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Organizational Placement      Schedule #: 2002-0019 
Agency: Oregon Housing and Community Services (OHCS) 
Office: Directors 
 
Program Description: 
Oregon Housing and Community Services, Oregon’s housing finance agency, is responsible for 
providing financial assistance, program support, and technical expertise to implement and sustain 
opportunities for Oregonians of low to moderate income to access or own quality, affordable 
housing. OHCS is comprised of the offices of the Director, Deputy Director, and five divisions. 
The Director is appointed by the governor subject to Senate confirmation. OHCS administers and 
participates in a variety of state and federal programs aimed at enabling individuals of modest 
income to become home owners, ensure adequate and affordable housing, provide community 
services to alleviate living costs (energy and food), and programs which improve the quality and 
interaction of community life. 
 
The administrative staff provides policy direction, leadership, policy direction, and general 
supervision of agency staff and programs. Administrative staff are responsible for implementing 
the polices established by the Oregon State Housing Council; administering internal and external 
planning and initiatives of the Department to anticipate future housing trends and needs affecting 
sponsors, developers, and recipients of affordable housing in Oregon; communicating the 
department’s activities and resources; tracking and monitoring housing legislation; spearheading 
community development and partnership outreach; acting as liaison to the Governor and 
Legislative Assembly on housing issues; providing human resource services (see Human 
Resource Management); and participating in various work groups and committees relating to 
housing issues. Agency administrative staff participates in and/or provides support services for 
the Community Action Directors of Oregon (CADO) and the Governor’s Steering Committee for 
the Oregon Strategy for Social Support (OSSS). 
 
 
Records Description: 
Program Records 
001 Community Action Directors of Oregon (CADO) Records 1987 – [ongoing] 1.5 c.f. 

(a) Retain minutes permanently, transfer to State Archives after 10 years 
(b) Retain all other records 5 years, destroy 

002 Finance Committee Records 2001 – [ongoing] .25 c.f. 
(a) Retain minutes permanently, transfer to State Archives after 10 years 
(b) Retain all other records 5 years, destroy 

 
Databases Used 
None 
 
 

  



State Agency General Records Retention Schedule Records:  
Administrative Records - OAR 166-300-0015 
Correspondence 
Legislative Tracking Records 
Lobbyist Records 
Mailing Lists 
Policy Development and Planning Records 
Scheduling Records 
Security Records 
Signature Authorizations 
Staff Meeting Records 
 
Information Management Records – OAR 166-300-0015 
Public Records Disclosure Request Records 
 

  



Organizational Placement      Schedule #: 2002-0019 
Agency: Housing and Community Services 
Office: Director   
Program: Hunger Relief Task Force 
 
 
Program Description: 
The Hunger Relief Task Force, operating under ORS 458.532 through 458.545, is responsible for 
maintaining information on the hunger problem in Oregon and coordinating services between 
state agencies involved in providing food and nutrition services.  
 
Records Description: 
Program Records 
003 Hunger Relief Task Force Records 1993 – [ongoing] 1 c.f. 

(a) Retain minutes, final reports, and newsletters permanently, transfer to State Archives 
after 5 years 

(b) Retain final report draft material 1 year after final report produced, destroy 
(c) Retain all other records 3 years, destroy 

 
Databases Used 
None 
 
State Agency General Records Retention Schedule Records:  
Administrative Records - OAR 166-300-0015 
Correspondence 
 

  



Organizational Placement      Schedule #: 2002-0019 
Agency: Oregon Housing and Community Services (OHCS) 
Office:    Director 
Section: Human Resource Management 
 
 
Program Description: 
The Human Resources Management section is responsible for the Department’s human resources 
program. The program administers agency-wide recruitments, the selection and classification of 
employees; employee and position-related records; grievance management and dispute 
resolution/mediation; progressive/constructive disciplinary action; employee relations; related 
agency-wide training coordination and or presentations; Affirmative Action Plan development, 
implementation, and monitoring; salary administration; agency personnel policies; career 
counseling; employee assistance program; and may assist the agency Safety Officer with 
workplace safety and wellness issues. In addition, staff are members of the Department’s 
management team, as well as the Oregon State Personnel Management Association (OSPMA) 
and the Society for Human Resources Management (SHRM). Payroll functions are managed by 
the Payroll and Employee Benefit section (see separate description) in the Financial Management 
Division, Financial Services section. 
 
 
Records Description: 
Program Records 
None 
 
 
Databases Used 
Personnel and Position Database (PPDB) (Dept. of Administrative Services) 
 
State Agency General Records Retention Schedule Records:  
Administrative Records - OAR 166-300-0015 
Conference, Seminar, and Training Program Records 
Correspondence 
Policy and Procedure Guidelines and Manuals 
Scheduling Records 
 
Payroll Records - OAR 166-300-0035 
Employee Payroll Records 
 
Personnel Records - OAR 166-300-0040  
Affirmative Action Records 
Employee Benefits Records 
Employee Personnel Records 
Recruitment and Selection Records 
 
Risk Management Records - OAR 166-300-0045 
Safety Program Records 
 
 

  



  
 
 
 

  



Organizational Placement      Schedule #: 2002-0019 
Agency: Oregon Housing and Community Services (OHCS) 
Office:    Directors 
Program: Interagency Coordinating Council on Hunger (ICCH) 
 
 
Program Description: 
The Interagency Coordinating Council on Hunger, first convened in 1999, was created by the 
Legislative Assembly to implement recommendations from the Hunger Relief Task Force 
(HRTF). The ICCH is comprised of the administrative heads or their designees from the 
Departments of Corrections, Economic and Community Development, Human Services, 
Education, and Agriculture and the State Commission on Children and Families, the Divisions of 
Adult and Family Services and Senior and Disabled Services within the Department of Human 
Services. The ICCH provides advice to the Governor on policies and issues relating to hunger in 
order to ensure the reduction/elimination of food insecurity in Oregon. In addition, the council 
assists in the efficient and efficient development of food and nutrition programs, monitors federal 
programs, and works with public and private organizations engaged in food distribution. The 
council convenes at minimum once per quarter. 
 
 
Records Description: 
Program Records 
004 Interagency Coordinating Council on Hunger Records 1999 – [ongoing] .25 c.f. 

(a) Retain minutes and agendas permanently, transfer to State Archives after 5 years 
(b) Retain all other records 5 years, destroy 

 
Databases Used 
None 
 
State Agency General Records Retention Schedule Records:  
Administrative Records - OAR 166-300-0015 
Correspondence 
 
 
 
 

  



Organizational Placement      Schedule #: 2002-0019 
Agency: Oregon Housing and Community Services (OHCS) 
Office:    Directors 
Sub-Office: Regional Advisors to the Director (RADs) 
 
 
Program Description: 
The Regional Advisors to the Director (RADs, formerly Regional Field Representatives) provide 
outreach to Oregon communities in identifying and addressing critical community development 
activities. Six RADs, located in the northwest, metro, mid-Willamette, southwest, central, and 
eastern areas of the state, facilitate and assist local agencies/entities in the coordination, 
facilitation, and identification of housing programs needs, development partners, financial 
resources, appropriate site placement, and preparation of funding applications. RADs provide 
overall technical expertise and assistance to communities in capacity building, financing of 
affordable housing developments, and advocate and provide information to local communities, 
governments, and decision-makers in gaining acceptance for the sighting of affordable and 
special needs housing. RADs provide access to and interpretation of complicated community 
services and housing finance programs, as well as provide information about OHCS programs 
for lower income households. 
 
 
Records Description: 
Program Records 
005 Monthly Reports 
 Retain 1 year, destroy 
 
Databases Used 
Department’s Information System for Housing (DISH) 
 
State Agency General Records Retention Schedule Records:  
Administrative Records - OAR 166-300-0015 
Correspondence 
Scheduling Records 
 
 
 

  



Organizational Placement      Schedule #: 2002-0019 
Agency: Oregon Housing and Community Services (OHCS) 
Program: Oregon State Housing Council 
 
 
Program Description: 
The Oregon State Housing Council is responsible for developing policies to aid in stimulating 
the supply of housing for individuals and families of lower income; advises the Governor, 
Legislative Assembly, state agencies, and local governments on actions that may affect the cost 
or supply of housing; and reviews loans and grants proposed by the Oregon Housing and 
Community Services in excess of $100,000, per ORS 456.567. The Director of Oregon Housing 
and Community Services is responsible through the activities of OHCS for implementing the 
policies established by the State Housing Council. 
 
 
Records Description: 
Program Records 
006 State Housing Council Records, 1971 – [ongoing]  2.5 c.f. 

(a) Retain minutes, council packets, white papers, reports, and legislative history 
permanently, transfer to State Archives after 5 years 
(b) Retain council member records 5 years after term ends, destroy 
(c) Retain audio tapes 1 year after minutes transcribed and verified, destroy 
(d) Retain all other records 2 years, destroy 
 

 
Databases Used 
None 
 
State Agency General Records Retention Schedule Records:  
Administrative Records - OAR 166-300-0015 
Correspondence 
Policy and Procedure Guidelines and Manuals 
 
 
 
 
 

  



Organizational Placement      Schedule #: 2002-0019 
Agency: Housing and Community Services 
Division: Asset and Property Management 
Section: Housing Programs Management 
 
 
Program Description: 
The Housing Programs Management section is responsible for the oversight of rental properties 
financed through OHCS once the loans are closed and the properties are in operation. Staff 
monitor and review project finances through annual budgets, audited financial reports, taxes, 
insurance, and ongoing project expenditures. Staff monitors for adherence to state and federal 
occupancy requirements. 
 
The section monitors, from desk audits to physical inspections, numerous agency programs 
including but not limited to Community Integration, Low-Income Housing Tax Credit, Oregon 
Lenders Tax credit, Oregon Rural Rehabilitation, HOME, HELP, Trust Fund, and Risk Sharing 
programs. The section coordinates the processing of sale, requests for ownership transfer, 
delinquencies, workouts, and foreclosures.  
 
 
Records Description: 
Program Records 
007 Elderly and Disabled Program Project Monitoring Records 

(a) Retain resident eligibility and certification records, resident lease, home rule records 
1 year after superseded or obsolete, destroy 

(b) Retain all other records 6 years after loan term ends, destroy 
008 Community Integration Program Project Monitoring Records 
 Retain 6 years after loan term ends, destroy 
009 Risk Sharing Program Project Monitoring Records 
 Retain 6 years after loan term ends, destroy 
010 Oregon Rural Rehabilitation Program Project Monitoring Records 
 Retain 6 years after loan term ends, destroy 
011 HOME Investment Partnerships Program Project Monitoring Records 
 Retain 6 years after term of affordability ends, destroy 
012 HELP Program Project Monitoring Records 
 Retain 6 years after term of agreement ends, destroy 
013 Housing Development Grant (Trust Fund) Program Project Monitoring Records 
 Retain 6 years after project use agreement ends, destroy 
014 Low Income Housing Tax Credit Program Project Monitoring Records 
 Retain 6 years after term of affordability ends, destroy 
015 Oregon Affordable Housing Tax Credit Program Project Monitoring Records 
 Retain 6 years after loan term ends, destroy 
016 Project Operations Monitoring Records 
 Retain 6 years after loan term ends, destroy 
 
Databases Used 
LIPS  
PROMIS 
 

  



State Agency General Records Retention Schedule Records:  
Administrative Records - OAR 166-300-0015 
Contracts and Agreements 
Correspondence 
Policy and Procedure Guidelines and Manuals 
Policy Development and Planning Records 
 
Financial Records - OAR 166-300-0025 
Correspondence 
   
 
 
 
 

  



Organizational Placement      Schedule #: 2002-0019 
Agency: Housing and Community Services 
Division: Asset and Property Management 
Unit: HUD Contract Administration 
 
 
Program Description: 
The HUD Contract Administration section provides contract administration services to the U.S. 
Department of Housing and Urban Development (HUD) project based Section 8 apartment 
communities located in Oregon. The Housing and Urban Development (HUD) section is 
responsible for administering the contracts on specified HUD Section 8 low-income housing 
projects within Oregon under an agreement dated March 2000.  The section conducts 
management and occupancy reviews, adjusts contract rents, process contract terminations and 
expirations, responds/investigates health and safety issues and concerns, follows up on 
inspections, budgets, requisitions, revisions, and produces year-end statements. 
 
 
Records Description: 
Program Records 
017 Housing Assistance Program Project Management Records (Section 8) 

(a) Retain resident eligibility/certification records 6 years after resident departure, 
destroy 

(b) Retain resident lease 6 years after expiration, destroy 
(c) Retain house rule records until superseded or obsolete, destroy 
(d) Retain all other records 6 years after expiration of contract, destroy 

 
Databases Used 
Tracker 
 
State Agency General Records Retention Schedule Records:  
Administrative Records - OAR 166-300-0015 
Correspondence 

  



Organizational Placement      Schedule #: 2002-0019 
Agency: Housing and Community Services 
Division: Community Resources     
Program: Commission for Voluntary Action and Service 
 
 
Program Description: 
The Oregon Commission for Voluntary Action and Service is responsible for creating an ethic of 
community service and volunteerism among Oregonians by promoting and supporting 
community service leadership, developing resources assisting community volunteer efforts, and 
fostering the development of community service organizations per ORS 458.565 - .575. The 
Commission and support staff provides technical expertise, grant financing, and oversight to a 
multitude of national service programs including Americorps and Volunteerism. The 
Commission reviews and approves/denies applications for grant funding for community 
service/volunteer programs and projects throughout Oregon. 
 
 
Records Description: 
Program Records 
018 Program Directory 
 Retain until superseded, destroy 
 
Databases Used 
Web-Based Reporting System (WBRS) (Federal Database) 
 
 
State Agency General Records Retention Schedule Records:  
Administrative Records - OAR 166-300-0015 
Conference, Seminar, and Training Program Records 
Correspondence 
Policy and Procedure Guidelines and Manuals 
 
Financial Records - OAR 166-300-0025 
Grant Records 
    
Boards and Commission Records – OAR 166-350 
Board and Commission Member Records 
Board and Commission Members Personnel Records 
Boards and Commission Meeting Minutes 
 
 
 

  



Organizational Placement      Schedule #: 2002-0019 
Agency: Housing and Community Services 
Division: Community Resources 
Section: Community Services 
 
 
Program Description: 
The Community Services section programs are responsible for the administration of emergency 
services and programs stabilizing and improving the quality of life for homeless and low-income 
persons. Section programs address homelessness, emergency/transitional shelter, food/hunger, 
weatherization, rental assistance, and farmworker assistance. The section assists in the 
development of healthy and vital communities through the promotion of self-reliance. The 
sections programs provide direct services, funding, technical assistance, and leadership. 
 
 
Records Description: 
Program Records 
176 State Legalization Impact Assistance Grant (SLIAG) Program Records 
 (a) Retain program records 5 years after program ends, destroy 
 (b) Retain grant records 5 years after grant closed/final disbursement, destroy 
 
Databases Used 
None 
 
State Agency General Records Retention Schedule Records:  
Administrative Records - OAR 166-300-0015 
Correspondence 
 

  



Organizational Placement     Schedule number: 2002-0019 
Agency:  Oregon Housing and Community Services 
Division:  Community Resources 
Section:  Community Services 
Program: Albina Human Resource Center (defunct) 
 
Program Description: 
The Albina Human Resource Center, defunct as of June 2001, provided a multi-service approach 
to housing and social services to the Albina neighborhood in Portland. Through representatives 
from a variety of agencies, the center was designed to coordinate a broad range of services, 
including public assistance, children’s services, employment, vocational rehabilitation, 
correctional services, juvenile court, and medical services. Housing related services included 
temporary and transitional housing, information on landlord-tenant negotiations and disputes. 
Rental assistance was also coordinated for a time, but in the final years of operation was no 
longer offered. Program staff received homeless case referrals from the Tri-County area and 
assisted these clients in transitioning from homelessness to permanent housing. 
 
 
Records Description 
Program Records 
174 Transitional Housing Case Records 
 Retain 5 years after client exits program, destroy. 
175 Rent Assistance Case Records 
 Retain 5 years after client exits program, destroy. 
 
Databases Used 
None 
 
State Agency General Records Retention Schedule Records:  
Administrative Records - OAR 166-300-0015   
Correspondence 
Scheduling records 
 
 
 
 
 
 
 

  



Organizational Placement      Schedule #: 2002-0019 
Agency: Housing and Community Services 
Division: Community Resources     
Section: Community Services  
Program: Commodity Supplemental Food (CSFP) 
 
 
Program Description: 
The Commodity Supplemental Food program uses federal grant funds to provide high nutritional 
value foods to low-income persons in Multnomah County who are especially vulnerable to 
malnutrition (women during and for 12 months after pregnancy, children five years of age and 
under, and the elderly). The program allows them to receive nutritional foods specific to 
individual dietary needs that will provide an adequate diet necessary to assure good health. 
Funding is received on a quarterly basis from the U.S. Department of Agriculture (USDA). The 
distribution of food in Multnomah County is coordinated by the Salvation Army, under contract 
with OHCS. 
 
