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ORCS REGISTER OF AMENDMENTS 

This register lists all approved changes made to the BC Housing Management Commission 
ORCS, in ascending order (i.e., the most recent changes appear first).  Each amendment is 
uniquely identified as follows: 

• Formal amendments:  Schedule application number assigned to the amendment and
used during the review and approval process; e.g., 123456.

• Administrative amendments:  ADAM plus a registration number issued by Government
Records Service (GRS); e.g., ADministrative AMendment number thirty-eight is ADAM 38.

For more information about the changes listed here, see the relevant section, primary, and/or 
secondary; the ORCS may also have an appendix that provides a more detailed summary of 
changes.   
Original schedule approval date: 1999/07/15 

Unique 
identifier 
(ADAM # or 
Schedule #) 

Date 
Approved 

Section/ 
Primary/ 
Secondary 

Changes 

189835 2017-09-08 Section 4 
and Systems 
Section 

Section 4 and the Systems Section updated to add 
the records of the Rental Assistance Program and 
the Subsidy Management and Assisted Rent Tool 
(SMART).  
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OPERATIONAL RECORDS CLASSIFICATION SYSTEM 
This is an approved information schedule, as defined by the Information Management Act (SBC 
2015, c. 27).  For more information consult your Records Officer. 
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USEFUL INFORMATION 

Key to Information Schedule Codes and Acronyms: 

Information Schedule titles: ARCS = Administrative Records Classification System 
ORCS = Operational Records Classification System 

Office information: OPR = Office of Primary Responsibility 

Records life cycle: A = Active 
SA = Semi-active 
FD = Final Disposition 

Active and semi-active period codes: CY = Calendar Year 
FY = Fiscal Year 
NA = Not Applicable 
SO = Superseded or Obsolete 
w = week 
m = month 
y = year 

Final disposition categories: DE = Destruction 
FR = Full Retention 
SR = Selective Retention 
OD = Other Disposition 
NA = Not Applicable 

Special flags: FOI = Freedom of Information/Protection of Privacy 
PIB = Personal Information Bank 
VR = Vital Records 

The following links provide additional resources for managing your information: 

• ARCS and ORCS User Guide.

• Special schedules for records that are not covered  by ARCS and ORCS.

• Legislation, policies, and standards for managing records in the BC Government.

• Tips, guides, and FAQs on related topics.

• Records Officer contact information.

http://www2.gov.bc.ca/assets/download/C3FA17CB9DCB461AB496A525FD0A4A02
http://www2.gov.bc.ca/gov/content?id=3C8602EE967C4B70A804957E9E005292
http://www2.gov.bc.ca/gov/content?id=25EE543B0B59402FA077FA3D4E482DC1
http://www2.gov.bc.ca/gov/content?id=0F791EDE413242B6803DEBE301696A69
http://www2.gov.bc.ca/gov/content?id=F347119CB63441028A7ABC77DC1478DD
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RECORDS RETENTION AND DISPOSITION AUTHORITY 
see ORCS "Introduction" 

Accession No. part 2.6.1 (c) 

This is a recommendation to authorize ~n operational records classification and scheduling system. 

Title: British Columbia Housing Management Commission Operational Records Classification System 

British Columbia Housing Management Commission 

Description and Purpose: 

The British Columbia Housing Management Commission Operational Records Classification System (ORCS) covers all 
operational records created, received, and maintained by Commission offices throughout the province. 

These records document the development, administration, and management of social housing throughout the province for the 
purpose of providing affordable housing to British Columbians. 

For further descriptive information about these records, please refer to the attached executive summary. 

Date range: 1967 ongoing Physical format of records: see attached schedule 

Annual accumulation: 12.8 cubic meters 

Recommended retention and disposition: scheduled in accord with attached ORCS. 

THE UNDERSIGNED ENDORSE THE RECOMMENDATIONS: 

Httrc!( it ./o/fJ 
Date (' 1 . 

GY5H~'!\ 
Date 

THE PU~~~~,O~.Ul~E):::!~~~ITTEE CONCURS: ¥¥\C\ \ ti~ &5 
Chair, PDC Date \ , 

OTHER STATUTORY APPROVALS: 

THE SELECT STANDING COMMITTEE ON PUBLIC 
ACCOUNTS APPROVES THE RECOMMENDATION OF 
THE PUBLIC DOCUMENTS COMMITTEE: 

APR 2 0 1999 
Date 

APPROVED BY RESOLUTION OF THE LEGISLATIVE 
ASSEMBLY: JUt 1 5 1999 

Date 

Signature 

Title: 

Date Signature 

Title: 

Date 

ARS 008 orcs.dot Rev. 12198 1M ORCS: 12830-03 ARCS: 430-02 



Schedule No. 1 1 0 2 2 5 
CONTACT: Linda Bailey, Records Officer, 604-439-4750 

RECORDS MANAGEMENT APPRAISAL: 

This appraisal documents the recommendation for active and semi-active retention periods. 

These records are created and received under the authority of the British Columbia Ministry of Lands, Parks and Housing Act 
(RSBC 1996, c. 307) and subsequent legislation governing the operational responsibilities and functions of the creating agency. 

Functional duplicates and microfilmed records are indicated under appropriate classification headings. 

