CL + ,IO Best practice. Shred/Delete

AVt650 Ground Lease
Agreements

Ground lease agreements Aviation CL+4 Best practice. Shred/Delete

AVt700 Current Subleases
under Ground Lease
Agreements

Sublease agreements Aviation CL+4 Best practice. Shred/Delete

AVt750 T-hangar Leases -
French Valley &
HemetRyan

Hangar rental documents for County owned hangars Aviation CL+4 Best practice. Shred/Delete
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