The program is responsible for ensuring that funds are being used in accordance with federal 
regulations. Responsibilities include monitoring food warehouses, procedures, and client and 
agency records (to ensure accuracy and completeness); ensuring the coordinating agency is 
complying with federal civil rights laws; assisting with commodity food orders; and providing 
technical assistance to the distributing agency. In addition, the program provides a variety of 
reports to USDA and prepares the Commodity Supplemental Food Program State Plan. The 
USDA must approve the plan before funds are received. 
 
 
Records Description: 
Program Records 
019 Commodity Supplemental Food Program Client Records 
 Retain 5 years after final assistance, destroy 
020 Commodity Supplemental Food Program State Plan Records 1993 – [ongoing] .50 c.f. 

(a) Retain final plan permanently, transfer to State Archives after 5 years 
(b) Retain drafts, work notes, development materials 1 year after plan produced, destroy 

021 Commodity Supplemental Food Program Records 
 Retain 5 years after annual or final financial status report accepted, destroy 
 
Databases Used 
OPUS 
 
State Agency General Records Retention Schedule Records:  
Administrative Records - OAR 166-300-0015 
Contracts and Agreements 
Correspondence 
 
Financial Records - OAR 166-300-0025   
Grant Records 

  



Organizational Placement      Schedule #: 2002-0019 
Agency: Housing and Community Services 
Division: Community Resources     
Section: Community Services  
Program: Community Development Corporations 
 
 
Program Description: 
The Community Development Corporations (CDC) program provides grants and technical 
assistance to emerging and existing CDCs serving local community development and 
revitalization needs, per ORS 458.458.210 - .240. CDCs are private, not-for-profit corporations, 
which promote community involvement by targeting the CDCs revitalization efforts concerning 
physical, social, or economic factors in a specific geographic area. They serve the needs of low 
income households by providing grant funding to develop affordable housing, home ownership 
programs, homeless and transitional housing, housing related services such as job training, home 
maintenance classes, child care programs, and a variety of other activities.  Grants may be 
provided as funds become available. Program staff coordinates grant solicitation, approve grant 
applications, monitor recipient activities, and provide technical assistance concerning grants. 
 
 
Records Description: 
Program Records 
None 
 
Databases Used 
None 
 
State Agency General Records Retention Schedule Records:  
Administrative Records - OAR 166-300-0015 
Correspondence 
 
Financial Records OAR 166-300-0025 
Grant Records 
 

  



Organizational Placement      Schedule #: 2002-0019 
Agency: Housing and Community Services 
Division: Community Resources     
Section: Community Services 
Program: Community Food and Nutrition 
 
 
Program Description: 
The Community Food and Nutrition program provides federal grant funds, received from the 
U.S. Department of Health and Human Services (HHS), to fund the Legislative Hunger Relief 
Task Force and to assist the Oregon Food Bank in developing strategies to end hunger in 
Oregon. The Oregon Food Bank allocates funds to a statewide network of Regional Coordinating 
Agencies (RCAs). The RCAs develop and implement projects that meet the needs of 
communities across Oregon. Program responsibilities include fund allocation and federal 
reporting concerning the program in coordination with the Financial Operations section (see 
separate description). 
 
 
Records Description: 
Program Records 
022 Community Food and Nutrition Program Records 
 Retain 5 years after annual or final financial status report submitted, destroy 
 
Databases Used 
OPUS 
 
State Agency General Records Retention Schedule Records:  
Administrative Records - OAR 166-300-0015 
Correspondence 
 
Financial Records - OAR 166-300-0025    
Grant Records 

  



Organizational Placement      Schedule #: 2002-0019 
Agency: Housing and Community Services 
Division: Community Resources     
Section: Community Services  
Program: Community Services Block Grant 
 
 
Program Description: 
The Community Services Block Grant (CSBG) program, administered by the U.S. Department 
of Health and Human Services (HHS), replaces funding for anti-poverty programs allocated to 
local Community Action Programs (CAPs) administered by the federal Community Services 
Administration. These funds are now granted to the state through the designated administrator 
(OHCS) which allocates the funds to CAPs and organizations serving migrant and seasonal 
farmworkers (Indian Nations also receive CSBG funds but are funded directly by the federal 
government). Recipient agencies are public or private not-for-profit organizations that coordinate 
and/or operate programs designed to alleviate the causes and effects of poverty and to assist low 
income Oregonians to achieve self-reliance. OHCS must distribute 90 percent of funds to 
Community Action Agency programs. Of the remaining 10 percent half may be used for 
program administration with the other half used to provide discretionary funding to Community 
Action Agencies. 
 
Funded program areas may include employment and training, education, housing, childcare, 
health programs, nutritional assistance, home energy and weatherization assistance, information 
and referral services, and programs to help homeless, farmworkers, and domestic violence 
victims. The program allocates funds to the community organizations on an annual basis and 
monitors activity through the receipt of quarterly status reports from the agencies. The 
organizations receive funds by submitting draw requests to OHCS. The CSBG program reports 
annually to HHS about summary program activity, and fund allocation and expenditure.  
 
 
Records Description: 
Program Records 
023 Agency Program Records 
 Retain 5 years after audit date, destroy 
024 Annual Reports 
 Retain 6 years, destroy 
025 Community Services Block Grant State Plan (Application) Records 
 Retain 6 years, destroy 
  
Databases Used 
OPUS 
 
State Agency General Records Retention Schedule Records:  
Administrative Records - OAR 166-300-0015 
Correspondence 
Staff Meeting Records 
 

  



Financial Records OAR 166-300-0025 
Grant Records 
 

  



Organizational Placement      Schedule #: 2002-0019 
Agency: Housing and Community Services 
Division: Community Resources     
Section: Community Services 
Program: Continuum of Care (Supportive Housing Grant) 
 
 
Program Description: 
The Continuum of Care program uses federal grant funds (Supportive Housing Grant) to assist 
homeless families with children to access transitional and permanent housing and initiate a 
shelter plus care program for homeless adults. These services are provided by Community 
Action Agencies (CAAs). Project proposals submitted by local and county agencies are reviewed 
by the Committee of Counties which rates and ranks submitted projects. A grant proposal is 
submitted to the Department of Housing and Urban Development (HUD) encompassing the top 
20 +/- projects meeting the necessary criteria. The projects/programs apply as a block. Funding 
provided by HUD who determines how much each program receives, as a percentage, and how 
the funds may be used. OHCS approves applications for funding by the CAAs, which administer 
and monitor the grant funds and services on the local level. OHCS continues to monitor the 
recipients throughout the grant period by conducting annual onsite inspections, administering 
fund disbursement, receiving annual reports from CAA’s, and providing technical assistance. 
The program also reports to HUD on an annual basis until the end of the grant period. 
 
 
Records Description: 
Program Records 
026 Annual and Final Reports 
 Retain 5 years after grant closure/final acceptance, destroy 
 
Databases Used 
OPUS 
 
State Agency General Records Retention Schedule Records:  
Administrative Records - OAR 166-300-0015 
Correspondence  
Telephone Logs 
 
Financial Records – OAR 166-300-0025 
Grant Records 

  



Organizational Placement      Schedule #: 2002-0019 
Agency: Housing and Community Services 
Division: Community Resources     
Section: Community Services  
Program: Emergency Food Assistance (EFAP) 
 
 
Program Description: 
The Emergency Food Assistance program provides federal funds to the Oregon Food Bank for 
the distribution of U.S. Department of Agriculture (USDA) commodities, donated food, and 
products to low-income Oregonians. Using grant funds received quarterly from the USDA, the 
program contracts with the Oregon Food Bank to coordinate distribution throughout its statewide 
network of Regional Coordinating Agencies (RCAs). Program responsibilities include oversight 
of the grants which includes monitoring food warehouses, procedures, and client and agency 
records (to ensure accuracy and completeness); ensuring the Oregon Food Bank is complying 
with federal regulations including civil rights laws; and providing technical assistance 
concerning the program. In addition, the program prepares the States Emergency Food 
Assistance Program State Plan. The USDA must approve the plan before funds are received. The 
program tracks funds allocation, food distribution, compliance, and reports to the USDA. 
 
 
Records Description: 
Program Records 
027 Emergency Food Assistance Program State Plan Records 1991 – [ongoing] .5 c.f. 

(a) Retain final plan permanently, transfer to State Archives after 5 years 
(b) Retain drafts, work notes, development material 1 year after final plan approved, 

destroy 
028 Emergency Food Assistance Program Records 
 Retain 5 years after annual or final financial status report submitted, destroy 
 
Databases Used 
Electronic Commodity Ordering (ECO) (Federal Database) 
 
 
State Agency General Records Retention Schedule Records:  
Administrative Records - OAR 166-300-0015 
Contracts and Agreements 
Correspondence 
 
Financial Records - OAR 166-300-0025    
Grant Records 
 

  



Organizational Placement      Schedule #: 2002-0019 
Agency: Housing and Community Services 
Division: Community Resources 
Section: Community Services 
Program: Emergency Housing Account (EHA) 
 
 
Program Description: 
The Emergency Housing Account program is responsible for assisting persons who are homeless 
or at risk of becoming homeless, targeting those who are over 65 years of age, disabled, 
farmworkers, or Native Americans, per ORS 458.620. The program provides a biennial 
allocation to designated Community Action Agencies (CAAs) or other lead agencies that are 
responsible for coordinating and establishing area plans for use of funds through a planning 
process involving local service providers, interest groups and citizens. The funds may pay for 
emergency shelter and services, housing services designed to transition households from 
homelessness to permanent housing and economic independence, supportive housing services 
designed to enable individuals to continue living in their homes, or programs that provide 
emergency payment of mortgage, rent, or utility obligations. The program monitors recipient 
agencies and shelters by conducting onsite biennial inspections, monitors fund allocation and 
expenditure, and provides technical assistance about program requirements. In addition, the 
program has the authority to provide discretionary grants for housing related projects using EHA 
funds. 
 
The program also produces the One Night Shelter Count, a twice-yearly statewide count of 
individuals who have accessed shelter services. The report is used to monitor the level of 
homelessness and use of homeless services in the state. Program staff also performs an advisory 
role for the Oregon Coalition of Housing and Homelessness (formerly known as the Oregon 
Shelter Network). The coalition is a statewide group of individuals and organizations who work 
together to influence and lobby for legislative changes, dedicated to ending homelessness and 
increasing affordable housing options in Oregon. 
 
 
Records Description: 
Program Records 
029 Allocation Records 
 Retain 6 years, destroy 
030 Annual Statistics Reports 
 Retain 6 years, destroy 
031 Monitoring Records 
 Retain 6 years, destroy 
032 One Night Shelter Count Records 1991 – [ongoing] .5 c.f. 

(a) Retain final report permanently, transfer to State Archives after 10 years 
(b) Retain count summary records 20 years, destroy 
(c) Retain shelter count data electronic records 10 years, purge 
(d) Retain shelter county data hardcopy 1 year after entry and verification, destroy 
(e) Retain all other records: 3 years, destroy 

 

  



Databases Used 
OPUS 
 
State Agency General Records Retention Schedule Records:  
Administrative Records - OAR 166-300-0015 
Correspondence 
 
Financial Records - OAR 166-300-0025    
Grant Records 
 
 

  



Organizational Placement      Schedule #: 2002-0019 
Agency:  Oregon Housing and Community Services (OHCS) 
Division:  Community Resources 
Section:  Community Services 
Program:  Emergency Shelter Grant (ESGP) 
 
 
Program Description: 
The Emergency Shelter Grant program (ESGP) is responsible for assisting emergency shelters 
using federal grant funds received through the U.S. Department of Housing and Urban 
Development (HUD). ESGP originated in 1987 as part of the McKinney Act administered 
through HUD. These moneys are distributed to increase the bed capacity of emergency shelters, 
as well as allow limited expenditures in other program areas such as homeless prevention. In 
order to be eligible for funding the State must have a HUD approved state plan that includes a 
description of the need for assistance and the manner in which the Emergency Shelter Grant 
program assistance will complement or expand homeless services already available (see separate 
description for Planning). Funds are allocated annually to designated Community Action 
Agencies (CAAs) or other lead agencies that administer the funds on the local level. The 
allocation is determined through a formula based on the number of homeless, at-risk, and 
farmworkers in each geographic region. The program monitors the recipient CAA’s and lead 
agencies by performing onsite annual inspections of the agencies; monitors fund allocation and 
expenditures, and provides technical assistance about the program. The program also 
summarizes program activity, as well as fund allocation and expenditures to HUD on an annual 
basis. 
 
 
Records Description 
Program Records 
033 Annual Statistics Report 
 Retain 6 years, destroy 
034 Biennial Report 
 Retain 6 years, destroy 
035 Emergency Shelter Grant Program State Plan Records 1987 – [ongoing] 1.5 c.f. 

(a) Retain final plan permanently, transfer to State Archives after 5 years 
(b) Retain drafts, work notes, and development materials 1 year after final plan accepted, 

destroy 
036 Provider Reports 
 Retain 6 years, destroy 
037 Scales Report 
 Retain 6 years, destroy 
038 Work Plans 
 Retain 4 years, destroy 
 
 
Databases Used 
OPUS 
 
 
 

  



State Agency General Records Retention Schedule Records:  
Administrative Records - OAR 166-300-0015  
 Correspondence 
 
Financial Records - OAR 166-300-0025    
Grant Records 

  



Organizational Placement      Schedule #: 2002-0019 
Agency: Housing and Community Services 
Division: Community Resources     
Section: Community Services  
Program: Food Distribution Program on Indian Reservation (FDPIR) 
 
 
Program Description: 
The Food Distribution Program on Indian Reservations (FDPIR) is responsible for administering 
grant funds used to distribute U.S. Department of Agriculture (USDA) commodity food to low-
income Native Americans living on or near the Umatilla Indian Reservation. Grant funds are 
received from the USDA and the program subcontracts with the Community Action Program 
(CAP) of East Central Oregon to deliver the service allocating funds to the CAP on a quarterly 
basis. FDPIR program responsibilities include monitoring food warehouses, procedures, and 
client and agency records for accuracy and completeness; ensuring the coordinating CAP is 
complying with federal regulations, including civil rights laws; assisting with commodity food 
orders; and providing technical assistance about the program. In addition, the program reports to 
USDA and prepares the Food Distribution Program on Indian Reservation State Plan. The USDA 
must approve the State Plan before funds are received. 
 
 
Records Description: 
Program Records 
039 Food Distribution on Indian Reservation Program Records 1992 – [ongoing]  .15 c.f. 

(a) Retain state plan permanently, transfer to State Archives after 5 years.  
(b) Retain all other records 5 years after annual or final financial status report submitted, 

destroy 
 
Databases Used 
Electronic Commodity Ordering (ECO) (Federal Database) 
 
State Agency General Records Retention Schedule Records:  
Administrative Records - OAR 166-300-0015 
Correspondence 
 
 

  



Organizational Placement      Schedule #: 2002-0019 
Agency: Housing and Community Services 
Division: Community Resources     
Section: Community Services 
Program: HOME Tenant Based Rental Assistance (TBA) 
 
 
Program Description: 
The HOME Tenant Based Rental Assistance (TBA) program provides funds to assist very-low 
income households by providing rental assistance for six or twelve month terms. Funds are 
provided through the federal HOME Investment Partnership grant program (see separate 
description), from the U.S. Department of Housing and Urban Development (HUD). Up to 15% 
of total HOME funding may be used for this program. The program allocates funds to local 
housing authorities, Community Action Programs (CAP's), and local partnership programs (a 
partnership between a public housing agency and a human services provider) to administer the 
program in a given local area. To qualify, a household must be very low income (i.e. cannot have 
a total gross income that exceeds 50% of the area median income for that household size). The 
grant may be used toward a portion of the rent amount and/or a refundable security deposit. The 
local program contracts directly with the landlord, as well as inspects the unit to ensure that it 
meets federal housing quality standards. Payments are made directly to the landlord by the local 
program on behalf of the tenant. The household must also participate in a self-sufficiency plan in 
order to receive the assistance. The term of assistance may be renewed in six or twelve month 
periods.  
 
The TBA program approves applications submitted through local public housing agency or 
human service providers. Once the initial application is approved, subsequent fund requests are 
approved for each household. The program (via compliance monitoring and inspection) 
continues to track program/project participants to ensure compliance with program funding 
guidelines and objectives. 
 
 
Records Description: 
Program Records 
040 HOME Tenant Based Rental Assistance Program Records 

(a) Retain project initiation records 5 years after project ends, destroy 
(b) Retain tenant records 5 years after assistance ends, destroy 
(c) Retain all other records (including compliance monitoring) 5 years, destroy 
 

Databases Used 
Tenant Based Rental Assistance (TBA) 
 
 
State Agency General Records Retention Schedule Records:  
Administrative Records - OAR 166-300-0015 
Correspondence 
 
 
 

  



 

Moved to DHS Health Services July 1, 2005 
 
 
Organizational Placement     Schedule #: 2002-0019 
Agency: Housing and Community Services 
Division: Community Resources     
Section: Community Services  
Program: Housing Opportunities for People with AIDS (HOPWA)/Oregon Housing 
Opportunities in Partnership (OHOP) 
 
 
Program Description: 
The Housing Opportunities for People with AIDS (HOPWA)/Oregon Housing Opportunities in 
Partnership program (OHOP) is responsible for devising long-term comprehensive strategies 
using available resources and incentives to meet housing and support service needs for persons 
with specific health challenges living outside the Portland metropolitan area. HOPWA originated 
the fall of 2001 with a $1,370,000 grant from HUD to OHCS and Oregon Department of Human 
Services Health Division. HOPWA/OHOP works to provide assistance to homeless and special 
needs populations possessing special health needs by eliminating the threat of homelessness 
thereby lessening the risk to patient recovery and quality of life for afflicted individuals and their 
families. In addition, HUD provided a $706,965 grant to support the HOPWA Post Incarceration 
Program (PIP) responsible for helping ill low income post incarceration persons successfully 
transition into society.  
 