The retention and final disposition guidelines specified in the attached Operational Records Classification System meet the 
creating agency's information requirements, ensure fiscal and audit control, protect government's legal rights and liabilities, and 
provide for effective management of the agency's operational functions. Upon expiry of the active and semi-active retention 
periods, the records covered by this recommendation will no longer be of any primary value to government. 

The retention and final disposition guidelines have been established in consultation with the Records Officer and staff and 
managers of all branches conducting operational functions in the creating agency. 

Upon approval, BCHMC ORCS will supersede approved ongoing records 
schedules 106684 and 880372.. The records covered by l06684 are 
classified in secondary 83230-50~ the records covered by 880372 are 
classified in secondary 84320-20. 

Walter Meyer zu Erpen, Secretary 
Public Documents Committee 99/04/16 

9~f{;t-II~ 
Date' Records Analyst 

ARCHIVAL APPRAISAL: 

This appraisal documents the recommendation for final disposition. 

The final disposition recommendations protect records considered to have significant evidential and historical values. The 
specific reasons for retaining certain records are stated within the ORCS, as well as in the Executive Summary. 

Record series or groups of records which will be retained in their entirety are indicated by "Full Retention." 

Record series or groups of records which will be retained in part are indicated by "Selective Retention." Selective retention 
means that portions ofthe record series will be retained by means of recognized archival selection criteria. For the meaning of 
selective retention with respect to a specific record series, see the attached schedule. 

The definitions of both selective and full retention provide that records will be preserved in the government archives, and that 
unnecessary duplicates, transitory materials, and ephemera may be discarded. 

'1q/fY~/i L 
Archivist ---"') • Date 

The undersigned endorses the appraisal recommendations: 

Director, Information and Data Management Branch Date 

ARS 008 orcs. dot Rev. 12/98 1M ORCS: 12830-03 ARCS: 430-02 



OPERATIONAL RECORDS CLASSIFICATION SYSTEM 
This records schedule is approved in accordance with the Document Disposal Act  (RSBC 1996, c. 99).  It constitutes 
authority for retention and disposition of the records described herein provided ORCS has been implemented according 
to standards approved by BC Archives.  For assistance in implementing ORCS, contact your Records Officer. 

A SA FD 

_____________________________________________________________________
A  = Active CY = Calendar Year SO = Superseded or Obsolete 
SA = Semi-active FY = Fiscal Year DE = Destruction 
FD = Final Disposition NA = Not Applicable SR = Selective Retention  
PIB = Personal Information Bank w  = week    m = month FR = Full Retention  
PUR = Public Use records  y = year FOI = Freedom of Information/Privacy 
OPR = Office of Primary Responsibility VR = Vital Records 

g:\windata\ric\orcs\orcsmanual.sav.doc: 1999/07/15 Schedule 110225        ORCS/BCHMC         EXEC SUMMARY - 3 

British Columbia Housing Management Commission 

Operational Records Classification System 

EXECUTIVE SUMMARY 

The mandate of the British Columbia Housing Management Commission (BCHMC) is to provide affordable housing to 
British Columbians by developing, administering and managing social housing throughout the province as provided 
under the British Columbia Ministry Of Lands, Parks and Housing Act (RSBC 1996 Chap. 307).  This Operational 
Records Classification System  (ORCS) establishes a system of classification and a retention and disposition schedule 
for the operational records that document the functions of BCHMC. 

All operational, administrative, legal, fiscal, and audit requirements are met in the active and semi-active retention 
periods specified in the schedule.  The Information and Data Management Branch (IDMB), formerly known as the 
British Columbia Information Management Services (BCIMS), has reviewed the final disposition schedule to ensure 
that records having residual evidential and historical values are preserved for government and its citizenry.  

This ORCS covers records created and received since 1967, when BCHMC was established.  Previous records 
relating to the functions documented in this ORCS will be appraised and scheduled under one-time records schedules 
and transferred to the government archives or destroyed as appropriate.  These records, which differ considerably 
from those covered by the ORCS, were created under housing programs funded by the Provincial Secretary from 1947 
on (IDMB accessions 90-1584, 90-1589, and 90-1882). 

The Office of Primary Responsibility (OPR) for most primaries is the Records and Information Centre (RIC), with the 
exception of active records pertaining to building and property management.  The OPRs for specified primaries 
pertaining to building and property management are individual regional offices.  Two Offices of Primary Responsibility 
are designated for specified primaries pertaining to housing applicants, tenants, construction drawings and 
specifications because these functions occur in both the RIC and individual regional offices. 

The summary which follows describes records types and identifies their retention periods and final dispositions.  In this 
summary, record types are linked to ORCS by primary and secondary numbers.  Please consult the manual for further 
information. 

(Continued on next page) 



OPERATIONAL RECORDS CLASSIFICATION SYSTEM 
This records schedule is approved in accordance with the Document Disposal Act  (RSBC 1996, c. 99).  It constitutes 
authority for retention and disposition of the records described herein provided ORCS has been implemented according 
to standards approved by BC Archives.  For assistance in implementing ORCS, contact your Records Officer. 

