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Records Management
and the GRRS Training
within the County of Riverside

Presentation by:
Mary M. Cox, CRM
Chief Deputy ACR, RMAP
Assessor-County Clerk-Recorder
County of Riverside
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Records Management (RM)

Overview - definitions:
— GRRS*

General Records Retention Schedule /
- DRRS*

Departmental Records Retention Schedule

*must be approved by the BOS
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Records Management
GRRS Implementation Training

Part 1
Management Presentation

Part 2
Roundtable Discussion

Part 3
GRRS Training/Workshop
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Records Management
GRRS Implementation Training

Overview:

— California State Law
— County Policy

— Why Records Management is Important and is
Good Business '

— Purpose of the GRRS Training
— Goals of the GRRS Training
— Questions & Answers
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RM - California State Law

California Law
GC 26201
GC 26202
GC 26205

GC 12168.7
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RM - California State Law

GC 26201 “The board may authorize at any time the destruction
or disposition of any duplicate record _...”

GC 26202 “The board may authorize the destruction or disposition of
any record, paper, or document which is more than two years old

GC 26205 “... the board of supervisors of any county may authorize the
destruction of any record, paper, or document that is not expressly
required by law to be filed and preserved if all of the following
conditions are complied with...”

GC12168.7 (c) “The standards specified in subdivision (b) shall include a
requirement that a trusted system _be utilized ... “
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RM - Itis County Policy

Resolution No. 2004-044

Pertaining to the Retention and
Destruction of County Records

BOS Policy A-43

County Records Management and
Archives Policy

BOS approved:
January 13, 2004

Agenda Item 3.36 wﬁﬂﬂ
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RM -1ltis

BOS Policy A-43
County Records Management and Archives Policy

Part A General

Part B Program Responsibilities

Part C Standards

Board Policy Manual

Part D Records Retention
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RM - It is Good Business
» Improve retrieval by reducing bulk
* Reduce staff time needed for access

e Save money

* Save space

 Identify and preserve
permanent and historical records

RM - Purpose of Training

To ensure legal compliance to the
General Records Retention Schedule (GRRS).

Topics to be covered :

BOS Policy A-43 review
- County Department’s responsibilities
- RMAP’s responsibilities
- Auditor-Controller management audits

GRRS Implementation
- Present RM Policy Template as a recommendation
- Review Destruction requirements including documentation
- Provide planning & implementation tools & forms
- Discuss records dispositions including County Archives




RM - Goals of Training

Ensure that all county departments receive the same
comprehensive instruction _ for implementing the GRRS

Destruction of records is secure , documented and in compliance with
state law & County policy.

Obtain Management support in implementing Policy A-43's key objectives
Designation of a Department RM Coordinator to manage all records

Obtain written acknowledgement from each department that they have
received this training.

Questions and Answers

Mary M. Cox, CRM

Chief Deputy ACR, RMAP
mcox@asrclkrec.com
(951) 486-7111

(951) 840-8549

RMAP Website:
http://riverside.asrclkrec.com/rmap/