 
Records Description: 
Program Records 
041 HOPWA Applicant Records 

(a) Retain successful applicant records 5 years after assistance ends, destroy 
(b) Retain unsuccessful applicant records 3 years, destroy 

042 HOPWA Program Records 
 Retain 5 years after the end of program, destroy 
 
Databases Used 
OPUS 
 
State Agency General Records Retention Schedule Records:  
Administrative Records - OAR 166-300-0015 
Correspondence 
 
Financial Records OAR 166-300-0025 
Grant Records 

  



Organizational Placement      Schedule #: 2002-0019 
Agency: Housing and Community Services (OHCS) 
Division:  Community Resources 
Section:  Community Services 
Program: Housing Stabilization (HSP) 
 
 
Program Description: 
The Department participates in the Housing Stabilization program, through a partnership with 
the Department of Human Resource’s Adult and Family Services (AFS) and local Community 
Action Agencies (CAAs). Created in 1999, the program is responsible for producing an array of 
services that will help families’ access and maintain safe, stable, and affordable housing while 
reducing their need for ongoing federal welfare funds. Program activities may include 
assessment and case management services, access to support services, skill enhancement 
activities such as parenting classes and job training, and payments for needs such as rent, 
utilities, childcare, or transportation. AFS and OHCS each contribute funds to the program. The 
CAA is responsible for coordinating the recipient family’s application process. AFS and the 
CAA jointly develop a case plan for each family and coordinate the activities. 
 
 
Records Description: 
Program Records 
043 Agency Allocation Records 
 Retain 6 years, destroy 
044 Annual Statistics Report 
 Retain 6 years, destroy 
045 Client Records 
 Retain 5 years after final payment to client, destroy 
046 Monitoring Records 
 Retain 5 years, destroy 
047 Quarterly Client Allocation Reports 
 Retain 6 years, destroy 
048 Scales Report 
 Retain 6 years, destroy 
 
 
Databases Used 
None 
 
State Agency General Records Retention Schedule Records:  
Administrative Records - OAR 166-300-0015  
Correspondence 
Policy and Procedure Guidelines and Manuals

  



Organizational Placement      Schedule #: 2002-0019 
Agency: Housing and Community Services 
Division: Community Resources     
Section: Community Services 
Program: Low Income Rental Housing Assistance 
 
 
Program Description: 
The Low-Income Rental Housing Fund (LIRHF) program is designed to assist very low-income 
households by providing short-term rental assistance, per ORS 458.350 – 365. The LIHRF fund 
is generated from interest on refundable security deposits (voluntarily paid by landlords) and 
from a portion of court fees paid by landlords when evicting tenants (mandatory requirement). 
The program allocates funds to public housing agencies or human service providers. To qualify, 
a household consisting of an individual or group of individuals must be very-low income (i.e. 
cannot have a gross household income that exceeds 50% of the area median income for that 
household size). A qualifying household is eligible to receive a LIRHF grant covering up to six 
months of rental housing expenses. The grant may be used toward the rent amount (whole or 
portion) and/or a refundable security deposit. Families must also participate in a self-sufficiency 
plan in order to receive funds. 
 
The program approves applications submitted through local public housing agency or human 
service providers. Once the initial application is approved, subsequent fund requests are 
approved for each household. The program (via compliance monitoring and inspection) 
continues to track how funds are used to ensure compliance with program funding guidelines and 
objectives. 
 
 
Records Description: 
Program Records 
049 Low Income Rental Housing Fund Program Records 

(a) Retain program initiation records 5 years after program ends, destroy 
(b) Retain tenant records 5 years after assistance ends, destroy 
(c) Retain all other records including compliance monitoring records 5 years, destroy 

 
Databases Used 
OPUS 
 
State Agency General Records Retention Schedule Records:  
Administrative Records - OAR 166-300-0015 
Correspondence 

  



 Organizational Placement      Schedule #: 2002-0019  
Agency: Housing and Community Services (OHCS) 
Division: Community Resources  
Section: Community Services 
Program: Supplemental Assistance to Facilities that Aid the Homeless (SAFAH) 
(defunct)  
 
 
Program Description: 
The Department administered the defunct Supplemental Assistance to Facilities that Aid the 
Homeless (SAFAH) program. The program used federal funds to provide family centered 
supportive services through a coordinated services team approach to formerly homeless families. 
The program assisted families to successfully move from transitional to, and remain in, 
permanent housing. Funds were received from a one-time grant (which ended August 1998) 
through the U.S. Department of Housing and Urban Development (HUD). OHCS approved 
applications for grant funding by Community Action Agencies (CAAs) which administered the 
funds at the local level. Program staff monitored grant recipient agencies by conducting annual 
onsite inspections, administered fund disbursement, received annual reports from the CAA’s, and 
provided technical assistance. The program also reported about program activities as well as fund 
allocation and expenditures to HUD on an annual basis during the grant period. 
 
 
Records Description: 
Program Records 
None 
 
Databases Used 
None 
 
State Agency General Records Retention Schedule Records:  
Administrative Records - OAR 166-300-0015  
Correspondence 
   
Financial Records - OAR 166-300-0025    
Grant Records 
 
 
 
 
 

  



Organizational Placement      Schedule #: 2002-0019 
Agency: Housing and Community Services 
Division: Community Resources     
Section: Community Services 
Program: State General Fund Food Grant 
 
 
Program Description: 
The State General Fund Food Grant administers a grant to the Oregon Food Bank to purchase 
food and to develop strategies for connecting food box receipts and those in need with social 
service providers. State funds are allocated on a biennial basis to the Food Bank’s statewide 
network of Regional Coordinating Agencies (RCAs), which provide linking services for clients. 
This program provides limited monitoring of grant fund allocation, in coordination with the 
Financial Operations section (see separate description). 

 
 

Records Description: 
Program Records 
None 
 
Databases Used 
None 
 
State Agency General Records Retention Schedule Records:  
Administrative Records - OAR 166-300-0015 
Correspondence  
 
Financial Records – OAR 166-300-0025 
Grant Records 
 
 
 

  



Organizational Placement      Schedule #: 2002-0019 
Agency: Housing and Community Services (OHCS) 
Division: Community Resources  
Section:  Community Services 
Program: State Homeless Assistance (SHAP) 
 
 
Program Description: 
The State Homeless Assistance program (SHAP) provides state funds to support emergency 
shelters and homeless services. Many shelters specialize in a particular homeless service 
component or may offer a variety of support services such as substance abuse counseling, job 
search and training, education, nutritional assistance, child care, permanent housing and related 
support programs to break the cycle of homelessness and stabilize people, and assist them in 
achieving self-sufficiency. The program provides a biennial allocation from the State General 
Fund to designated Community Action Agencies (CAAs) or other agencies administering the 
program at the local level. Funds may be used for a variety of activities including operational 
costs of shelters, counseling, shelter conversion or rehabilitation, and education and salaries for 
individuals who perform these activities. Program staff performs onsite biennial inspections of 
CAAs of lead agencies which receive funding, monitor fund allocation and expenditures, and 
provide technical assistance about the program. 
 
 
Records Description: 
Program Records 
050 Allocation Formula Records 
 Retain 6 years, destroy 
051 Annual Statistics Report 
 Retain 6 years, destroy 
052 Monitoring Records 
 Retain 5 years, destroy 
053 Scales Reports 
 Retain 5 years, destroy 
 
Databases Used 
OPUS 
 
State Agency General Records Retention Schedule Records:  
Administrative Records - OAR 166-300-0015  
 Correspondence  
 
  
 
 

  



Organizational Placement      Schedule #: 2002-0019 
Agency: Housing and Community Services 
Division: Community Resources     
Section: Services Outreach  
 
 
Program Description: 
The Services Outreach section partners with community-based organizations, stakeholders, 
advisory boards and commissions, and business to build stronger communities throughout 
Oregon by fostering self-sufficiency. The section provides leadership, supervision, and program 
support to the Energy Unit and the Manufactured Dwelling Park Mediation Services program. 
The section assists Oregonians to resolve social and economic issues through dispute resolution 
and energy assistance. 
 
Records Description: 
Program Records 
None 
 
Databases Used 
None 
 
State Agency General Records Retention Schedule Records:  
Administrative Records - OAR 166-300-0015 
Correspondence 
Policy and Procedure Guidelines and Manuals 
Staff Meeting Records 
 
 

  



Organizational Placement      Schedule #: 2002-0019 
Agency: Housing and Community Services 
Division: Community Resources     
Section: Services Outreach 
Unit: Energy 
Program: Energy Rated Homes of Oregon (ERHO) 
 
 
Program Description: 
The Energy Rated Homes of Oregon program provides Oregon homebuyers and homebuilders 
with home energy ratings. The home energy ratings can be used to qualify prospective 
homebuyers for energy efficient mortgages and to promote and/or identify energy efficient 
homes. A home energy rating indicates the energy efficiency of new or existing homes. The 
ERHO program can model/rate a home’s energy usage (using software) and compare the home’s 
energy performance against the best performance possible for that structure. Home purchasers 
can request a rating/energy audit to determine cost effective energy measures for a home. Raters, 
certified by OHCS, work in the field to rate homes. The program conducts certifier training and 
awards certification.  
 
 
Records Description: 
Program Records 
054 Certifier Records 
 Retain until re-certified or 3 years, which ever is sooner, destroy 
055 Home Rating Records 
 Retain 3 years, destroy 
 
Databases Used 
None 
 
State Agency General Records Retention Schedule Records:  
Administrative Records - OAR 166-300-0015 
Correspondence 
Training Program Records 

  



Organizational Placement      Schedule #: 2002-0019 
Agency: Housing and Community Services 
Division: Community Resources     
Section: Services Outreach 
Unit: Energy Unit 
Program: Low Income Energy Assistance (LIEAP) 
 
 
Program Description: 
The Low-Income Energy Assistance program (LIEAP) is a federally funded program utilizing 
the Low-Income Energy Assistance Block Grant through the U.S. Department of Health and 
Human Services. It is not an entitlement program. OHCS uses these funds to provide energy 
assistance payments to vendors (i.e. utilities and heating oil companies) to assure that low-
income households have assistance in meeting their winter energy bills and to prevent utility 
shut-offs. The program is delivered through a statewide network of Community Action Agencies 
(CAAs) and other community based organizations assisting lower income Oregonians. These 
organizations contract with OHCS which allocates funds on an annual basis. Program staff 
approve payments to these organizations while OHCS Financial Operations section processes, 
verifies, and makes the payments. The funds are also used to conduct outreach activities 
designed to ensure that eligible households, especially those with elderly and/or handicapped 
individuals are made aware of the assistance available. Program staff represents OHCS as an ex-
officio member on the Oregon Heat Board, which is responsible for coordinating private funding 
for low-income heating assistance and payment of those funds to energy providers, and as a 
member of the League of Utility and Social Service Agencies, which is an information-sharing 
forum for the tri-county and Marion County areas.  
 
 
Records Description: 
Program Records 
056 Federal Regulation Transmittal 
 Retain 5 years, destroy 
057 Low-Income Energy Assistance Program Records 1988 – [ongoing]  .2 c.f. 

(a) Retain annual state plan and final reports permanently, transfer to State Archives after 
5 years 

(b) Retain all other records 5 years, destroy 
058 Low-Income Energy Assistance Program Leveraging Reports 
 Retain 5 years, destroy 
 
Database Used 
OPUS 
 
State Agency General Records Retention Schedule Records:  
Administrative Records - OAR 166-300-0015 
Correspondence 
Policy and Procedures Guidelines and Manual 
 
 
 
 

  



Organizational Placement      Schedule #: 2002-0019 
Agency: Housing and Community Services 
Division: Community Resources     
Section: Services Outreach  
Unit: Energy 
Program: Low Income Weatherization Assistance 
 
 
Program Description: 
The Low-Income Weatherization Assistance program provides weatherization and energy 
conservation services at no cost to households that are income eligible under current economic  
guidelines. Qualified households must be at or below 60 percent of Oregon’s median income. 
OHCS contracts with local community organizations (including Community Action Programs 
[CAPs]) to deliver the program. Funding for the program is from the U.S. Department of Energy 
(USDOE), the Low Income Energy Assistance program (LIEAP - see separate description), 
Petroleum Violation Escrow (PVE) funds, the Bonneville Power Administration (BPA), and 
utility companies. Qualified households apply through local community organizations. Once a 
home is scheduled for weatherization an energy audit of the home occurs. The audit determines 
cost effective measures to be initiated based upon existing condition of the home and available 
funds. Services provided may include ceiling, wall, and floor insulation; energy related minor 
home repairs; storm windows; infiltration reduction; furnace repair and replacement; and energy 
conservation education. Completed work is inspected by the local participating agency to ensure 
compliance with program standards. In addition, a percentage of the work is inspected by other 
agencies through a peer review monitoring process. 
 
The program receives funds annually with the exception of the BPA funds, which were received 
as a one-time grant. The program allocates funds to the local community organizations on an 
annual basis and approves all payment requests to the organization during the year. In addition, 
the program provides technical assistance to local agencies and CAPs. Program staff  acts as 
liaison with the Oregon Energy Coordinators, the energy group of the Community Action 
Directors Organization (CADO). Finally, the program provides support services for the Advisory 
Council on Energy, required by the USDOE to provide advice and recommendations to OHCS 
on energy related policy.  
 
 
Records Description: 
Program Records 
059 Advisory Council on Energy Records 1986 – [ongoing]  1.5 c.f. 

(a) Retain minutes permanently, transfer to State Archives at end of program 
(b) Retain other records 5 years, destroy 

060 Agency Quarterly Reports 
 Retain until program ends, destroy 
061 Bonneville Power Administration Quarterly Report 
 Retain until program ends, destroy 
062 Peer Review Monitoring Records 
 Retain 3 years, destroy 
063 Service Delivery Agency Records 
 Retain 3 years, destroy 

  



063 Weatherization Program Allocation Records 
 Retain 6 years, destroy 
064 US Department of Energy Weatherization Assistance State Plan Records 1984-
[ongoing] .5 c.f. 
 (a) Retain state plan permanently, transfer to State Archives after superseded or obsolete 
 (b) Retain USDOE correspondence 3 years, destroy 
 (c) Retain plan development records until superseded or obsolete, destroy 
 (d) Retain hearing records 5 years, destroy 
 
Databases Used 
OPUS 
 
State Agency General Records Retention Schedule Records:  
Administrative Records - OAR 166-300-0015 
Correspondence 
 
 

  



Organizational Placement      Schedule #: 2002-0019 
Agency: Housing and Community Services 
Division: Community Resources     
Section: Services Outreach 
Unit: Energy Unit 
Program: Oregon Energy Assistance  
 
 
Program Description: 
The Oregon Energy Assistance program is responsible for providing energy assistance to 
qualified households in danger of losing electrical service. Eligibility is base upon household 
income and size. Eligible households must have an income at or below 60% of Oregon’s median 
income and have documented their energy costs. Both homeowner and renter households are 
eligible.  
A system of subgrantee agencies: local community action and senior service agencies are used to 
determine eligibility and certification/documentation of household energy costs, effectively 
providing field implementation of the program. 
 
 
Records Description: 
Program Records 
065 Oregon Energy Assistance Program Records 

(a) Retain successful applicant records 5 years after last assistance, destroy 
(b) Retain unsuccessful applicant records 3 years, destroy 

 
Databases Used 
OPUS 
 
State Agency General Records Retention Schedule Records:  
Administrative Records - OAR 166-300-0015 
Correspondence 
Policy and Procedure Guidelines and Manuals 
 

  



Organizational Placement      Schedule #: 2002-0019 
Agency: Housing and Community Services 
Division: Community Resources     
Section: Services Outreach 
Unit: Energy 
Program: Residential Energy Assistance Challenge Option Grant (REACH)  
 
 
Program Description: 
The Residential Energy Assistance Challenge Grant program (REACH) utilizes federal funds 
from the Low-Income Energy Assistance Block Grant (see separate description for the Low-
income Energy Assistance Grant Program), through the U.S. Department of Health and Human 
Services (HHS). The program provides co-payments on energy bills, energy education, 
residential repair and weatherization assistance, family services related to budget management, 
payment plans, and case management to families receiving low-income energy assistance.  
Services are delivered through a statewide network of Community Action Programs (CAPs) and 
other community based organizations to assist lower income Oregonians. The program allocates 
funds to CAPs at the beginning of the grant period. Throughout the grant period, program staff 
approves payments to the CAPs for services delivered, as well as provide technical assistance 
about the program. In addition, the program contracts with Oregon State University to evaluate 
selected client data. The program also provides evaluation and performance reports to HHS 
throughout the grant period.  
 
Federal funding ended June 30, 2002. Pacific Corp funded the program for the period July 1, 
2002 to June 30, 2003. 
 