A SA FD 

_____________________________________________________________________
A  = Active CY = Calendar Year SO = Superseded or Obsolete 
SA = Semi-active FY = Fiscal Year DE = Destruction 
FD = Final Disposition NA = Not Applicable SR = Selective Retention  
PIB = Personal Information Bank w  = week    m = month FR = Full Retention  
PUR = Public Use records  y = year FOI = Freedom of Information/Privacy 
OPR = Office of Primary Responsibility VR = Vital Records 

g:\windata\ric\orcs\orcsmanual.sav.doc: 1999/07/15 Schedule 110225        ORCS/BCHMC         EXEC SUMMARY - 4 

1. POLICY, PROCEDURES, SPECIFICATIONS AND STANDARDS

81000-00 to 84420-00  SO      5y          FR
82400-20  Program guidelines SO+3y nil FR
83100-03  BCHMC specifications and standards SO+3y 2y FR 

 Throughout this ORCS, BCIMS will fully retain for the government  
archives all policy, procedure, guideline, specification and standard 
files created by offices having primary responsibility for policy,  
procedures, guidelines, specifications and standards development and  
approval.  These records have evidential value.  Draft and duplicate 
materials which hold insufficient evidential value to merit preservation  
may be purged and discarded.  

2. RESEARCH AND PLANNING CY+7y 5y SR 

81010-20 to 81280-20 

BCIMS will selectively retain research and planning issues case files  
pertaining to housing and client needs for the government archives  
because they document the development of housing programs. 

3. HOUSING PROGRAMS, INITIATIVES AND SERVICES

82100-02 Program reference manual SO nil FR 
82100-03  Social housing plan SO+3y 6y FR 
82200-20 Program development and administration case files SO+3y nil FR 
82300-20 Program evaluation / reviews CY+3y 4y FR 
84210-25 Community housing initiatives development SO+3y 7y FR 
84330-30 Tenant support services development case files SO+2y 5y FR 

BCIMS will fully retain these records for the government archives because 
they document the development, implementation, evaluation and on-going  
administration of subsidized housing programs operated by government  
and government partnerships,  community housing initiatives and tenant  

 support services. 

(Continued on next page) 



OPERATIONAL RECORDS CLASSIFICATION SYSTEM 
This records schedule is approved in accordance with the Document Disposal Act  (RSBC 1996, c. 99).  It constitutes 
authority for retention and disposition of the records described herein provided ORCS has been implemented according 
to standards approved by BC Archives.  For assistance in implementing ORCS, contact your Records Officer. 
 
 
 A SA FD 
 

_____________________________________________________________________  
A  = Active CY = Calendar Year SO = Superseded or Obsolete 
SA = Semi-active FY = Fiscal Year DE = Destruction 
FD = Final Disposition NA = Not Applicable SR = Selective Retention  
PIB = Personal Information Bank w  = week    m = month FR = Full Retention  
PUR = Public Use records  y = year FOI = Freedom of Information/Privacy 
OPR = Office of Primary Responsibility  VR = Vital Records 
 
g:\windata\ric\orcs\orcsmanual.sav.doc: 1999/07/15 Schedule 110225        ORCS/BCHMC         EXEC SUMMARY - 5 

 

4. HOUSING DEVELOPMENT AND OPERATIONS 

  

 Cumulative and summary reports CY nil FR 

 83000-02 Housing project listing - cumulative report 
 83200-03 Annual housing project commitment summary  
 83310-02 PRHC property listing - cumulative report  
 84200-02 Sponsor register  

 BCIMS will fully retain these cumulative and summary reports for the  
 government archives because they inventory government involvement  
 in the development and operation of housing projects, property usage   
 and ownership, and housing sponsor partnerships.  

 

 Construction drawings and building specifications  SO+2y nil FR 

 83100-20    Project “as-built” drawings and building specifications 

 BCIMS will fully retain these “as-built” construction drawings and  
 specifications on microfiche for the government archives because they  
 document the architectural history of public housing throughout the  
 province. 

    

 Land case files  SO+2y nil FR 

 83310-20 Provincial Rental Housing Corporation (PRHC) land files 

 BCIMS will fully retain PRHC land files for the government archives  
 because of their significant evidential and historical values.  They  
 document government investments in land used for housing. 
  

 Housing legal case files  SO+2y nil SR 

 83400-20 Housing project legal case files 
  
 BCIMS will selectively retain housing project legal case files for the 
              government archives because they document  government investments,                          
 the agreements governing the operation of specific public housing               
 buildings, and significant legal issues relating to housing projects.  

 

 

 

 



OPERATIONAL RECORDS CLASSIFICATION SYSTEM 
This records schedule is approved in accordance with the Document Disposal Act  (RSBC 1996, c. 99).  It constitutes 
authority for retention and disposition of the records described herein provided ORCS has been implemented according 
to standards approved by BC Archives.  For assistance in implementing ORCS, contact your Records Officer. 

A SA FD 

_____________________________________________________________________
A  = Active CY = Calendar Year SO = Superseded or Obsolete 
SA = Semi-active FY = Fiscal Year DE = Destruction 
FD = Final Disposition NA = Not Applicable SR = Selective Retention  
PIB = Personal Information Bank w  = week    m = month FR = Full Retention  
PUR = Public Use records  y = year FOI = Freedom of Information/Privacy 
OPR = Office of Primary Responsibility VR = Vital Records 

g:\windata\ric\orcs\orcsmanual.sav.doc: 1999/07/15 Schedule 110225        ORCS/BCHMC         EXEC SUMMARY - 6 

(Continued on next page) 

Housing development and operations case files  

83230-40 Accepted project proposal submissions SO y 2y SR 

83520-20 Building / property management case files SO+2y 5y SR 
BCIMS will selectively retain accepted housing project proposal and  
building / property management case files because they document the 
reasoning behind subsidized housing funding decisions made by BCHMC  
and the management of buildings and properties by BCHMC. 

