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City of Covington 
Community Development Block Grant – Disaster Recovery (CDBG-DR) 

Records Management Policy 

SECTION 1: POLICY 
The purpose of this policy is to provide a framework and assign responsibili�es for ensuring that full and 
accurate records of the ac�vi�es related the City of Covington (the City) CDBG-DR Program are created in 
accordance with the requirements of the U.S.  Department of Housing and Urban Development and the 
State of Louisiana, Office of Community Development. The policy aims to ensure that these records are 
managed and maintained for as long as they are required to support the func�ons, ac�vi�es and 
accountabili�es required in accordance with the City’s Coopera�ve Endeavor Agreement with the State 
of Louisiana, Office of Community Development, or any recognized agreement between the City and 
CDBG-DR program. 

SECTION 2: SCOPE 
This policy applies to all staff of the Grantee whether permanent or temporary, including consultants, 
contractors, and volunteers. 

This policy applies to all ac�vi�es performed by or on behalf of the City, in whatever manner they are 
conducted. This includes all writen correspondence, whether paper or electronic, and all spoken 
transac�ons, including mee�ngs and telephone calls. Equally, it covers all records of these ac�vi�es 
regardless of the media in which they are captures. 

SECTION 3: POLICY STATEMENT 
The City is subject to the Public Records Law found in La. R.S. 44:1, et seq,. which provides for the 
maintenance and disclosure of public records and to the record keeping requirements of the State CDBG 
regula�ons found in 24 CFR 570.490. This requires the crea�on and maintenance of full and accurate 
records that support the day-to-day func�ons and ac�vi�es of the Grantee related to the CDBG-DR 
Program. These records provide evidence of these func�ons and ac�vi�es and form part of the public 
record. 

SECTION 4: GUIDELINES 
1. Records Management System - The City maintains a hard copy physical files record management 
system for the management of all records related to the CDBG-DR Program. The key processes managed 
by this system include: 

a. the capture of all records; 
b. the storage of all records; and 
c. security and access to such records. 

Physical files are stored in designated areas of the City’s office. 

The Grant Administrator, or designated alternate, is ul�mately responsible for the opera�on and 
maintenance of the records management system of the City’s CDBG-DR Program. 

2. Recordkeeping Principles - The City expects that: 

a. All staff will create and maintain full and accurate records of all ac�vity. 
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b. All public records will be captured into the central recordkeeping system in accordance with the 
best prac�ce guidelines issued by the State of Louisiana Office of Community Development and 
according to the HUD Model Record Keeping Requirements Guide. 

c. Staff may not keep public records in separate, individual filing systems or on their hard-drive. 
d. All records will be named in accordance with the approved CDBG-DR classifica�on scheme. 
e. Physical files will be kept in the designated areas unless required for specific purposes. The 

loca�on of physical files will be kept up-to-date at all �mes. 
f. No staff member will dispose of public records unless authorized to do so. 
g. Records must be retained for a minimum period of five (5) years a�er close-out of the program. 

SECTION 5: REGULATORY FRAMEWORK 
Relevant legisla�on with which this policy complies includes: 

1. La. R.S. 44:1, et seq 
2. 24 CFR 570.490 
3. Louisiana Office of Community Development Policies and Procedures 

SECTION 6: RESPONSIBILITIES 
The Chief Elected Official of the City, or designated representa�ve, is responsible for: 

1. Ensuring compliance with legisla�ve and regulatory requirements for recordkeeping; 
2. Authorizing the recordkeeping policy; 
3. Assigning responsibili�es for recordkeeping; 
4. Suppor�ng recordkeeping within the CDBG-DR Program; 
5. Ensuring that the City policies support the crea�on and maintenance of full and accurate records of 
the CDBG-DR program’s func�ons and ac�vi�es; 
6. Ensuring that the Grantee’s recordkeeping policies and procedures will meet recommended prac�ce 
guidelines and stand up to external scru�ny; 
7. Ensuring that no illegal record disposal takes place; 
8. Ensuring that all new staff receive records management induc�on; and 
9. Monitoring staff compliance with the City’s recordkeeping systems. 

All City Staff are responsible for: 

1. Complying with the City’s documented records management policies and procedures; 
2. Crea�ng full and accurate records of ac�vi�es, transac�ons, and decisions carried out during the 
course of daily ac�vi�es; 
3. Ensuring that such records are maintained by being captured into the City’s records management 
system; 
4. Handling such records shall be done with care and respect so to not damage or compromise their 
integrity; 
5. Preven�ng unauthorized access to records; and 
6. Ensuring that no records are destroyed or removed unless permited by a current disposal authority. 

SECTION 7: MONITORING AND REVIEW 
This policy will be regularly monitored and reviewed to ensure that it remains relevant to the aims and 
requirements of the CDBG-DR program. Staff compliance with the policy and associated procedures will 
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be monitored on an ongoing basis through staff self-assessment and by the Chief Elected Official, or 
authorized designee. 

SECTION 8: CDBG-DR PROGRAM 

The City will follow the guidelines as described in the CDBG-DR Grantee Administra�ve Manual regarding 
record keeping. 