 
Records Description: 
Program Records 
066 REACH Program Records 
 Retain 5 years after final grant closed, destroy 
 
Databases Used 
TRACS 
 
State Agency General Records Retention Schedule Records:  
Administrative Records - OAR 166-300-0015 
Contracts and Agreements 
Correspondence 
 
Financial Records – OAR 166-300-0025 
Grant Records

  



Organizational Placement      Schedule #: 2002-0019 
Agency: Housing and Community Services 
Division: Community Resources     
Section: Services Outreach  
Office: Office of Manufactured Dwelling Park Community Relations 
 
 
Program Description: 
The Office of Manufactured Dwelling Park Community Relations provides dispute resolution 
and mediation services to landlords and tenants of manufactured dwelling parks per ORS 
446.515 - 446.547. Created in 1989 as the Manufactured Dwelling Park Ombudsman program, 
the Office has three primary responsibilities: to assist park residents and landlords to resolve 
potential disputes; provide information regarding the rights and responsibilities of tenants and 
landlords (under ORS 90.505 to 90.840 and 446); and to gather information for legislators, the 
public, and others about manufactured dwelling park living including maintaining a current 
directory of manufactured parks in Oregon. The program is funded by an annual fee levied by 
county assessors upon each manufactured dwelling assessed as personal property. In addition, 
OHCS partners with several Community Dispute Resolution Centers throughout Oregon to 
provide direct mediation opportunities to those involved with manufactured dwelling living. 
Program staff also helps to develop administrative rules relating to manufactured park dwellings 
dispute resolution.  
 
 
Records Description: 
Program Records 
067 Contact and Case Tracking Records 
 Retain records 10 years after final disposition, destroy 
068 Manufactured Dwelling Park Data Collection Records 1990 – 1995  .25 c.f. 

(a) Retain report to Legislative Assembly (1990 –1995) permanently, transfer to State 
Archives 5 years after program ends. 

(b) Retain all other records 5 years, destroy 
069 Mediation Case Records 

Retain mediation case records 10 years after final disposition, destroy 
070 Manufactured Dwelling Park Records 
 Retain 5 years, destroy 
071 Service Evaluation Statistics Records 
 Retain 5 years after program ends, destroy 
072 Service Statistics Reports 

(a) Retain phone logs 10 years, destroy 
(b) Retain spreadsheet statistics 5 years after program ends, destroy 

 
Databases Used 
Madtrack Defunct/Out of Service. Storing Data 
MDPO  Defunct/Out of Service. Storing data 
 
 
 
 
 

  



State Agency General Records Retention Schedule Records:  
Administrative Records - OAR 166-300-0015 
Administrative Rule Preparation Records 
Contracts and Agreements 
Correspondence 
Mailing Lists 
Scheduling Records 
 
Financial Records - OAR 166-300-0025   
Cash Receipts 
 
 
 
 
 

  



Organizational Placement      Schedule #: 2002-0019 
Agency: Housing and Community Services 
Division: Financial Management    
Section: Business Services  
 
 
Program Description: 
The Business Service section is responsible for facility and records management, mail 
processing, customer service and reception, internal communications, purchasing of supplies, 
conference planning, and risk management. 
 
 
Records Description: 
Program Records 
073 Awards of Excellence Records 
 Retain 2 years, destroy 
074 Cash Key (Parking Keys) Records 
 Retain 6 years, destroy 
075 Dues and Subscription Records 
 Retain 6 years, destroy 
076 Insider Staff Newsletter 
 Retain 2 years, destroy 
077 North Mall Office Building Space Allocation Planning Records 
 Retain until superseded or agency relocation, whichever is sooner, destroy 
078 Resource Library Records 
 Retain until superseded or obsolete, destroy 
079 Telecommunications Directory Records 
 Retain until superseded or obsolete, destroy 
080 Vending Machine Records 

(a) Retain contract/agreement 6 years after expiration, destroy 
(b) Retain petty cash records 6 years, destroy 
(c) Retain service records 6 months, destroy 

 
Databases Used 
None 
 
State Agency General Records Retention Schedule Records:  
Administrative Records - OAR 166-300-0015 
Administrative Rule Preparation Records 
Conference, Seminar, and Training Program Records  
Governors Referrals (see Correspondence) 
Name Badges (see Key Assignment Records) 
Policy and Procedure Guidelines and Manuals 
Policy Development and Planning Records 
Postal Records 
Publication Preparation Records 
Signature Authorizations 
Visitor Logs 
 

  



Facilities/Property Records - OAR 166-300-0020 
Equipment Maintenance Records 
Facility Work Orders 
 
Financial Records - OAR 166-300-0025   
Budget Preparation Records 
Petty Cash Fund Records 
Purchasing Records (including custodian supply orders) 
 
Information Management Records - OAR 166-300-0030  
Records Management Records 
 
Payroll Records - OAR 166-300-0035 
Leave Applications 
 
Personnel Records - OAR 166-300-0040  
Employee Personnel Records 
 
Risk Management Records - OAR 166-300-0045 
Emergency Response Plans and Procedures 

  



Organizational Placement      Schedule #: 2002-0019 
Agency: Housing and Community Services 
Division: Financial Management    
Section: Debt Management  
 
 
Program Description: 
The Debt Management section is responsible for supporting the agency’s issuing of bonded debt 
to acquire mortgage loans below market interest rates in support of the department’s mission to 
provide below market rate home loans to Oregonians at or below median income levels. The 
section handles the administration of bonded debt including assuring compliance with legal and 
bond requirements, processing debt service payments to bond holders, preparing information for 
financial markets, bond program accounting, and coordination of the debt issuance process. In 
addition, the section manages loans servicing and investor reporting on acquired single-family 
properties. 
 
 
Records Description: 
Program Records 
None 
 
Database Records 
None 
 
State Agency General Records Retention Schedule Records:  
Administrative Records - OAR 166-300-0015 
Correspondence 
 
 

  



Organizational Placement      Schedule #: 2002-0019 
Agency: Housing and Community Services 
Division: Financial Management    
Section: Debt Management  
Program: Bonded Debt Management 
 
 
Program Description: 
The Bonded Debt Management program is responsible for the issuance, ongoing administration, 
and accounting of bonded debt managed by the Department for the purpose of providing 
financing for affordable housing programs within Oregon, per ORS 456 and 458. Bond issuance 
responsibilities include monitoring the financial market and structuring bond sales and calls; 
preparing and gathering all information needed for the bond sale documents; coordinating the 
redemption of bonds and processing debt service payments due to bond holders; preparing 
information for disclosure to financial markets; and interacting with a wide variety of outside 
parties and other OHCSD staff in the debt issuance and redemption process. Additional 
responsibilities include monitoring and ensuring compliance with various legal and bond 
indenture requirements including arbitrage, disclosure under municipal securities laws, and other 
compliance requirements of the federal tax law. In addition to maintaining compliance with 
federal tax law and IRS regulations, the program ensures that disclosures required by the 
Securities and Exchange Commission (SEC) and the Municipal Securities Ruling Board (MSRB) 
are appropriately made. Program staff work with financial advisors to maintain the long-term 
stability of Department programs while establishing, implementing, and updating policies and 
procedures to ensure the Department follows sound fiscal practices. The program coordinates 
outstanding bonds and coupons that escheat to the Division of State Lands, Trust Property Unit. 
 
 
Records Description: 
Program Records 
081 Arbitrage Rebate Records 
 Retain 6 years after final redemption or maturity of bond, destroy 
082 Bond and Coupon Escheatment Records 
 Retain 6 years after final redemption or maturity of bond, destroy 
083 Bond Indenture Test Requirements Records 
 Retain 40 years, destroy 
084 Debt Administration Records (Bond Information Schedules) 
 Retain 40 years, destroy 
085 Bond Sale Transcripts (Bound Volumes) 
 Retain 100 years, destroy 
086 Bond Sale Working Papers 
 Retain 6 years after final redemption or maturity of bond, destroy 
087 Debt Service Payment Records 
 Retain 6 years after final redemption or maturity of bond, destroy 
088 Quarterly Disclosure Reports 
 Retain 10 years, destroy 
089 Private Activity Cap/Statutory Requirements Records 
 Retain 6 years after final redemption or maturity of bond, destroy 

  



 
Databases Used 
None 
 
State Agency General Records Retention Schedule Records:  
Administrative Records - OAR 166-300-0015 
Correspondence 
Mailing Lists 
Policy and Procedure Guidelines and Manuals 
Policy Development and Planning Records 
Scheduling Records 
 
 

  



Organizational Placement      Schedule #: 2002-0019 
Agency: Oregon Housing and Community Services 
Division: Financial Management    
Section: Debt Management  
Program: Loan Servicing 
 
 
Program Description: 
The Loan Servicing program is responsible for coordinating loan servicing activities for the 
Department’s bond programs (see separate description for Bonded Debt Management). The 
program directs approved loan services, and financial institutions, in the collection and 
foreclosure activities for a variety of department programs and services approved by the 
Department’s Chief Financial Officer. Loan Servicing administers the processing and managing 
of loans using funds generated from bond sales. Program staff review, monitor, track, and 
evaluate financial information  (i.e. loan activity, service and reconciliation, acquired property, 
foreclosures, and delinquencies) submitted by servicers. Oregon Housing and Community 
Services tracks the information in the Loan Information Processing System (LIPS). The program 
serves as a liaison providing technical assistance and guidance, monitors litigation, and ensures 
that servicers comply with Department servicing and remittance guidelines submitting accurate 
information and remittances in a timely manner. Performing annual reviews of servicers for 
compliance with Oregon’s Depository Law (ORS 295) is a responsibility of the program. In 
addition, the program administers mortgage pool insurance policies for single-family mortgages, 
including processing annual or monthly premium billings. Single-family acquired properties 
acquired through foreclosure are managed by the program until final disposition of the property. 
 
 
Records Description: 
Program Records 
090 Acquired Property Records 
 Retain 6 years after final disposition of property, destroy 
091 Federal Census Report (Mortgage Loan Flows and Commitments Report) 
 Retain 3 years, destroy 
092 Funds Transmittal Payoff Advices 
 Retain 6 years, destroy 
093 Individual Loan Information (Loan Information Processing System; [LIPS]) Records 
 (a) Retain LIPS reports 3 years, destroy 
 (b) Retain all other records 40 years, destroy 
094 Loan Servicer Records 

(a) Retain certificate of participation records until superseded or obsolete, destroy 
(b) Retain agreements 6 years after expiration, destroy 
(c) Retain correspondence 6 years, destroy 
(d) Retain all other records 6 years after last activity by servicer, destroy 

095 Loan Servicer Reconciliations for Loan Balance and Cash Received 
(a) Retain end of year reconciliations 6 years, destroy 
(b) Retain monthly reconciliations until issuance of year-end reconciliation, destroy 

096 Litigation Servicing Records 
 Retain 6 years after final disposition of case, destroy 
097 Mortgage Pool Insurance Contracts 
 Retain 6 years after expiration, destroy 

  



098 Premium Payment Records 
 Retain 6 years after final/last monthly premium payment, destroy 
099 Proceeds Analysis for Single/Multi Family Loans 
 Retain 6 years, destroy 
 
 
Databases Used 
Loan Information Processing System (LIPS) 
 
State Agency General Records Retention Schedule Records:  
Administrative Records - OAR 166-300-0015 
Correspondence 
Mailing Lists 
Policy and Procedure Guidelines and Manuals 
Scheduling Records 
 
Financial Records - OAR 166-300-0025 
Cash Receipt Records 
    

  



Organizational Placement      Schedule #: 2002-0019 
Agency: Housing and Community Services 
Division: Financial Management    
Section: Financial Operations 
Program:  General Accounting 
 
 
Program Description: 
The Financial Operations section is responsible for preparing and executing the agency budget, 
ensuring agency and program compliance with state and federal fiscal requirements, and 
evaluating and improving internal financial control structures. The section coordinates agency 
financial activities pertaining to disbursements, budget preparation and tracking, federal grant 
monitoring and reporting, cash management, and cost allocation using the Statewide Financial 
Management Application (SFMA) maintained by the Department of Administrative Services. 
The section also develops and maintains contracts for the allocation of federal and state grant 
awards between OHCS and its subgrantees, for the Commission on Voluntary Action and 
Services (COVAS), and for personal and professional service contracts. Section personnel 
provide training and technical assistance on fiscal contract and reporting compliances to 
subgrantees and agency staff. 
 
 
Records Description: 
Program Records 
100 Clay Tower Project Records 
 Retain 6 years after end of loan term, destroy 
101 Deposit Authorizations 
 Retain 6 years after authorization expires or is superseded, destroy 
102 Federal Grant Programs Financial Status Reports  [1991-ongoing] 1.5 c.f. 

(a) Retain final expenditure report permanently, transfer to State Archives after 6 years 
(b) Retain all other reports 6 years after contract expires, destroy 

103 Federal 1099G Records 
 Retain 6 years, destroy 
104 Financing Adjustment Factor (FAF) Records 
 Retain 6 years, destroy 
105 Monthly Grant Reports 
 (a) Retain final monthly report 6 years after contract expires, destroy 
 (b) Retain monthly reports until superseded by following month, destroy 
106 Omnibus Contract/Grant/Subgrantee Records 
 Retain 6 years after contract expires, destroy 
107 Subgrantee Records Internal Audit Reports 

Retain Internal Audit Reports and Financial Management Reviews 6 years after contract 
expires, destroy 

108 Subgrantee Financial Management Reviews 
 Retain 6 years after contract expires, destroy 
 
 
Databases Used 
Winsaga (U.S. Dept. of Energy) 
 

  



State Agency General Records Retention Schedule Records:  
Administrative Records - OAR 166-300-0015 
Contracts and Agreements 
Correspondence 
Signature Authorizations 
 
Facilities/Property Records – OAR 166-300-0020 
Fixed Asset Records 
 
Financial Records - OAR 166-300-0025   
Account Reconciliation Records 
Budget Preparation Records 
Cash Receipts 
Fiscal Correspondence 
Vouchers 
 
 
 
 
 
 
 
 
 

  



Organizational Placement      Schedule #: 2002-0019 
Agency: Housing and Community Services 
Division: Financial Management    
Section: Financial Services 
  
 
Program Description: 
The Financial Services section is responsible for maintaining the Department’s accounting 
records and financial reporting, both internally for management purposes and externally to bond 
trustees, the State of Oregon, the federal government, and the financial community. The section 
provides financial and investment analysis, management decision analysis, and internal 
operational control assessments. In addition, the section is responsible for the Department’s 
investment portfolio, payroll and benefits, accounts receivable, fixed assets, and cashiering. It 
provides the primary contact with trustees and ensures loan purchases and investments are made 
in accordance within bond indenture requirements. 
 
In addition, the section is responsible for preparing the agency’s annual financial report. The 
section analyzes, researches, and complies with various rules, regulations, statutes, and standards 
related to preparing the annual financial report. The section coordinates the appropriate 
accounting adjustments; prepares statistical and narrative data; and develops specialized 
schedules and reports in order to accurately present the financial condition of the agency’s 
Enterprise Fund. In addition, the section coordinates with the State Audits Division responding 
to inquiries during audit periods. 
 
 
Records Description: 
Program Records 
109 Financial Reports 
 Retain 6 years, destroy 
 
Database Records 
None 
 
State Agency General Records Retention Schedule Records:  
Administrative Records - OAR 166-300-0015 
Correspondence 
 
Financial Records - OAR 166-300-0025   
Account Receivable and Payable Records 
Accounting Input Records 
Annual Financial Report 
Audit Reports 
Cash Receipts 
Fiscal Correspondence 
  
 
 
 
 

  



 
 

  



Organizational Placement      Schedule #: 2002-0019 
Agency: Housing and Community Services 
Division: Financial Management    
Section: Financial Services 
Program: Bond and Investment Committee (Investment Management) 
 
 
Program Description: 
The Bond and Investment Committee is responsible for managing daily activities of the 
investment portfolio which includes coordinating the investment of funds, contacting investment 
brokers to obtain quotes, processing investment transactions; and tracking activities on 
investments to maturity. The Bond and Investment Committee is the primary contact with 
trustees and ensures loan purchases and investments are made in accordance with indenture 
requirements. In addition, the Bond and Investment Committee updates and provides oversight 
for the OHCS investment policy and maintains a portfolio of investment related reports.  
 
 
Records Description: 
Program Records 
110 Investment Policy Records 1993 – [ongoing] .50 c.f. 
 Retain permanently, transfer to State Archives after 20 years. 
111 Investment Reconciliation Records 
 Retain 6 years after maturity, destroy 
112 Investment Trade and Accounting Records 
 Retain 6 years after maturity, destroy 
113 Monthly Investment Reports 
 Retain 6 years after maturity, destroy 
114 Mortgage Loan Purchase Records 
 Retain 36 years, destroy  
115 Trustee Statements 

(a) Retain annual trustee statements 6 years after bond maturity or final redemption, 
destroy 

(b) Retain monthly trustee statements 4 years, destroy 
(c) Retain source documents 6 years, destroy 

 
 
Databases Used 
None 
 
State Agency General Records Retention Schedule Records:  
Administrative Records - OAR 166-300-0015 
Correspondence 
Mailing Lists 

  



Organizational Placement      Schedule #: 2002-0019 
Agency: Housing and Community Services 
Division: Financial Management    
Section: Financial Services 
Program: Payroll and Employee Benefits 
 
 
Program Description: 
Payroll and Employee Benefits is responsible for administering the Department’s payroll and 
employee benefit services. Payroll and Employee Benefits is responsible for assuring that 
employees enter time accurately; process all employee payroll data and withholding information 
into the Oregon State Payroll System (OSPS),; provide information to staff on health, dental, life, 
and disability insurance, as well as retirement, deferred compensation, voluntary deductions, and 
other benefit information; respond to payroll inquiries by outside entities; and assist employees 
with payroll and benefit questions. (Personnel functions are managed by the Human Resources 
Management section - see separate description.) 
 