Photographs and public relations / ceremonies 

83600-20 Housing project photographs  SO+2y nil SR 

84200-40 Housing project public relations and ceremonies  CY+2y 5y SR 

BCIMS will selectively retain housing project photographs and public  
relations / ceremony case files for the government archives because  
they document government involvement in housing publicity activities      
and provide visual documentation of subsidized housing, its sponsors   

 and residents. 

5. CLIENT SERVICES

 Tenant issues  

 83520-09 Pet management  CY+3y 2y FR 
84300-20 Tenant issues case files SO+2y 5y FR 
84300-30 Tenant notice to end tenancy report CY+3y 4y FR 

BCIMS will fully retain these records because they document the way  
BCHMC addresses significant problems and concerns which arise in  
relation to tenants as well as documenting the handling of interesting  
on-going social issues such as pet management.  

 Tenant programs  SO+3y 4y SR 

84340-20  Tenant association and programs 
84350-20 On-site gardening case files 

BCIMS will selectively retain tenant association and program case files  
for the government archives because they document  communications  
and community partnerships between BCHMC and tenants. 



OPERATIONAL RECORDS CLASSIFICATION SYSTEM 
This records schedule is approved in accordance with the Document Disposal Act  (RSBC 1996, c. 99).  It constitutes 
authority for retention and disposition of the records described herein provided ORCS has been implemented according 
to standards approved by BC Archives.  For assistance in implementing ORCS, contact your Records Officer. 

A SA FD 

_____________________________________________________________________
A  = Active CY = Calendar Year SO = Superseded or Obsolete 
SA = Semi-active FY = Fiscal Year DE = Destruction 
FD = Final Disposition NA = Not Applicable SR = Selective Retention  
PIB = Personal Information Bank w  = week    m = month FR = Full Retention  
PUR = Public Use records  y = year FOI = Freedom of Information/Privacy 
OPR = Office of Primary Responsibility VR = Vital Records 

g:\windata\ric\orcs\orcsmanual.sav.doc: 1999/07/15 Schedule 110225        ORCS/BCHMC         EXEC SUMMARY - 7 

(Continued on next page) 

Tenants and SAFER clients

84360-20 Vacated tenants - vacated status (V) SO 7y SR 
84360-30 Vacated tenants - debt or credit status (X1 or XC) SO+2y 8y SR 
84360-40 Vacated tenants - high profile status (X2) SO 26y SR 
84360-50 Vacated tenants - high profile and debt status (X3) SO+2y 24y SR 
84420-20 SAFER client files SO+1y 6y SR 

BCIMS will selectively retain tenant and SAFER client case files for the  
government archives because they document the history of government  
services to and interaction with its tenants and rent subsidy recipients. 

6. ALL OTHER RECORDS DE

All other records are destroyed at the end of their active and semi-active 
retention periods. The retention of these records varies depending on the 
nature of the records and the function performed, but generally does not 
exceed eight years.  These records have no residual values to government at 
the end of their scheduled retention periods. 
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OPERATIONAL RECORDS CLASSIFICATION SYSTEM 
This records schedule is approved in accordance with the Document Disposal Act (RSBC 1996, c. 99). It constitutes 
authority for retention and disposition of the records described herein provided ORCS has been implemented according 
to standards approved by BC Archives. For assistance in implementing ORCS, contact your Records Officer. 

SECTION 1 

RESEARCH AND PLANNING 

PRIMARY NUMBERS 

81000 - 81999 

Section 1 covers records relating to the research and planning of housing and social housing needs in 
British Columbia as provided under the Ministry of Lands, Parks and Housing Act (RSBC 1996 c. 
307)and the National Housing Act (NHA) (RSC 1985 c. N-11). This includes records relating to the 
study of: housing needs for client groups such as seniors, families, persons with special needs or 
disabilities, Aboriginals, the homeless, and other client groups needing some form of assistance; 
market and non-market housing issues such as construction, mortgages and financial strategies, 
subsidies and shelter allowances; issues which impact housing such as economic conditions, 
population and migration trends; and urban, suburban and rural market housing conditions. 

A = Active 
fA = Semi-active 
FD = Final Disposition 
PIB = Personal Information Bank 
PUR = Public Use records 
OPR = Office of Primary Responsibility 

orcs\S 1 resear: 1999107115 

CY = Calendar Year 
FY = Fiscal Year 
NA = Not Applicable 
w = week m = month 
y = year 

Schedule 110225 

SO = Superseded or Obsolete 
DE = Destruction 
SR = Selective Retention 
FR = Full Retention 
FOI = Freedom of Information/Privacy 
VR = Vital Records 

ORCSIBCHMC SECT 1 - 1 



OPERATIONAL RECORDS CLASSIFICATION SYSTEM 
This records schedule is approved in accordance with the Document Disposal Act (RSBC 1996, c. 99). It constitutes 
authority for retention and disposition of the records described herein provided ORCS has been implemented according 
to standards approved by BC Archives. For assistance in implementing ORCS, contact your Records Officer. 