 
Records Description: 
Program Records 
None 
 
Databases Used 
Oregon State Payroll System (OSPS) Oregon Department of Administrative Services 
Personnel and Position Database (PPDB) Oregon Department of Administrative Services 
 
State Agency General Records Retention Schedule Records:  
Administrative Records - OAR 166-300-0015 
Correspondence 
 
Payroll Records - OAR 166-300-0035 
Deduction Registers 
Employee Payroll Records 
Employee Time Records 
Federal and State Tax Records 
Family Medical Leave Records 
Oregon State Payroll System Records 
Payroll Administrative Reports 
Unemployment Compensation Claim Records 
Unemployment Reports 
 
 

  



Organizational Placement      Schedule #: 2002-0019 
Agency: Housing and Community Services 
Division: Housing 
Unit: Architectural Consultation  
 
 
Program Description: 
The Architectural Consultation unit provides technical expertise and assistance to new 
construction, acquisition, and rehabilitation OHCS projects to ensure the Department’s mission 
of providing affordable and “habitable” housing is met. The team is responsible for ensuring that 
neighborhood/site continuity in structure design is met to alleviate the “not in my backyard” 
syndrome common to housing development. The team enables projects to blend seamlessly into 
the existing community thereby sustaining and improving community livability. Prior to 1998 
Architectural Consultation was conducted via contracted services with oversight responsibility in 
the Housing Finance section. The Architectural Consultation team is responsible for the 
development, implementation, and oversight of architectural standards and drawings relevant to 
Department projects and programs per ORS 456.  
 
 
Records Description: 
Program Records 
116 Building/Project Architectural Records 

(a) Retain funded project records 6 years after term of affordability ends, destroy 
 (b) Retain denied/withdrawn project applications 3 years, destroy 
 
Databases Used 
None 
 
State Agency General Records Retention Schedule Records:  
Administrative Records - OAR 166-300-0015 
Correspondence 
Architectural Standards and Requirements (see Policy and Procedure Guidelines and Manuals) 
 
 

  



  
Organizational Placement      Schedule #: 2002-0019 
Agency: Housing and Community Services 
Division: Housing 
Section: Housing Finance  
 
 
Program Description: 
The Housing Finance section is responsible for optimizing available resources to provide quality, 
affordable housing primarily for low to moderate income families by providing feasible 
financing opportunities to borrowers. The section is responsible for identifying, underwriting, 
and temporary monitoring of loans, as well as loan guarantees. Department loan programs offer 
below market, fixed interest rate mortgages from the proceeds of tax-exempt bonds. For profit, 
non-profit, and government entity borrowers may access programs directly through the section’s 
loan application and approval process. 
 
In addition, the section is responsible for restructuring existing portfolio loans, making 
improvements to existing programs, and developing new financing programs. Income generated 
by loan programs provides additional opportunities to support low and moderate-income families 
through other OHCS programs. 
  
 
Records Description: 
Program Records 
None 
 
Databases Used 
Department’s Information System for Housing (DISH) 
PROMIS 
Loan Information Processing System 
 
State Agency General Records Retention Schedule Records:  
Administrative Records - OAR 166-300-0015 
Correspondence 
 
 

  



Organizational Placement      Schedule #: 2002-0019 
Agency: Housing and Community Services 
Division: Housing 
Section: Housing Finance 
Program: Community Integration Project (CIP) 
  
 
Program Description: 
The Community Integration Project (CIP) is a limited duration program established to 
accomplish downsizing of Fairview Training Center, which provided housing, care, and training 
for developmentally disabled persons. Fairview residents have been moved to group care homes 
where the residents are receiving the care and services that meet federal requirements. The 
Oregon Mental Health and Development Disability Services Division (MHDDSD) provides 
funds (per ORS 427.009) to OHCS for the acquisition, construction, and /or rehabilitation of 
group care homes. During the construction/rehabilitation phase, OHCS prepared loan documents 
for sponsors to sign, securing MHDDSD as beneficiary. Upon completion of group care home 
projects the MHDDSD loan documents are replaced with a 30-year and 6-year note with one 
trust deed, securing OHCS as the beneficiary. A second lien deed trust deed and trust deed note 
with MHDDSD as beneficiary is also recorded against the property for the difference between 
the Department’s loan and the total project costs, less a development fee paid to the sponsor. The 
MHDDSD second lien is at zero percent interest for the same term as the department’s first lien. 
The second lien balance reduces each month by an amount determined by dividing the loan 
balance by the number of months in the loan term.  OHCS makes periodic property inspections 
for the life of the loans to ensure projects remain in good repair (see separate description for the 
Housing Programs Management section). 
 
 
Records Description: 
Program Records 
117 Care Provider Entity Records 
 Retain 6 years after loan term ends, destroy 
118 Community Integration Project Funds Summary Records 
 Retain 5 years after project ends, destroy 
119 Community Integration Program 30 Year Mortgage Records 
 Retain 6 years after loan closure, destroy 
120 Non-Profit Sponsor Entity Records 
 Retain 6 years after loan term ends, destroy 
121 Project Meeting Records 
 Retain 5 years after project ends, destroy 
122 Six Year Mortgage Billing Records 
 Retain 6 years after loan closure, destroy 
123 Special (Diversion) Projects Records 
 Retain present and past previous biennium, destroy 
 
 
Databases Used 
Loan Information Processing System (LIPS) 
PROMIS 
 

  



State Agency General Records Retention Schedule Records:  
Administrative Records - OAR 166-300-0015 
Correspondence 
 
Financial Records – OAR 166-300-0025 
Grant Records 
 

  



Organizational Placement      Schedule #: 2002-0019 
Agency: Housing and Community Services 
Division: Housing 
Section: Housing Finance 
Program: Elderly and Disabled Loan 
 
 
Program Description: 
The Elderly and Disabled Loan Program uses tax-exempt general obligation bonds to provide 
long-term financing for the development of multi-unit housing for elderly and disabled residents. 
Eligible developments include new construction, acquisitions, and rehabilitations of 
developments such as apartments, assisted living facilities (ALF), residential care facilities 
(RCF), congregate care facilities (CCF), and adult foster homes. There must be a minimum of 
two or more living units. Borrowers may be non-profit, for profit, or government entity 
developers of affordable housing and may be an individual (sole proprietorship), partnership or 
corporation.  
 
Program responsibilities include providing technical assistance to potential borrowers about the 
program requirements, and coordinating the loan application and approval process (the 
application is presented to the OHCS Finance Committee and State Housing Council for 
approval).  
 
 
Records Description: 
Program Records 
124 Elderly and Disabled Loan Program Records 

(a) Retain approved loan records 6 years after loan term ends, destroy 
(b) Retain appraisals 3 years, destroy 
(c) Retain withdrawn/denied applications 3 years, destroy 

 
Databases Used 
Department’s Information System for Housing (DISH) 
Loan Information Processing System (LIPS) 
PROMIS 
 
State Agency General Records Retention Schedule Records:  
Administrative Records - OAR 166-300-0015 
Correspondence 
 
 
 

  



Organizational Placement      Schedule #: 2002-0019 
Agency: Housing and Community Services 
Division: Housing 
Section: Housing Finance  
Program: Loan or Lease Guarantee  
 
 
Program Description: 
The Loan/Lease Guarantee program provides loan and/or lease guarantees to facilitate 
construction of new housing or acquisition and/or rehabilitation of existing structures for low and 
very low income housing units. Loan guarantees may cover up to 25% of the original principal 
balance of a loan. Lease guarantees may cover the entire lease obligation.  To participate, a 
lender, leasing company, or sponsor submits a request to OHCS for a loan or lease guarantee. 
The Department has wide flexibility on the type of loan or lease that can be guaranteed. 
Preference is given to those projects insuring the longest possible use of the limits for the 
targeted group and providing a service program that addresses many of their specific needs, such 
as health care, child care, and alcohol and drug treatment. The annual fee for a loan or lease 
guarantee is 1% of the amount guaranteed. Program staff reviews the request and coordinate the 
approval process with the Department’s Finance Committee and the State Housing Council. The 
program continues to monitor project status until the guarantee period ends. 
 
 
Records Description: 
Program Records 
125 Loan or Lease Guarantee Program Records 

(a) Retain 6 years after guarantee period ends, destroy 
(b) Retain withdrawn/denied applications 3 years, destroy 
(d) Retain appraisals 3 years, destroy 
 

 
Databases Used 
Department’s Information System for Housing (DISH) 
PROMIS 
 
State Agency General Records Retention Schedule Records:  
Administrative Records - OAR 166-300-0015 
Correspondence 
 
 

  



Organizational Placement     Schedule #: 2002-0019 
Agency: Housing and Community Services 
Division: Housing 
Section: Housing Finance 
Program: Manufactured Home Park Purchase Predevelopment  
 
 
Program Description: 
The Manufactured Home Park Purchase Predevelopment program provides technical and 
financial assistance for tenant-based non-profit purchase and development of their own 
manufactured dwelling parks. Loans for predevelopment and initial costs, such as attorney fees, 
environmental studies, and appraisals, are available to qualified park purchase associations. The 
program’s objective is to help stabilize rents in the purchased parks by eliminating the profit 
margin and continued sale of the parks. The program’s funding came from a one-time $5.00 
assessment levied against all mobile homes classified as personal property. Ongoing 
administrative costs are charged against the fund with the balance available for loans for initial 
costs related to park purchase. The maximum loan amount is $100,000. 
 
 
Records Description: 
Program Records 
126 Manufactured Dwelling Park Purchase Loan Program Records 

(a) Retain approved loan records 6 years after loan term ends, destroy 
(b) Retain withdrawn/denied applications 3 years, destroy 
(c) Retain appraisals 3 years, destroy 

 
Databases Used 
Department’s Information System for Housing (DISH) 
 
State Agency General Records Retention Schedule Records:  
Administrative Records - OAR 166-300-0015 
Correspondence 
 
 
 
 
 
 
 

  



Organizational Placement      Schedule #: 2002-0019 
Agency: Housing and Community Services 
Division: Housing 
Section: Housing Finance 
Program: Oregon Rural Rehabilitation Loan 
 
 
Program Description: 
The Oregon Rural Rehabilitation Loan program administers loans through a fund used 
exclusively for farm worker housing projects. The program was funded with a $700,000 transfer 
from the Oregon Division of State Lands to help meet the critical need for farm worker housing. 
The maximum individual loan available is $100,000 or 35% of project costs, whichever is less, 
with a 1% interest rate to nonprofit sponsors and a 3% rate to for-profit sponsors. The maximum 
loan term is ten years. Program responsibilities include coordinating the loan application and 
approval process (the application is presented to OHCS Finance Committee and the State 
Housing council for approval). Once the funds are distributed and the loan closed, the Asset and 
Property Management Division monitors the loan (see separate description).  
 
 
Records Description: 
Program Records 
127 Oregon Rural Rehabilitation Loan Program Records 

(a) Retain approved loan records 6 years after loan term ends or repayment, destroy 
(b) Retain withdrawn/denied applications 3 years, destroy 
(c) Retain appraisals 3 years, destroy 

 
 
Databases Used 
Loan Information Processing System (LIPS) 
 
State Agency General Records Retention Schedule Records:  
Administrative Records - OAR 166-300-0015 
Correspondence 
 
 

  



Organizational Placement      Schedule #: 2002-0019 
Agency: Housing and Community Services 
Division: Housing 
Section: Housing Finance 
Program: Pass-Through Revenue Bond Financing 
 
 
Program Description: 
The Pass-Through Revenue Bond Financing program provides funding assistance for the 
construction, rehabilitation, and acquisition of affordable housing for lower-income Oregonians. 
The program provides flexibility and simplification in loan structuring, underwriting, approval, 
and monitoring.  
 
 
Records Description: 
Program Records 
128 Pass – Through Revenue Bond Financing Program Records 

(a) Retain approved loan records 6 years after loan term ends, destroy 
(b) Retain withdrawn/denied applications 3 years, destroy 
(c) Retain appraisals 3 years, destroy 

 
Databases Used 
Department’s Information System for Housing (DISH) 
PROMIS 
 
State Agency General Records Retention Schedule Records:  
Administrative Records - OAR 166-300-0015 
Correspondence 
 
 

  



Organizational Placement      Schedule #: 2002-0019 
Agency: Housing and Community Services 
Division: Housing 
Section: Housing Finance  
Program: Predevelopment Loan 
 
 
Program Description: 
The Predevelopment Loan program facilitates the development of high quality, affordable 
housing by providing below market financing and flexible terms for property acquisition and 
typical predevelopment expenses. Resources for the program include Department funds and 
different partnerships with Fannie Mae. The program provides low-interest loans for eligible 
predevelopment costs to qualified non-profit and for-profit housing developers. Program 
responsibilities include coordinating the loan application and approval process. Loans are 
approved by the Department’s Finance Committee and the State Housing Council. The borrower 
is required to submit monthly progress reports to OHCS until the loan is paid off. 
 
 
Records Description: 
Program Records 
129 Predevelopment Loan Records 

(a) Retain approved loan records 6 years after loan term ends, destroy 
(b) Retain withdrawn/denied applications 3 years, destroy 
(c) Retain appraisals 3 years, destroy 

 
Databases Used 
Department’s Information System for Housing (DISH) 
PROMIS 
 
State Agency General Records Retention Schedule Records:  
Administrative Records - OAR 166-300-0015 
Correspondence 

  



Organizational Placement      Schedule #: 2002-0019 
Agency: Housing and Community Services 
Division: Housing 
Section: Housing Finance 
Program: Risk Sharing; Multi-Unit Rental Housing 
 
 
Program Description: 
The Risk Sharing; Multi-Unit Rental Housing program is a partnership between the Department 
of Housing and Urban Development (HUD) and OHCS for the credit enhancement of tax exempt 
bond financing to provide permanent first mortgage financing for the affordable multi-family 
rental housing (new construction or rehabilitation). OHCS is approved by HUD to underwrite, 
originate, and service FHA insured multi-family loans equally sharing the risk of any losses with 
HUD. The Department issues tax exempt bonds for the program within its annual allocation of 
private activity bond cap for the State of Oregon. Program staff coordinates the pre- and final 
application process. Projects must be approved by the OHCS Finance Committee, HUD, and the 
State Housing Council. The borrower is required to submit monthly progress reports prior to loan 
closure. Once the loan is closed, the Housing Programs section monitors the loan (see separate 
description). 
 
 
Records Description: 
Program Records 
130 Risk Sharing Loan Records 

(a) Retain approved loan records 6 years after loan term or repayment ends, destroy 
(b) Retain withdrawn/denied applications 3 years, destroy 
(c) Retain appraisals 3 years, destroy 

 
Databases Used 
Department’s Information System for Housing (DISH) 
Loan Information Processing System (LIPS) 
PROMIS 
 
State Agency General Records Retention Schedule Records:  
Administrative Records - OAR 166-300-0015 
Correspondence 
 
 
 

  



Organizational Placement      Schedule #: 2002-0019 
Agency: Housing and Community Services 
Division: Housing 
Section: Housing Finance 
Program: Seed Money Advance Loan 
 
 
Program Description: 
The Seed Money Advance Loan program is a revolving loan fund, which provides no-interest 
loans to qualified non-profit sponsors and low-interest loans to qualified for-profit housing 
sponsors. The maximum loan amount is $40,000. The loans are used to pay predevelopment 
costs before construction loan proceeds become available. The maximum loan term is nine 
months unless extended by the Department. Nonprofit sponsors are not charged an interest rate; 
however, for-profit sponsors are charged 50% of the prime lending rate established by New York 
commercial banks at the time of closing. A 2% loan-processing fee is charged to all borrowers. 
 
Program responsibilities include coordinating the loan application and approval process. Loans 
are approved by the Department’s Financial Committee and the State Housing Council. The 
borrower is required to produce monthly progress reports to OHCS until the loan is paid off. 
 
Sponsoring entities eligible to receive funding with department approval include not-for-profit 
housing corporations, for-profit housing sponsors, housing authorities, urban renewal agencies, 
and government entities. Funds may only be used for predevelopment costs including 
architectural design, legal fees, environmental studies, appraisals, land acquisition costs, 
federal/state application fees, and development cost approved by the Department. 
 