A =Active 

81000 
81010 

81100 
81110 
81120 
81130 
81140 
81150 
81160 

81200 
81210 
81220 
81230 
81240 
81250 
81260 
81270 
81280 

SA = Semi-active 

81000 - RESEARCH AND PLANNING - 81999 

PRIMARY NUMBERS AND PRIMARY SUBJECTS 

RESEARCH AND PLANNING - GENERAL 
-ISSUES 

CLIENT GROUP ISSUES - GENERAL 
- ABORIGINALS 
- FAMILIES 
- HOMELESSNESS 
- PERSONS WITH SPECIAL NEEDS I DISABILITIES 
- SENIORS 
- SINGLE PERSONS 

HOUSING ISSUES - GENERAL 
- ALLOCATION OF HOUSING 
- CONSTRUCTION 
-LAND 
- MARKET (FOR PROFIT) HOUSING 
- MORTGAGES AND FINANCING 
- SUBSIDIZED HOUSING 
- RENT SCALE 
- RURAL I URBAN HOUSING 

SO = Superseded or Obsolete 
DE = Destruction 

FD = Final Disposition 

CY = Calendar Year 
FY = Fiscal Year 
NA = Not Applicable SR = Selective Retention 

FR = Full Retention 

FD 

PIB = Personal Information Bank 
PUR = Public Use records 
OPR = Office of Primary Responsibility 

w = week m = month 
y = year FOI = Freedom of Information/Privacy 

VR = Vital Records 

orcslS 1 resear:1999/07/15 Schedule 110225 ORCS/BCHMC SECT 1 - 2 
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OPERATIONAL RECORDS CLASSIFICATION SYSTEM 
This records schedule is approved in accordance with the Document Disposal Act (RSBC 1996, c. 99). It constitutes 
authority for retention and disposition of the records described herein provided ORCS has been implemented according 
to standards approved by BC Archives. For assistance in implementing ORCS, contact your Records Officer. 

81000 

A =Active 

RESEARCH AND PLANNING - GENERAL 

Records not shown elsewhere in the research and planning section 
which relate generally to housing research and planning activities. 
Includes correspondence and memoranda. 

For agendas, minutes, notices, and other related records pertaining to 
boards, committees, commissions, task forces and working 
groups, see ARCS primaries 200 to 220. 

For associations, see ARCS primary 160. 
For client or target group issues and reports, see 

primaries 81100 to 81160. 
For housing issues and reports, see primaries 81200 to 81280. 
For the annual social housing plan, see primary 82100. 

Unless otherwise specified below, the commission OPR (Records and 
Information Centre) will retain these records for: 

Except where non-OPR retention periods are identified below, all 
other commission offices will retain these records for: 

-00 Policy and procedures -OPR 
- non-OPR 

FR = BCIMS will fully retain for the government archives all policy 
and procedure files created by offices having primary 
responsibility for policy and procedure development and 
approval. These records have evidential value. Draft and 
duplicate materials which hold insufficient evidential value 
to merit preservation may be purged and discarded. 

-01 General 

CY+3y 2y 

SO 
SO 

5y 
nil 

SA = Semi-active 
CY = Calendar Year 
FY = Fiscal Year 
NA = Not Applicable 

SO = Superseded or Obsolete 
DE = Destruction 

, FD = Final Disposition SR = Selective Retention 
FR = Full Retention 

DE 

DE 

FR 
DE 

PIB = Personal Information Bank 
PUR = Public Use records 
OPR = Office of Primary Responsibility 

w = week m = month 
y = year FOI = Freedom of Information/Privacy 

VR = Vital Records 

orcs\S1 resear: 1999/07/15 Schedule 110225 ORCS/BCHMC SECT 1 - 3 



OPERATIONAL RECORDS CLASSIFICATION SYSTEM 
This records schedule is approved in accordance with the Document Disposal Act (RSBC 1996, c. 99). It constitutes 
authority for retention and disposition of the records described herein provided ORCS has been implemented according 
to standards approved by BC Archives. For assistance in implementing ORCS, contact your Records Officer. 

81010 

A = Active 

RESEARCH AND PLANNING - ISSUES 

Records relating to the compilation of data and research regarding 
issues such as demographics, migratory trends and economic 
conditions which are not specifically about housing but may impact 
housing and housing needs in general. These records also relate to 
liaison activities with non-profit and private organizations, resource 
and community groups, and other government agencies such as the 
Canada Mortgage and Housing Corporation (CMHC). Includes 
statistics, reports, studies, census data, memoranda, correspondence 
and working papers. 

For agendas, minutes, notices, and other related records pertaining to 
boards, committees, commissions, task forces and working 
groups, see ARCS primaries 200 to 220. 

For associations, see ARCS primary 160. 
For client or target group issues and reports, see 

primaries 81100 to 81160. 
For the annual social housing plan, see primary 82100. 

Unless otherwise specified below, the commission OPR (Records and 
Information Centre) will retain these records for: 

Except where non-OPR retention periods are identified below, all 
other commission offices will retain these records for: 

-00 Policy and procedures -aPR 
- non-OPR 

-01 General 
-02 Research and planning reports register 

SO = when register is superseded by an updated version 

-04 CMHC research 

-20 

(includes general information and correspondence 
pertaining to research work conducted by CMHC) 

Research and planning issues case files 
(includes related reports and studies) 
(arrange alphabetically by subject) 

(Continued on next page) 

CY+3y 2y 

SO 

SO 
SO 

SO 

5y 
nil 

nil 

CY+7y 5y 

SA = Semi-active 
CY = Calendar Year 
FY = Fiscal Year 
NA = Not Applicable 

SO = Superseded or Obsolete 
DE = Destruction 

FD = Final Disposition SR = Selective Retention 
FR = Full Retention 

DE 

DE 

FR 
DE 

DE 

SR 

PIB = Personal Information Bank 
PUR = Public Use records 
aPR = Office of Primary Responsibility 

w = week m = month 
y = year FOI = Freedom of Information/Privacy 

VR = Vital Records 

orcslS1 resear: 1999/07/15 Schedule 110225 ORCS/BCHMC SECT 1 -4 
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OPERATIONAL RECORDS CLASSIFICATION SYSTEM 
This records schedule is approved in accordance with the Document Disposal Act (RSBC 1996, c. 99). It constitutes 
authority for retention and disposition of the records described herein provided ORCS has been implemented according 
to standards approved by BC Archives. For assistance in implementing ORCS, contact your Records Officer. 

81010 RESEARCH AND PLANNING - ISSUES (Continued) 

A =Active 
SA = Semi-active 

13y = This combined active and semi-active retention 
period will allow time for activities such as 
comparative studies and forecasting based on the 
historical data. 

SR = BCIMS will selectively retain research and planning 
issues case files for the government archives 
because they document the development 
of housing programs. 

At the time of transfer to semi-active storage, the 
Records Officer and a representative from the 
relevant program, in consultation with a BCIMS 
archivist, will identify significant files. Significance 
will be measured according to the level of BCHMC 
involvement in the programs concerned. All issues 
files not considered significant will be destroyed. 

Commission staff will box project files which are to be 
retained separately from those to be destroyed. 

NOTE: Reference copies of the final reports and studies are 
catalogued in the BCHMC Library. 

SO = Superseded or Obsolete 
DE = Destruction 

FD = Final Disposition 

CY = Calendar Year 
FY = Fiscal Year 
NA = Not Applicable SR = Selective Retention 

FR = Full Retention PIB = Personal Information Bank 
PUR = Public Use records 
OPR = Office of Primary Responsibility 

orcs\S 1 resear:1999/07/15 

w = week m = month 
y = year 

Schedule 110225 

FOI = Freedom of Information/Privacy 
VR = Vital Records 

ORCS/BCHMC SECT 1 - 5 



OPERATIONAL RECORDS CLASSIFICATION SYSTEM 
This records schedule is approved in accordance with the Document Disposal Act (RSBC 1996, c. 99). It constitutes 
authority for retention and disposition of the records described herein provided ORCS has been implemented according 
to standards approved by BC Archives. For assistance in implementing ORCS, contact your Records Officer. 

81100 

A =Active 

CLIENT GROUP ISSUES - GENERAL 

Records relating to the compilation of data and research regarding 
the housing needs of people or client groups not shown elsewhere in 
this primary block. These records also relate to liaison activities with 
private and non-profit organizations, resource and community groups, 
and other government agencies. Includes statistics, reports, studies, 
memoranda, correspondence and working papers. 

For agendas, minutes, notices, and other related records pertaining to 
boards, committees, commissions, task forces and working 
groups, see ARCS primaries 200 to 220. 

For associations, see ARCS primary 160. 
For client services, see primaries 84000 to 84360. 
For specific client/target groups (i.e., seniors, families, persons with 

special needs), see primaries 81100 to 81160. 

Unless otherwise specified below, the commission OPR (Records and 
Information Centre) will retain these records for: 

Except where non-OPR retention periods are identified below, all 
other commission offices will retain these records for: 

-00 Policy and procedures -OPR 
- non-OPR 

-01 General 

-20 Client/target groups housing issues case files 
(includes related reports and studies) 
(arrange alphabetically by subject) 

13y = This combined active and semi-active retention 
period will allow time for activities such as 
comparative studies and forecasting based on the 
historical data. 

SR = BCIMS will selectively retain research and planning 
issues case files for the government archives 
because they document the development 
of housing programs. 

(Continued on next page) 

CY+3y 2y 

SO nil 

SO 5y 
SO nil 

CY+7y 5y 

SA = Semi-active 
CY = Calendar Year 
FY = Fiscal Year 
NA = Not Applicable 

SO = Superseded or Obsolete 
DE = Destruction 

FD = Final Disposition SR = Selective Retention 
FR = Full Retention 

FD 

DE 

DE 

FR 
DE 

SR 

PIB = Personal Information Bank 
PUR = Public Use records 
OPR = Office of Primary Responsibility 

w = week m = month 
y = year FOI = Freedom of Information/Privacy 

VR = Vital Records 
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OPERATIONAL RECORDS CLASSIFICATION SYSTEM 
This records schedule is approved in accordance with the Document Disposal Act (RSBC 1996, c. 99). It constitutes 
authority for retention and disposition of the records described herein provided ORCS has been implemented according 
to standards approved by BC Archives. For assistance in implementing ORCS, contact your Records Officer. 