 
Records Description: 
Program Records 
131 Seed Money Advance Loan Program Records 

(a) Retain approved loan records 6 years after loan term ends or repayment, destroy 
(b) Retain withdrawn/denied applications 3 years, destroy 
(c) Retain appraisal records 3 years, destroy 

 
Databases Used 
Department’s Information System for Housing (DISH) 
 
 
State Agency General Records Retention Schedule Records:  
Administrative Records - OAR 166-300-0015 
Correspondence 

  



Organizational Placement      Schedule #: 2002-0019 
Agency: Housing and Community Services 
Division: Housing 
Section: Housing Resources  
 
 
Program Description: 
The Housing Resources section is responsible for administering the Department’s grant and tax 
credit programs. Through it’s activities the Housing Resource section provides housing related 
financial assistance carrying out the spirit of the OHCS mission to work in partnership to 
develop, finance, and preserve locally supported housing and to provide community based 
services. 
 
The Housing Resources section manages affordable housing grant funds to bridge the difference 
between private and public financing to ensure feasibility through restricted affordable rents and 
total project costs. The section works to create long-term affordable housing developments with 
services to enhance the lives and capabilities of lower income Oregonians. Funds are made 
available on a competitive basis twice annually through a Consolidated Funding Cycle (CFC) 
and subsides are provided through either direct grants or tax incentives. The CFC application 
process enables sponsors to choose among OHCS’s available resources in a single application. 
Available resources typically enable project sponsors to maintain long-term affordability without 
on going subsidies. Typically sponsors are required to maintain affordability for 40 to 50 years. 
 
In addition, the Housing Resources section provides oversight, guidance, and leadership to 
Housing Resource section programs. Responsibilities include budget development, purchasing, 
personnel and payroll, and policy and procedure development.  
 
 
Records Description: 
Program Records 
132 Consolidated Funding Cycle Application Packet 
 Retain until superseded or obsolete, destroy 
133 Project Summary List 
 Retain until superseded, or obsolete, destroy 
 
Databases Used 
Department’s Information System for Housing (DISH) 
 
 
State Agency General Records Retention Schedule Records:  
Administrative Records - OAR 166-300-0015 
Correspondence 
Policy and Procedure Guidelines and Manuals 

  



Organizational Placement      Schedule #: 2002-0019 
Agency: Housing and Community Services 
Division: Housing  
Section: Housing Resources 
Program: Alcohol and Drug Free Housing (ADF) 
 
 
Program Description: 
The Alcohol and Drug Free Housing program is responsible for providing grant funding to create 
new housing or to acquire and/or rehabilitate existing structures to provide affordable housing 
for individuals recovering from substance abuse. Funding is provided from the Department of 
Human Services 2001-2003 budget, through the Office of Mental Health and Addiction Services. 
Projects must set aside one “designated unit” for every $34,000 of ADF funds received and each 
“designated unit” must be occupied by at least one household member actively engaged in a 
substance abuse treatment program. Project related resident services must be provided and the 
minimum period of affordability is 25 years. 
 
Applicants apply for ADF funds through the Consolidated Funding Cycle (CFC), a twice-yearly 
application for OHCS grant and tax credit subsidies for rental housing. The CFC enables project 
sponsors to choose or combine OHCS’s resources in a single application. Program staff 
coordinates project approval, approves draw requests, and receives monthly progress reports 
submitted by project sponsors. Once the project is complete, the Office of Mental Health and 
Addiction Services will complete the monitoring function. Specific documentation, including 
project use agreements and annuals reports are copied to OMHAS. 
 
 
Records Description: 
Program Records 
134 Alcohol and Drug Free Housing Program Records 
 (a) Retain funded project records 6 years after term of affordability met, destroy 

(b) Retain withdrawn/denied applications 3 years, destroy 
 
Databases Used 
None 
 
State Agency General Records Retention Schedule Records:  
Administrative Records - OAR 166-300-0015 
Correspondence 
 
 

  



Organizational Placement      Schedule #: 2002-0019 
Agency: Housing and Community Services 
Division: Housing  
Section: Housing Resources 
Program: Community Development Block Grant (CDBG) 
 
 
Program Description: 
The Community Development Block Grant Housing Rehabilitation program provides grant 
funding to cities and counties throughout rural Oregon. Funding is provided to assist rural cities 
and counties to facilitate the renovation, modification, accessibility, and weatherization of 
existing housing within their jurisdiction. Typically funds are provided to owner-occupied 
single-family homes. U.S. Housing and Urban Development (HUD) provide funding resources. 
The grant limit is set at $500,000. 
 
Municipalities applying for funding must be in non-entitlement areas of the state. All loan funds 
made to low-income homeowners are secured by trust deeds and promissory notes liens against 
the renovated property. Loans are typically repaid upon transfer of the title. Eligible emergency 
repairs include items considered below HUD section 8 housing quality standards. Individual 
loans typically do not exceed $25,000. Program income from repaid loans enable the 
municipality to build revolving loan fund programs. 
 
Applicants apply through the annual CDBG competitive funding process. Once the grant is 
closed out the program income funds remain in the local region to build the revolving fund to a 
sustainable level. 
 
 
Records Description: 
Program Records 
135 Community Development Block Grant Housing Rehabilitation Records 
 (a) Retain grant records 5 years after grant closed out, destroy 

(b) Retain withdrawn/denied applications 3 years, destroy 
 Effective June 1, 2005 these records transferred to Housing Division, Single Family Section. 
 
Databases Used 
None 
 
State Agency General Records Retention Schedule Records:  
Administrative Records - OAR 166-300-0015 
Correspondence 
 

  



Organizational Placement      Schedule #: 2002-0019 
Agency: Housing and Community Services 
Division: Housing 
Section: Housing Resources 
Program: Community Incentive Fund and Small Community Incentive Fund (CIF and SCIF) 
  
 
Program Description: 
The Community Incentive Fund is responsible for providing financial incentives or gap financing 
to enable local communities to create jobs/stimulate economic growth in distressed communities, 
increase supply of affordable housing and transportation, reduce community sprawl, and 
revitalize urban center/downtowns/main streets. Candidates must meet two of the stated program 
goals. The Community Development Incentive Project Fund (Community Incentive Fund) is part 
of the Oregon Livability Initiative per ORS 458.705 - .740. The fund is a flexible funding 
resource not intended to replace existing funding but which promotes projects by bridging 
funding gaps created by the difficult and costly nature of purposeful developments or to provide 
incentives encouraging commitment to other resources.  
 
The Small Community Incentive Funds provides loans and grants to developments needing 
$50,000 or less located in rural areas, which meet the same basic criteria of the Community 
Incentive Fund program. 
 
The Community Incentive Advisory Board reviews program guidelines while proving policy 
direction for the use of the Community Incentive Fund. OHCS administers the fund.  
 
Application rounds are scheduled to coincide with funding generated by issuance of lottery 
bonds. Applications are coordinated and evaluated by the regional Advisors to the Director and 
Community Solutions Teams. OHCS coordinate the packaging and final review prior to 
submission of the application to the CIF Advisory Board for review/approval. The program 
advisor coordinates project monitoring until completion. Completed projects containing a 
housing component are transferred to the Asset and Property Division for monitoring (see 
separate description).  
 
 
Records Description: 
Program Records 
136 Community Incentive Advisory Board Records 
 Retain 5 years, destroy 
137 Community Incentive Fund Project Records 

(a) Retain funded project records 6 years after term of affordability ends, destroy 
(b) Retain withdrawn/denied project applications 3 years, destroy 

 
Databases Used 
None 

  



State Agency General Records Retention Schedule Records:  
Administrative Records - OAR 166-300-0015 
Correspondence 
 
 
 

  



Organizational Placement      Schedule #: 2002-0019 
Agency: Housing and Community Services 
Division: Housing 
Section: Housing Resources 
Program: Farmworker Housing Development Account 
 
Program Description: 
 The Farmworker Housing Development Account is a sub-account of the Oregon Housing 
(Trust) Fund established in 2001 by the Legislative Assembly to increase Oregon’s supply of 
housing for low and very low-income farmworkers. The account relies on funding from two 
sources constituting pass through fine payments and penalties assed by the Bureau of Labor and 
Industries against farm labor contractors guilty of certain violations and OR-OSHA against labor 
camp operators who fail to register their camps as required by law.  
 
Revenue accrues at an erratic rate. Once sufficient revenue has accrued it can be used flexibly to 
fund farmworker housing. Through an interagency agreement, the account provided subsidies to 
the Department of Corrections in support of the Modular Housing program. DOC inmates 
constructed modular housing as part of a work-related educational program. The Asset and 
Property Management Division monitors projects after completion (see separate description). 
 
 
Records Description: 
Program Records 
138 Farmworker Housing Development Account Project Records 

(a) Retain funded project records for 6 years after term of affordability reached, destroy 
(b) Retain withdrawn/denied applications 3 years, destroy 

 
Databases Used 
None 
 
State Agency General Records Retention Schedule Records:  
Administrative Records - OAR 166-300-0015 
Contracts and Agreements 
Correspondence 
Policy and Procedure Guidelines and Manuals 

  



Organizational Placement      Schedule #: 2002-0019 
Agency: Housing and Community Services 
Division: Housing 
Section: Housing Resources 
Program: Farmworker Housing Tax Credit 
 
 
Program Description: 
The Farmworker Housing Tax Credit program is responsible for providing a state income tax 
credit to organizations and individuals who incur costs to construct, install, or rehabilitate 
farmworker housing. Originally, the Oregon Occupational Safety and Health Administration 
administered the program under the Department of Consumer and Business Services. In 2001 the 
Legislative Assembly established OHCS as the primary state agency for farmworker housing 
information, assigning the department a critical coordinating role in farmworker housing efforts, 
and transferring administration of farmworker housing development tax credit to OHCS. 
 
Recent legislation has increased the total amount of tax credit from 30% to 50% of the eligible 
costs actually paid or incurred to complete a farmworker housing project. The total of estimated 
eligible costs for all approved projects for the calendar year was increased from 3.3 million to 7.5 
million dollars. Additionally, legislation allows for up to 80% of the credit to be transferred to a 
contributor to the project. Lastly, the “sunset” or date when the program would have expired was 
removed. 
 
Credit is available to anyone who incurs or pays costs for the construction, rehabilitation, or 
installation of farmworker housing. A not-for-profit organization may also be eligible for this tax 
credit; although it does not pay taxes it can assign the tax credit to an investor who invests the 
money into a housing project. If you are borrowing money to help finance farmworker housing, 
both you and your lender are eligible for a tax credit. 
 
Farmworker housing is defined as housing occupied by only farmworkers and their immediate 
families during the year. Housing can be year round or seasonal, urban or rural, stick frame or 
manufactured, must be located in Oregon, and must remain designated for farmworker use for 10 
years. A farmworker is defined as someone who, for pay, performs labor in the production of 
farm products, planting/cultivation/harvesting nursery or agricultural stocks, or the forestation or 
reforestation of lands. Aquaculture is not defined as farm work. Occupants may work part of the 
year as farmworkers and have other non-farm work jobs. As long as one family member has 
been either a seasonal or year round farmworker the housing unit qualifies.  
 
Exclusions include farm owners, operators, corporate shareholders, partners, or relatives of the 
owner/operator. Housing cannot be rented to non-farmworkers during the off-season.  
 
Only the amount paid for eligible costs can be used in calculating tax credit. Eligible costs are 
those directly associated with the construction, installation, or rehabilitation of seasonal or year 
round farmworker housing including; 

• Capital expenditures for rehabilitation of existing homes. 
• Purchase and installation of new manufactured homes. 
• Housing can be year round or seasonal, urban or rural. 

The state income tax credit may be taken over no fewer than five and no more than ten years 
with no more than 20% credit taken in any one year. In multi-unit dwelling not all units need to 

  



be farm units provided that tax credit is apportioned to the percentage of units that are 
farmworker housing and provided that a fixed group of units is so identified. 
 
 
Records Description: 
Program Records 
139 Farmworker Housing Tax Credit Records 

(a) Retain successful applicant records 10 years after term of affordability ends, destroy 
(b) Retain withdrawn/denied applications 3 years, destroy 

 
Databases Used 
None 
 
State Agency General Records Retention Schedule Records:  
Administrative Records - OAR 166-300-0015 
Correspondence 
Policy and Procedure Guidelines and Manuals 

  



Organizational Placement      Schedule #: 2002-0019 
Agency: Housing and Community Services 
Division: Housing 
Section: Housing Resources 
Program: Farmworker Housing Tax Credit 
Subprogram: Migrant Million 
 
 
Program Description: 
In 1999, the Legislative Assembly through SB 5511, allocated $1 million to the Emergency 
Board for migrant housing charging OHCS with administering this “migrant million”. Migrant 
million funds were awarded by both grant and loan for entities developing or rehabilitating 
affordable housing designed specifically to serve the migrant farmworker population. Housing 
may be on or off farm, mobile or fixed, and composed of migrants or a mix of migrant and 
permanent residents.  
 
 
Records Description: 
Program Records 
140 Migrant Million Grant and Loan Project records 
 (a) Retain grant/loan records 10 years after the term of affordability ends,  

destroy 
 (b) Retain denied/withdrawn applications 3 years, destroy 
 
Databases Used 
None 
 
State Agency General Records Retention Schedule Records:  
Administrative Records - OAR 166-300-0015 
Correspondence

  



Organizational Placement      Schedule #: 2002-0019 
Agency: Housing and Community Services 
Division: Housing 
Section: Housing Resources 
Program: Farmworker Housing 
Subprogram: Modular Housing 
 
 
Program Description: 
Through an agreement with the Oregon Department of Corrections, OHCS funds the 
construction and placement of modular housing for farmworkers. The units are constructed at the 
Snake River Correctional facility and trucked to prepared sites. OHCS lends architectural 
support and financial assistance (see separate description). 
 
 
Records Description: 
Program Records: 
141 Modular Housing Project Records 
 (a) Retain grant and loan records 6 years after the term of affordability ends,  

destroy 
 (b) Retain denied/withdrawn applications 3 years, destroy 
 
Databases Used 
None 
 
 
State Agency General Records Retention Schedule Records:  
Administrative Records - OAR 166-300-0015 
Contracts and Agreements 
Correspondence 
 
 
 
 

  



Organizational Placement      Schedule #: 2002-0019 
Agency: Housing and Community Services 
Division: Housing 
Section: Housing Resources  
Program: HELP 
 
 
Program Description: 
The HELP program is a federal grant program that provides funding assistance to projects that 
ensure the availability of safe, sanitary, and affordable housing for very-low income families and 
individuals. Funding is provided by the U.S. Department of Housing and Urban Development 
(HUD) under the Stewart B. McKinney Homeless Assistance Act of 1988. Recipients are limited 
to non-profit and local government entities, including housing authorities. The maximum 
funding per project is $75,000. Restriction and requirements are placed on the funds use. Project 
sponsors must certify tenant incomes upon initial tenant application and annually thereafter for 
ten years. Once the grant is closed, the Asset and Property Management Division of OHCS 
assumes monitoring of the loan (see separate description). 
 
Applicants apply for HELP funds through the Consolidated Funding Cycle (CFC), a twice-yearly 
application process conducted by OHCS. The CFC enables project sponsors to choose or 
combine OHCS’s resources in a single application. Program staff coordinates project approval, 
approves draw requests, and receives monthly progress reports submitted by project sponsors.  
 
 
Records Description: 
Program Records 
142 HELP Project Records 
  (a) Retain 6 years after term of affordability is reached, destroy. 

(b) Retain denied/withdrawn applications 3 years, destroy. 
143 HELP Program Records 
 Retain 10 years after program ends, destroy. 
 
Databases Used 
None 
 
State Agency General Records Retention Schedule Records:  
Administrative Records - OAR 166-300-0015 
Correspondence 
  
 

  



Organizational Placement      Schedule #: 2002-0019 
Agency: Housing and Community Services 
Division: Housing 
Section: Housing Resources 
Program: HOME Investment Partnership 
 
 
Program Description: 
The HOME Investment Partnership program is a federal housing grant program funded by the 
U.S. Department of Housing and Urban Development (HUD). The program is flexible and 
allows local jurisdictions to utilize funds for various activities. The HOME program provides 
federal housing dollars to expand the supply of affordable housing for low-and very low-income 
families with an emphasis on rental housing; build state and local not-for-profit capacity to carry 
out affordable housing programs; and provide coordinated assistance to participants in the 
development of affordable low-income housing. The program is administered for the non-
metropolitan areas of Oregon not receiving an allocation directly from HUD. Funds are awarded 
in the form of grants to eligible participants, including individuals, local governments, and not-
for-profit and non-profit organizations. Housing Resource section staff provides oversight for the 
HOME program within the agency and coordinate reporting to HUD on an annual basis. 
 
Using HOME funds, OHCS administers a rental housing project development program (see 
separate description for the HOME Community Housing Development Program), community 
housing development program (see separate description for the HOME Community Housing 
Development Organization Assistance Program), homebuyer assistance program (see separate 
description for the HOME Opener Program), HOME homeowner rehabilitation program (see 
separate description for the HOME Homeowner Rehabilitation Program), and tenant based rental 
assistance (see separate description for the HOME Tenant Based Rental Assistance Program). 
 
 
Records Description: 
Program Records: 
144 HOME Investment Partnership Program Records 
 (a) Retain agreement with HUD 6 years after expiration, destroy 
 (b) Retain withdrawn/denied applications 3 years, destroy 
 (c) Retain all other records 5 years after final report accepted, destroy 
 
Databases Used 
None 
 
State Agency General Records Retention Schedule Records:  
Administrative Records - OAR 166-300-0015 
Correspondence 
 
Financial Records – OAR 166-300-0025 
Grant Records 

  



Organizational Placement      Schedule #: 2002-0019 
Agency: Housing and Community Services 
Division: Housing 
Section: Housing Resources 
Program: HOME Investment Partnership 
Subprogram: HOME Community Housing Development Organization (CHDO) Grants 
 
Program Description: 
CHDO is a coordinated effort involving OHCS, the Neighborhood Partnership Fund, and the 
Enterprise Foundation referred to as the Oregon Community Development Collaborative. OHCS 
contributes up to 5% of the annual HOME fund allocation to the collaborative for the purpose of 
providing operating grants. The grants are used to pay reasonable and necessary operating costs 
incurred by Community Housing Development Organizations with all grants awarded by the 
Collaborative. Applications are competitive with qualified organizations based upon track 
record, community impact, organizational viability, and work plan feasibility. CHDO’s eligible 
to apply for assistance include CHDO's with HOME projects construction or who have a 
reservation of HOME funds for the development of a HOME project and CHDO's who 
demonstrate progress towards a HOME eligible project with reasonable expectations the project 
would receive an allocation of HOME funds from OHCS in the foreseeable future but within 24 
months per HOME regulations. 
 
 
Records Description: 
Program Records 
145 Annual Allocation Records 
 Retain 6 years, destroy 
146 CHDO Advisory Committee Records 
 Retain 5 years, destroy 
147 CHDO Project Records 

(a) Retain funded project records 5 years after final expenditure accepted, destroy 
(b) Retain withdrawn/denied application records 3 years, destroy 

 
Databases Used 
None 
 
State Agency General Records Retention Schedule Records:  
Administrative Records - OAR 166-300-0015 
Correspondence  

  



Organizational Placement      Schedule #: 2002-0019 
Agency: Housing and Community Services 
Division: Housing 
Section: Housing Resources 
Program: HOME 
Subprogram: HOME Community Land Trust 
 
 
Program Description: 
 The HOME Community Land Trust program, a pilot or demonstration program, is responsible 
for promoting the development of community land trusts by providing HOME funds. The 
HOME fund purchased lands provides a substantial economic benefit to low-income 
homebuyers. Homebuyers purchase the improvements and not the land on/at the home site with 
the land remaining in trust. The HOME funds are permanently contributed to the property 
resulting in affordable resale of the home to qualified low-income purchasers. The program 
originated in 1995 with the Department approving 45 agencies for participation. One agency 
completed the program and to date has provided assistance to 5 homebuyers with the last 
occurring in 2003.  
 
 
Records Description: 
Program Records 
148 HOME Community Land Trust Records 

(a) Retain trust property records 10 years after trust ends/property released from trust, 
destroy 

(b) Retain all other records 6 years, destroy 
 
Databases Used 
None 
 
State Agency General Records Retention Schedule Records:  
Administrative Records - OAR 166-300-0015 
Correspondence 
 
Financial Records – OAR 166-300-0025 
Grant Records 
 

  



Organizational Placement     Schedule #: 2002-0019 
Agency: Housing and Community Services 
Division: Housing 
Section: Housing Resources 
Program: HOME Investment Partnership 
Subprogram: HOME Homeowner Rehabilitation 
 
 
Program Description: 
The HOME Homeowner Rehabilitation program provides financial assistance for housing 
rehabilitation. Qualified Homeowners must have an annual income of 80% or less of the area 
median income and own/occupy the home as their principal residence throughout the period of 
affordability which is 5 years for a HOME assistance amount per unit under $15,000. The 
housing must be a single family housing i.e. 1-4 family residence, condominium, cooperative 
unit, combination manufactured home or lot, or manufactured home. The housing must have an 
estimated value after rehabilitation that does not exceed 95% of the median purchase price for 
the area. Rehabilitation cannot exceed the moderate rehabilitation limit of $24,999 from all 
sources, and a minimum of at least $1000 in HOME funds must be provided to each home 
assisted. A minimum of 25% non-federal (private, local, State) leverage must be provided for 
each home to be assisted with HOME funds. For HOME assistance of $2500 or more a deed 
restriction must be executed that will require repayment if the home is sold within five years 
after the rehabilitation is complete. 
 
 
 
Records Description: 
Program Records 
149 HOME Homeowner Rehabilitation Program Project Records 

(a) Retain funded project records 5 years after deed restrictions satisfied/released, destroy 
(b) Retain withdrawn/denied project records 3 years, destroy 

 
Databases Used 
None 
 
State Agency General Records Retention Schedule Records:  
Administrative Records - OAR 166-300-0015 
Correspondence 

  



Organizational Placement      Schedule #: 2002-0019 
Agency: Housing and Community Services 
Division: Housing 
Section: Housing Resources 
Program: HOME Investment Partnership 
Subprogram: HOME Rental Housing Development 
 
 
Program Description: 
The HOME Rental Housing Development program uses funds provided by the Department of 
Housing and Urban Development (HUD) through the HOME Investment Partnerships grant 
program to expand the supply of affordable rental housing through acquisition, construction, and 
rehabilitation for very-low to low income households. The program is responsible for building 
state and local not-for-profit capacity to carry out affordable housing programs and provides 
coordinated assistance to participants developing affordable low-income housing. Funds are 
awarded as grants or loans to eligible applicants including individuals, local governments, and 
not-for-profit and non-profit organizations. A minimum of 20% of the HOME assisted unit must 
be targeted to persons below 50% of area median income while the remainder must be targeted 
to persons below 60% of area median income. The minimum HOME investment is $1,000 per 
unit with the maximum subsidy determined by the number of HOME assisted units in the 
project, the total per unit development costs, and the financial needs of the project.  
 
Applicants apply for the funding through the Consolidated Funding Cycle (CFC), a twice-yearly 
application for the Department’s grant and tax credit subsidies for rental housing. The CFC 
enables sponsors to choose among OHCS’s resources in a single application. Program staff 
coordinates project approval, approve project draw requests, and receive monthly progress 
reports submitted by the projects, and report to HUD annually. Once a project is completed Asset 
and Property Management provide project monitoring (see separate description). 
 
 
Records Description: 
Program Records 
150 HOME Rental Housing Development Project Records 
 (a) Retain agreement with HUD 6 years after expiration, destroy 

(b) Retain funded applicant project records for the term of affordability plus 6 years, 
destroy 
(c) Retain withdrawn/denied applications 3 years, destroy 

 (d) Retain all other records 5 years after final report accepted, destroy 
 
Databases Used 
None 
 
State Agency General Records Retention Schedule Records:  
Administrative Records - OAR 166-300-0015 
Correspondence 
 
 

  



 Organizational Placement      Schedule #: 2002-0019 
Agency: Housing and Community Services 
Division: Housing 
Section: Housing Resources  
Program: Housing Development Grant (Trust Fund) 
 
 
Program Description: 
The Housing Development Grant program provides funds to expand the supply of housing for 
low and very low-income households by providing grants to construct new housing or to acquire 
and/or rehabilitate existing structures. The source of funding is the Oregon Housing Fund, 
established under ORS 458.620. Projects applying for funds must include, as a component, 
project related resident opportunities and services (e.g. day care, drug/alcohol counseling, 
medical assistance, job placement, family self-sufficiency training, etc.) and must demonstrate a 
minimum period of affordability. Eligible applicants include for-profit, not-for-profit, and 
governmental organizations. The maximum grant per application is $100,000. The funds are 
allocated regionally based on the region’s percentage of the state’s unmet housing need. 
 
Applicants apply for funding through the Consolidated Funding Cycle, a twice-annual 
application for the Department’s grant and tax credit subsidies for rental housing. The CFC 
enables sponsors to choose among OHCS’s resources in a single application. Program staff 
coordinates project approval, approve project draw requests, and receive monthly progress 
reports submitted by projects. Once a project is completed and the loan or grant given, the Asset 
and Property Management Division monitors the project (see separate description). 
 
 
Records Description: 
Program Records 
151 Housing and Development Grant (Trust Fund) Project Records 
 (a) Retain 6 years after term of affordability is reached, destroy. 
 (b) Retain withdrawn/denied applications 3 years, destroy 
 . 
 
Databases Used 
None 
 
State Agency General Records Retention Schedule Records:  
Administrative Records - OAR 166-300-0015 
Correspondence

  



Organizational Placement      Schedule #: 2002-0019 
Agency: Housing and Community Services 
Division: Housing 
Section: Housing Resources  
Program: Intermediary Technical Assistance Grant (ITAG) 
 
 
Program Description: 
The Intermediary Technical Assistance Grant (ITAG) program, in partnership with the Network 
for Oregon Affordable Housing (NOAH), administers grant funds available under the Low-
Income Housing Preservation and Resident Homeownership Act of 1990 administered by the 
Department of Housing and Urban Development (HUD). The purpose of the ITAG program is to 
preserve affordable housing in projects whose owners could otherwise prepay their mortgages 
and release the projects from all affordability restrictions. The funds may be used as a financial 
incentive to owners to retain or sell the property so that it remains eligible low-income housing, 
or to residents to become qualified purchasers of eligible low-income housing. The ITAG 
program ended December 31, 2000. NOAH coordinates the application process and approves 
qualified grant recipients, while OHCS administers the grant funds. NOAH provides technical 
assistance concerning the program to recipients of the grant and OHCS responds to draw 
requests based on information provided by NOAH.  
 
 
Records Description: 
Program Records 
152 Intermediary Technical Assistance Grant Program Records 
 Retain 10 years after program ends, destroy 
 
Databases Used 
None 
 
State Agency General Records Retention Schedule Records:  
Administrative Records - OAR 166-300-0015 
Correspondence 
 
Financial Records – OAR 166-300-0025 
Grant Records 

  



 Organizational Placement     Schedule #: 2002-0019 
Agency: Housing and Community Services 
Division: Housing 
Section: Housing Resources 
Program: Low Income Housing Tax Credit (LIHTC) 
 
 
Program Description: 
The Low-Income Housing Tax Credit program provides federal tax credits (either 4% or 9%) to 
sponsors of low-income rental housing projects. Sponsors can use these tax credits to directly 
reduce the amount of federal income tax they owe or they can sell these tax credits to one or 
more purchasers (sometimes through transactions know as tax credit syndications) who can use 
the tax credits to reduce their tax liability. The sponsor uses the proceeds of the sale of the tax 
credits as equity for the project. The amount of tax credits for which a sponsor is eligible 
represents a fixed percentage of the eligible costs of developing the low-income housing project. 
However, the actual amount of tax credits awarded to the sponsor cannot exceed the amount the 
program deems necessary for the project’s financial feasibility. Eligible applicants include for-
profit, not-for-profit, and governmental organizations. The per capita tax credit cap is $700,000 
per project. Qualified projects must restrict a certain portion of units to occupancy by households 
that earn less than a designated percentage of the area median income. 
 
Applicants apply for the 9% tax credit through the Consolidated Funding Cycle (CFC), a twice-
yearly application for the Department’s grant and tax credit subsidies for rental housing. The 
CFC enables sponsors to choose among OHCS’s resources in a single application. The LIHTC 
4% application is used in conjunction with bonds. LIHTC can be awarded through a Request-
For-Proposals process to use up the maximum annual allocation or for the preservation of 
expiring-use affordable units. OHCS has been designated as a state tax credit allocation agency 
by the Internal Revenue Service and has the authority to approve which housing projects receive 
tax credits in accordance with IRS guidelines. The program staff coordinates project approval 
and awards the tax credits. Once the project is completed and placed in service, the Asset and 
Property Management Division monitors the site (see separate description). 
 
Records Description: 
Program Records 
153 Low Income Housing Tax Credit Project Records 

(a) Retain funded project records 6 years after term of affordability is reached, destroy. 
(b) Retain withdrawn/denied project records 3 years, destroy. 

154 Low Income Housing Tax Credit Program Records 
(a) Retain annual reports 10 years, destroy  
(b) Retain all other records 20 years after program ends, destroy. 

  
Databases Used 
None 
 
State Agency General Records Retention Schedule Records:  
Administrative Records - OAR 166-300-0015 
Correspondence 
 

  



 
 

  



Organizational Placement     Schedule #: 2002-0019 
Agency: Housing and Community Services 
Division: Housing 
Section: Housing Resources 
Program: Opportunity Purchase (OPP) (defunct) 
 
 
Program Description: 
The Opportunity Purchase program (OPP), now defunct, was a one-time special purchase grant 
of $2 million provided by the Department of Housing and Urban Development (HUD). The 
funds were made equally available to Oregon’s then 21 public housing authorities for the 
purchase of land to be used in the construction of low and very-low income housing. OHCS 
administered the OPP funds and provided funds to local housing authorities within prescribed 
guidelines. The OPP program evaluated and approved development plans and applications 
submitted by each housing authority; established contracts with the housing authorities; 
disbursed funds; and will continue to monitor participant activities until the grant period ends. 
Grantees are required to submit progress reports every six months on both the performance and 
financial progress until at which time the grant closes with HUD. 
 
Applicants applied for funding through the Consolidated Funding Cycle (CFC), the twice-yearly 
application for the Department’s grant and tax credit subsidies for rental housing. The CFC 
enabled sponsors to choose among OHCS resources in a single application. 
 
 
Records Description: 
Program Records 
155 Opportunity Purchase Program Records 
 Retain 10 years after grant period ends, destroy 
 
Databases Used 
None 
 
State Agency General Records Retention Schedule Records:  
Administrative Records - OAR 166-300-0015 
Correspondence 
 
Financial Records – OAR 166-300-0025 
Grant Records 
 

  



Organizational Placement     Schedule #: 2002-0019 
Agency: Housing and Community Services 
Division: Housing 
Section: Housing Resources 
Program: Oregon Affordable Housing Tax Credit (OAHTC) 
 
 
Program Description: 
The Oregon Affordable Housing Tax Credit (OAHTC) program (formerly known as the Oregon 
Lenders Tax Credit Program) administers state tax credits for housing projects. Under this 
program, the Department has the authority to certify state tax credits for projects per ORS 
317.097. Through the use of tax credits, sponsors are able to lower the cost of financing by as 
much as 4% for new housing projects or community rehabilitation programs serving low-income 
households. Credits are available for the term of the loan or a period not to exceed 20 years. 
Eligible sponsors include individuals, for-profit, not-for-profit corporations, and state or local 
government entities. The savings generated by the reduced interest rate must be passed directly 
through to the tenant in the form of reduced rents in annual amounts equal or greater to interest 
savings accrued. 
 
Applicants apply for the tax credits through the Consolidated Funding Cycle (CFC), a twice-
yearly application for the Department’s grant and tax credit subsidies for rental housing. The 
CFC enables sponsors to choose among OHCS’s resources in a single application. The OAHTC 
program coordinates project approval and awards the tax credits. Once the project is completed 
and placed in service, the Asset and Property Management Division monitors the project for the 
term of affordability (see separate description).  
 
 
Records Description: 
Program Records 
156 Oregon Affordable Housing Tax Credit Project Records 

(a) Retain funded projects 6 years after term of affordability is reached, destroy. 
(b) Retain withdrawn/denied projects 3 years, destroy 

157 Oregon Affordable Housing Tax Credit Program Annual Reports 
 Retain 10 years, destroy. 
 
Databases Used 
None 
 
State Agency General Records Retention Schedule Records:  
Administrative Records - OAR 166-300-0015 
Correspondence 

  



Organizational Placement      Schedule #: 2002-0019 
Agency: Housing and Community Services 
Division: Housing 
Section: Single Family 
 
 
Program Description: 
The Single-Family section is responsible for implementing affordable homeownership grant and 
finance programs to assist very-low and moderate-income homebuyers throughout Oregon. 
Through partnerships with lenders and non-profit organizations section programs provide very-
low to moderate income first-time home buyers with below market rate loans, assistance with 
down payments and closing cost, and home buyer training. The section is responsible for the 
oversight of several programs that promote/enable the purchase and ownership of single-family 
homes. 
 
 
Records Description: 
Program Records 
None 
 
Databases Used 
Loan Information Processing System (LIPS) 
 
State Agency General Records Retention Schedule Records:  
Administrative Records - OAR 166-300-0015 
Correspondence 
 

  



Organizational Placement      Schedule #: 2002-0019 
Agency: Housing and Community Services 
Division: Housing 
Section: Single Family 
Program: Habitat for Humanity Home Purchase 
 
 
Program Description: 
The Habitat for Humanity Home Purchase program is responsible for purchasing habitat loans 
from habitat affiliates allowing an immediate infusion of capital which enables the affiliate to 
begin their next habitat project. Through the Residential Loan program OHCS has pledged 
$500,000 at 0% interest to assist habitat homebuyers and affiliates. 
 