81100 CLIENT GROUP ISSUES - GENERAL (Continued) 

At the time of transfer to semi-active storage, the 
Records Officer and a representative from the 
relevant program, in consultation with a BCIMS 
archivist, will identify significant files. Significance 
will be measured according to the level of BCHMC 
involvement in the programs concerned. All issues 
files not considered significant will be destroyed. 

Commission staff will box project files which are to be 
retained separately from those to be destroyed. 

NOTE: Reference copies of the final reports and studies are 
catalogued in the BCHMC Library. 

A =Active 
SA = Semi-active 
FD = Final Disposition 
PIB = Personal Information Bank 
PUR = Public Use records 
OPR = Office of Primary Responsibility 

orcs\S 1 resear: 1999/07/15 

CY = Calendar Year 
FY = Fiscal Year 
NA = Not Applicable 
w = week m = month 
y = year 

Schedule 110225 

SO = Superseded or Obsolete 
DE = Destruction 
SR = Selective Retention 
FR = Full Retention 
FOI = Freedom of Information/Privacy 
VR = Vital Records 

ORCS/BCHMC SECT 1 -7 



OPERATIONAL RECORDS CLASSIFICATION SYSTEM 
This records schedule is approved in accordance with the Document Disposal Act (RSBC 1996, c. 99). It constitutes 
authority for retention and disposition of the records described herein provided ORCS has been implemented according 
to standards approved by BC Archives. For assistance in implementing ORCS, contact your Records Officer. 

81110 

A = Active 

CLIENT GROUP ISSUES - ABORIGINALS 

Records relating to the compilation of data and research regarding the 
provision of housing for Aboriginals. This primary covers issues 
such as availability and affordability of housing and housing conditions 
in rural or urban areas and on reserves. These records also relate to 
liaison activities with non-profit and private organizations, resource 
and community groups, and other government agencies. Includes 
statistics, reports, studies, memoranda, correspondence and working 
papers. 

For agendas, minutes, notices, and other related records pertaining to 
boards, committees, commissions, task forces and working 
groups, see ARCS primaries 200 to 220. 

For aSSOCiations, see ARCS primary 160. 
For client services, see primaries 84000 to 84360. 
For housing projects developed for Aboriginals, see 

primaries 83000 to 83600. 
For programs (Le., Rural and Remote) pertaining to this subject, see 

primaries 82000 to 82400. 

Unless otherwise speCified below, the commission OPR (Records and 
Information Centre) will retain these records for: 

Except where non-aPR retention periods are identified below, all 
other commission offices will retain these records for: 

-00 Policy and procedures -OPR 
- non-aPR 

-01 General 

-20 Aboriginals housing issues case files 
(includes related reports and studies) 
(arrange alphabetically by subject) 

13y = This combined active and semi-active retention 
period will allow time for activities such as 
comparative studies and forecasting based on the 
historical data. 

SR = BCIMS will selectively retain research and planning 
issues case files for the government archives 
because they document the development 
of housing programs. 

(Continued on next page) 

CY+3y 2y 

SO nil 

SO 
SO 

5y 
nil 

CY+7y 5y 

SA = Semi-active 
CY = Calendar Year 
FY = Fiscal Year 

SO = Superseded or Obsolete 
DE = Destruction 

FD = Final Disposition NA = Not Applicable SR = Selective Retention 
FR = Full Retention 

DE 

DE 

FR 
DE 

SR 

PIB = Personal Information Bank 
PUR = Public Use records 
OPR = Office of Primary Responsibility 

w = week m = month 
y = year FOI = Freedom of Information/Privacy 

VR = Vital Records 
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OPERATIONAL RECORDS CLASSIFICATION SYSTEM 
This records schedule is approved in accordance with the Document Disposal Act (RSBC 1996, c. 99). It constitutes 
authority for retention and disposition of the records described herein provided ORCS has been implemented according 
to standards approved by BC Archives. For assistance in implementing ORCS, contact your Records Officer. 

81110 CLIENT GROUP ISSUES - ABORIGINALS (Continued) 

At the time of transfer to semi-active storage, the 
Records Officer and a representative from the 
relevant program, in consultation with a BCIMS 
archivist, will identify significant files. Significance 
will be measured according to the level of BCHMC 
involvement in the programs concerned. All issues 
files not considered significant will be destroyed. 

CommisSion staff will box project files which are to be 
retained separately from those to be destroyed. 

NOTE: Reference copies of the final reports and studies are 
catalogued in the BCHMC Library. 

A = Active 
SA = Semi-active 
FD = Final Disposition 
PIB = Personal Information Bank 
PUR = Public Use records 
OPR = Office of Primary Responsibility 

orcslS 1 resear:1999/07/15 

CY = Calendar Year 
FY = Fiscal Year 
NA = Not Applicable 
w = week m = month 
y = year 

Schedule 110225 

SO = Superseded or Obsolete 
DE = Destruction 
SR = Selective Retention 
FR = Full Retention 
FOI = Freedom of Information/Privacy 
VR = Vital Records 

ORCS/BCHMC SECT 1 - 9 



OPERATIONAL RECORDS CLASSIFICATION SYSTEM 
This records schedule is approved in accordance with the Document Disposal Act (RSBC 1996, c. 99). It constitutes 
authority for retention and disposition of the records described herein provided ORCS has been implemented according 
to standards approved by BC Archives. For assistance in implementing ORCS, contact your Records Officer. 