 
Records Description: 
Program Records 
158 Habitat for Humanity Home Purchase Program Records 

(a) Retain loan records 6 years after loan term ends, destroy 
(b) Retain withdrawn/denied applications 3 years, destroy 
(c) Retain all other records 5 years, destroy 

 
Databases Used 
None 
 
State Agency General Records Retention Schedule Records:  
Administrative Records - OAR 166-300-0015 
Correspondence 
 
 

  



Organizational Placement      Schedule #: 2002-0019 
Agency: Housing and Community Services 
Division: Housing 
Section: Single Family 
Program: HOME Opener (Defunct) 
 
 
Program Description: 
The HOME Opener program (defunct) used federal HOME funds to provide a monthly mortgage 
payment subsidy to assist low to moderate-income home buyers (see also separate description for 
HOME Investment Partnerships). Working in partnership with General Electric Mortgage 
Corporation, the Department used a portion of federal HOME funds and matching funds 
provided from Department income (from mortgage revenue bonds) to provide a mortgage 
payment subsidy. (No new subsidies are being approved at this time.) The subsidy was available 
to the borrower over the first nine years of the loan. For the first five years, these funds covered a 
fixed portion (approximately 20%) of the monthly principal and interest payments. The borrower 
pays the rest and is qualified based only on his share of the total mortgage payments. For years 
six through nine, the level of subsidy gradually tapered off with the borrower assuming an 
increasing share of the total principal and interest payments. In year ten, the borrower pays the 
entire monthly payment. Program requirements included a borrower’s income at or below 80% 
of the county area median income; the property was in a non-entitlement area and within 
purchase price limits; and subject to the homebuyer’s completion of a homebuyer education 
course conducted by the outside lender. The pilot program began in 1999 with the last 
homebuyer assisted in 2000. 
 
 
Records Description: 
Program Records 
159 HOME Opener Program Records 

(a) Retain recapture/resale records 5 years after term of affordability ends, destroy 
(c) Retain agreement with homebuyer 6 years after termination, destroy 
(d) Retain withdrawn/denied applications 3 years, destroy  

 (d) Retain all other records 5 years after final payment to borrower, destroy 
 
Databases Used 
Loan Information Processing System (LIPS) 
 
State Agency General Records Retention Schedule Records:  
Administrative Records - OAR 166-300-0015 
Correspondence

  



Organizational Placement     Schedule #: 2002-0019 
Agency: Housing and Community Services 
Division: Housing 
Section: Single Family 
Program: Home Ownership Assistance (HOAP) 
 
 
Program Description: 
The Home Ownership Assistance program provides funds for the purpose of expanding the 
state’s supply of housing for families and individuals earning less than 80% of the area median 
income (low income). Created in 1995 by the Legislative Assembly, the Home Ownership 
Assistance program is funded by a $750,000 commitment each biennium. Home Ownership 
Assistance Account funds are awarded to organizations in the form of grants. Eligible 
participants include non-profit corporations, housing authorities, and local governments which 
both sponsor and manage low-income programs. Applicants apply and receive funds each 
biennium. Funds are available on a statewide basis concentrating in those areas of the state with 
the greatest housing need. Funds may be used in conjunction with low income homeownership 
programs (including program administration) to purchase land, provide assistance with down 
payments and closing costs, and to provide home ownership training and qualification services. 
Funds cannot be used for general operation support or as a means to finance construction or 
rehabilitation work in progress. Priority is given to projects providing a program or service for 
homebuyers which is not currently offered in the community. Program responsibilities include 
approving grant funding applications, approving grantee’s draw requests, and monitoring the 
projects through grantee progress and final reports. In addition to providing direct assistance to 
eligible homebuyers funds have been used to help build affordable single-family subdivisions 
and create/maintain homebuyer training curriculum (ABCs of Home Buying). 
 
 
Records Description: 
Program Records 
160 Home Ownership Assistance Program Records 
 (a) Retain final project report 10 years, destroy 
 (b) Retain all other records 5 years after final report issued, destroy. 
 
Databases Used 
None 
 
State Agency General Records Retention Schedule Records:  
Administrative Records - OAR 166-300-0015 
Conference, Seminar, and Training Program Records 
Correspondence 
 
Financial Records - OAR 166-300-0025    
Grant Records

  



Organizational Placement      Schedule #: 2002-0019 
Agency: Housing and Community Services 
Division: Housing 
Section: Single Family 
Program: Home Ownership Assistance (HOAP) 
Subprogram: Home Purchase Assistance (HPAP) 
 
 
Program Description: 
The Home Purchase Assistance program (HPAP), funded through the Home Ownership 
Assistance program (HOAP), is administered free of charge and in partnership with the Oregon 
Bankers Association and the Oregon Mortgage Lenders Association. HPAP is a statewide down 
payment and closing cost assistance program designed specifically for low income first time 
homebuyers. The assistance is offered in the form of a $1,500 interest free second mortgage loan 
reducing the amount of cash needed to close the purchase of a first home. Effective in 1999 
funds were no longer issued as grants but instead are repaid to the Department when the 
borrower sells, transfers, or refinances the home. In 2002 OHCS committed an additional 
$300,000 to the program.    
 
 
Records Description: 
Program Records 
161 Home Purchase Assistance Loan Records 
 Retain 6 years after loan term ends, destroy 
 
Database Used 
Loan Information Processing System (LIPS) 
 
State Agency General Records Retention Schedule Records:  
Administrative Records - OAR 166-300-0015 
Correspondence 
 
 
 

  



Organizational Placement      Schedule #: 2002-0019 
Agency: Housing and Community Services 
Division: Housing 
Section: Single Family 
Program: Home Ownership Purchase Assistance (HOAP) 
Subprogram: Homeowner Education Collaborative of Oregon (HECO) 
 
 
Program Description: 
The Homeowner Education Collaborative of Oregon provides non-profit statewide support to 
homebuyer education programs. HECO created the ABCs of Home Buying, a 6 to 8 hour 
homebuyer education curriculum, designed to teach the basics of home purchase to first time 
buyers. Curriculum materials are provided free of charge to participating organizations 
establishing and conducting homebuyer training. Curriculum includes an instructor’s manual and 
200-page student manual.  
 
 
Records Description: 
Program Records 
None 
 
Databases Used 
None 
 
State Agency General Records Retention Schedule Records:  
Administrative Records - OAR 166-300-0015 
Conference, Seminar, and Training Program Records 
Correspondence 
Policy and Procedure Guidelines and Manuals 
 
Financial Records - OAR 166-300-0025    
Grant Records

  



Organizational Placement      Schedule #: 2002-0019 
Agency: Housing and Community Services 
Division: Housing 
Section: Single Family 
Program: Home Ownership Using Subsidized Equity (HOUSE) 
 
 
Program Description: 
The Home Ownership Using Subsidized Equity (HOUSE) program provides innovative financial 
assistance to low income first time homebuyers in high cost markets. Using HOAP funds the 
program subsidizes buyers mortgage payments up to four years thereby allowing buyers to start 
with lower, manageable mortgage payments that increase over time. This enables homebuyers to 
match mortgage payments with rising personal income. HOUSE is a declining monthly housing 
payment subsidy used in conjunction with the Residential Loan program. Borrowers repay the 
HOUSE funds with interest when they sell, transfer, refinance, or move from the property.  
 
 
Records Description: 
Program Records 
162 Home Ownership Using Subsidized Equity Loan Records 
 Retain 6 years after loan paid off/closed, destroy 
 
Databases Used 
None 
 
State Agency General Records Retention Schedule Records:  
Administrative Records - OAR 166-300-0015 
Correspondence 
 
 

  



Organizational Placement      Schedule #: 2002-0019 
Agency: Housing and Community Services 
Division: Housing 
Section: Single Family 
Program: Oregon First Time Homebuyer (Defunct) 
 
 
Program Description: 
The Oregon First Time Homebuyer program provided loans for down payments, closing costs, 
and minor repairs for low and very low income rural Oregonians using a $300,000 grant from the 
Federal Home Loan Bank of Seattle with OHCSD providing an additional $60,000. Qualified 
borrowers received up to $6000 in funds. The program targeted low to very low income rural 
Oregonians making less than 80% of the median income. Program staff approved and 
administered the loan process for eligible borrowers. The final loan was awarded under the 
program in spring of 2000.  
 
 
Records Description: 
Program Records 
163 Oregon First Time Homebuyer Loan Records 
 Retain 6 years after loan paid off/closed, destroy 
 
Databases Used 
Loan Information Processing System (LIPS) 
 
State Agency General Records Retention Schedule Records:  
Administrative Records - OAR 166-300-0015 
Correspondence 
 
 

  



Organizational Placement     Schedule #: 2002-0019 
Agency: Housing and Community Services 
Division: Housing 
Section: Single Family 
Program: Residential Loan (“The State Bond Loan”) 
 
 
Program Description: 
The Residential Loan program (formerly the Single Family Mortgage program) offers below 
market rate loans to first time homebuyers of low to moderate income through a statewide 
network of private lending institutions. Participating lenders place first come, first served 
reservations for individual mortgage loans funded from the sale of tax-exempt mortgage bonds. 
These lenders originate and approve mortgage loans at an interest rate established when the 
bonds are sold. The mortgages are then approved and purchased by OHCS through this program. 
The four loan types are FHA insured, conventional insured, conventional uninsured, and 
guaranteed rural development. OHCSD contracts with private lending institutions to service the 
loans, and works closely with these service providers on loan assumption, delinquencies, 
foreclosures, and sales of acquired properties (these functions are handled by the Loan Servicing 
program). In addition, the program administers those applications that qualify for federal income 
tax credits for a percentage of the annual interest on the loan, per ORS 456.605. 
 
Prospective buyers must demonstrate that they are first time home buyers and have not owned a 
principal residence in the previous three years, or are purchasing a home in an area of the state 
specifically “targeted” as being in need of economic revitalization. Neither their household 
income nor the purchase price of the home they intend to buy may exceed the program’s limits. 
Program funds may be used for either newly constructed or existing homes. Eligible housing 
may include site built homes, qualified condominiums, units in a qualified Planned Unit 
Development, and manufactured housing permanently fixed to acceptable foundations. 
 
As part of the Residential Loan program the Department periodically funds special programs 
which target below market financing resources for special populations. In 2001 OHCS 
committed 1.2 million dollars in 0% loan funds to assist 20 Habitat for Humanity homebuyers 
and affiliates located throughout Oregon. 
 
 
Records Description: 
Program Records 
164 Residential Loan Records (Single Family Mortgage Program) 

(a) Retain loan records 6 years after mortgage paid off, destroy 
(b) Retain withdrawn/denied applications 3 years, destroy 

165 Mortgage Credit Certification Program Records  
(a) Retain application 6 years after certificate revoked or loan paid off, destroy 
(b) Retain lender agreements 6 years after expiration, destroy 

 (c) Retain certificates issuer quarterly information reports 6 years, destroy 
 
Databases Used 
Loan Information Processing System (LIPS) 

  



State Agency General Records Retention Schedule Records:  
Administrative Records - OAR 166-300-0015 
Correspondence 
 
 

  



Organizational Placement      Schedule #: 2002-0019 
Agency: Oregon Housing and Community Services 
Division: Information Services (IS) 
 
 
Program Description: 
The Information Services Division is responsible for the planning and development, 
maintenance, support, and protection of the Department’s computer, telecommunications, and 
automation systems. The IS Division provides installation service, performance monitoring, 
security and access, back-ups, scheduling, inventory management, processing of work orders, 
and diagnosing and correcting user problems. The Division provides support and technical 
assistance to agency personnel and subgrantee agencies with computer systems that interface 
with Department programs. The IS Division supports a variety of database systems that provide 
subsidiary records for agency programs. Division staff conducts formal and informal training for 
system users and participates as needed in various workgroups related to information system 
issues. 
 
 
Records Description: 
Program Records 
166 Website Records 
 Retain until superseded or obsolete, destroy 
 
Databases Used 
OPUS 
 
State Agency General Records Retention Schedule Records:  
Administrative Records - OAR 166-300-0015\ 
Business Plan Records 
Correspondence 
Calendar and Scheduling Records 
Conference, Seminar, and Training Program Records 
Key Assignment Records 
Policy and Procedure Guidelines and Manuals 
Policy Development and Planning Records 
Staff Meeting Records 
 
Facilities/Property Records - OAR 166-300-0020 
Asset Inventory Reports 
Equipment and /Property Disposition Records 

  



 
Information Management Records - OAR 166-300-0030  
Computer System Maintenance Records 
Computer System Program Documentation 
Computer System Security Records 
Computer System Wiring Records 
Information System Planning and Development Records 
Software Management Records 
Telecommunications System Management Records 
User Support Records 
 
 

  



Organizational Placement      Schedule #: 2002-0019 
Agency: Oregon Housing and Community Development 
Division: Information Services 
Team: Application Development  
 
 
Program Description: 
The Application Development team is responsible for designing and developing programs and 
system applications for the Department able to perform specific/targeted functions in support of 
OHCS’s business processes, program, and projects. 
 
 
Records Description: 
Program Records 
None 
 
Databases Used 
Department’s Information Systems for Housing (DISH) 
Loan Information Processing System (LIPS) 
OPUS 
 
State Agency General Records Retention Schedule Records:  
Administrative Records - OAR 166-300-0015 
Correspondence 
 
Information Management Records - OAR 166-300-0030  
Computer System Program Documentation 
Information System Planning and Development Records 
Software Management Records 
 

  



Organizational Placement      Schedule #: 2002-0019 
Agency: Oregon Housing and Community Services 
Division: Information Services 
Unit/Team: OPUS Project Development  
 
 
Program Description: 
The OPUS Project Development team is responsible for designing, scoping, creating, and 
implementing the OPUS system. The OPUS system is a web based data system centralizing the 
data collection and business processing needs of the Department’s Community Resources 
Division program’s and program partners. OPUS is designed to meet the reporting requirements 
for all Community Resource funded programs providing data access to program partners while 
reducing administrative burden on agencies. 
 
OPUS is replacing the aging Tracker system created in 1994. Tracker supported the Community 
Resources Division (CRD) Energy programs including Low Income Energy Assistance (LIEAP), 
Oregon Energy Assistance (OEA), and the Residential Energy Assistance Challenge (REACH) 
programs. The OPUS team migrated the information for these programs to OPUS and are 
developing new applications to automate the CRD’s other programs including Community 
Services Block Grant, Continuum of Care, Food Assistance, Homeless programs, Housing 
Opportunities for People with AIDS, Rental Assistance, and Weatherization. 
 
OPUS will allow internet-based data entry of client information while meeting all requirements 
concerning security privacy, and confidentiality. Data collected from partner agencies will 
ensure that federal, sate, and other reporting requirements are met 
 
The OPUS Steering Committee is comprised of members from Community Action Program’s 
(CAPs), subgrantees, and OHCS and provides direction to the project manager to ensure the 
allocation of automated resources reflects the committee’s priorities and to ensure the success of 
the OPUS project. In addition, subcommittees make recommendation and assessments of the 
database needs for each CRD program. 
. 
 
Records Description: 
Program Records 
None 
 
Databases Used 
OPUS 
 
 
State Agency General Records Retention Schedule Records:  
Administrative Records - OAR 166-300-0015 
Correspondence 
Policy and Procedure Guidelines and Manuals 
 
Information Management Records - OAR 166-300-0030  
Computer System Program Documentation 
 

  



 

  



Organizational Placement      Schedule #: 2002-0019 
Agency: Oregon Housing and Community Development 
Division: Information Services 
Section: Communications 
 
 
Program Description: 
The Communications section is responsible for providing oversight and direction implementing 
the Department’s communication plan and policies. The section works collaboratively with each 
Division developing documents/publications to inform and assist agency partners, legislators, 
and congressional representatives. The Communications section is responsible for developing the 
Department’s communication plan which defines the public relations objectives and strategies of 
OHCS. 
 
 
Records Description: 
Program Records 
167 Communications Advisory Team Records 
 Retain 5 years, destroy 
168 Communications Plan 
 Retain 6 years after superseded or obsolete, destroy 
169 ClearingHouse Newsletter 1990- – [ongoing] .25 c.f. 
 Retain permanently, transfer to state archives after 5 years 
170 Programs in Review Annual Report 1995 – [ongoing] 1.0 c.f. 
 Retain permanently, transfer to State Archives after 5 years 
 
Databases Used 
None 
 
State Agency General Records Retention Schedule Records:  
Administrative Records - OAR 166-300-0015 
Correspondence 
Policy and Procedure Guidelines and Manuals 
Press Releases 
Publication Preparation Records 
 
 
 
 

  



Organizational Placement     Schedule #: 2002-0019 
Agency: Oregon Housing and Community Development 
Division: Information Services 
Team: Policy, Planning, and Research 
 
Program Description: 
The Policy, Planning, and Research team is responsible for providing advice and support to 
Department administration and partners through expertise in planning, policy, development, and 
research and analysis. The team’s research analyst provides qualitative and quantitative 
information based upon research and analysis concerning current/anticipated housing market 
dynamics and affordable housing issues. The policy strategist advises and advances agency 
action through leadership, oversight, facilitating, coordinating, analyzing, and evaluating major 
policy initiatives for the Department and inter-agency groups. 
 
 
Records Description: 
Program Records 
171 Green Building Report Records 

(a) Retain final report 10 years, destroy 
(b) Retrain all other records 1 year after production of final report, destroy 

172 Nation to Nation Annual Reports 
 Retain 10 years, destroy 
173 Oregon Housing Data Project Records 

(a) Retain data records 25 years, destroy 
(b) Retain all other records 5 years, destroy 

 
Databases Used 
Housing/Land Needs 
 
State Agency General Records Retention Schedule Records:  
Administrative Records - OAR 166-300-0015 
Business Plan Records 
Correspondence 
Policy and Procedure Guidelines and Manuals 
Policy Development and Planning Records 
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