81120 

A = Active 

CLIENT GROUP ISSUES - FAMILIES 

Records relating to the compilation of data and research regarding 
the provision of housing for families. This research concerns issues 
such as the availability and affordability of housing, family 
composition, access to community services and child care facilities. 
These records also relate to liaison activities with non-profit and private 
organizations, resource and community groups, and other government 
agencies. Includes statistics, reports, studies, memoranda, 
correspondence and working papers. 

For agendas, minutes, notices, and other related records pertaining to 
boards, committees, commissions, task forces and working 
groups, see ARCS primaries 200 to 220. 

For associations, see ARCS primary 160. 
For client services, see primaries 84000 to 84360. 
For family housing projects developed, see primaries 83000 to 83600. 
For programs pertaining to this subject, see primaries 82000 to 82400. 

Unless otherwise specified below, the commission OPR (Records and 
Information Centre) will retain these records for: 

Except where non-OPR retention periods are identified below, all 
other commission offices will retain these records for: 

-00 Policy and procedures -OPR 
- non-OPR 

-01 General 

-20 Family housing issues case files 
(includes related reports and studies) 
(arrange alphabetically by subject) 

13y = This combined active and semi-active retention 
period will allow time for activities such as 
comparative studies and forecasting based on the 
historical data. 

SR = BCIMS will selectively retain research and planning 
issues case fifes for the government archives 
because they document the development of 
housing programs. 

(Continued on next page) 

CY+3y 2y 

SO nil 

SO 
SO 

5y 
nil 

CY+7y 5y 

SA = Semi-active 
CY = Calendar Year 
FY = Fiscal Year 
NA = Not Applicable 

SO = Superseded or Obsolete 
DE = Destruction 

FD = Final Disposition SR = Selective Retention 
FR = Full Retention 

FD 

DE 

DE 

FR 
DE 

SR 

PIB = Personal Information Bank 
PUR = Public Use records 
OPR = Office of Primary Responsibility 

w = week m = month 
y = year FOI = Freedom of Information/Privacy 

VR = Vital Records 
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OPERATIONAL RECORDS CLASSIFICATION SYSTEM 
This records schedule is approved in accordance with the Document Disposal Act (RSBC 1996, c. 99). It constitutes 
authority for retention and disposition of the records described herein provided ORCS has been implemented according 
to standards approved by BC Archives. For assistance in implementing ORCS, contact your Records Officer. 

81120 CLIENT GROUP ISSUES - FAMILIES (Continued) 

At the time of transfer to semi-active storage, the 
Records Officer and a representative from the 
relevant program, in consultation with a BCIMS 
archivist, will identify significant files. Significance 
will be measured according to the level of BCHMC 
involvement in the programs concerned. All issues 
files not considered significant will be destroyed. 

Commission staff will box project files which are to be 
retained separately from those to be destroyed. 

NOTE: Reference copies of the final reports and studies are 
catalogued in the BCHMC Library. 

A =Active 
SA = Semi-active 
FD = Final Disposition 
PIB = Personal Information Bank 
PUR = Public Use records 
OPR = Office of Primary Responsibility 

orcs\S 1 resear: 1999/07/15 

CY = Calendar Year 
FY = Fiscal Year 
NA = Not Applicable 
w = week m = month 
y = year 

Schedule 110225 

SO = Superseded or Obsolete 
DE = Destruction 
SR = Selective Retention 
FR = Full Retention 
FOI = Freedom of Information/Privacy 
VR = Vital Records 
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OPERATIONAL RECORDS CLASSIFICATION SYSTEM 
This records schedule is approved in accordance with the Document Disposal Act (RSBC 1996, c. 99). It constitutes 
authority for retention and disposition of the records described herein provided ORCS has been implemented according 
to standards approved by BC Archives. For assistance in implementing ORCS, contact your Records Officer. 

81130 

A = Active 

CLIENT GROUP ISSUES - HOMELESSNESS 

Records relating to the compilation of data and research regarding 
homelessness in general as well as the provision of housing for 
people without a permanent residence. These records also relate to 
liaison activities with non-profit and private organizations, resource 
and community groups, and other government agencies. Includes 
statistics, reports, studies, memoranda, correspondence and working 
papers. 

For agendas, minutes, notices, and other related records pertaining to 
boards, committees, commissions, task forces and working 
groups, see ARCS primaries 200 to 220. 

For associations, see ARCS primary 160. 
For client services, see primaries 84000 to 84360. 
For homeless people or groups identified as having special needs or 

facilities (Le., battered women or street youth), see 
primary 81140. 

For housing projects developed for the homeless, see 
primaries 83000 to 83600. 

For programs pertaining to this subject, see primaries 82000 to 82400. 

Unless otherwise specified below, the commission OPR (Records and 
Information Centre) will retain these records for: 

Except where non-OPR retention periods are identified below, all 
other commission offices will retain these records for: 

-00 Policy and procedures -OPR 
- non-OPR 

-01 General 

-20 Homelessness issues case files 
(includes related reports and studies) 
(arrange alphabetically by subject) 

13y = This combined active and semi-active retention 
period will allow time for activities such as 
comparative studies and forecasting based on the 
historical data. 

(Continued on next page) 

CY+3y 2y 

SO nil 

SO 5y 
SO nil 

CY+7y 5y 

SA = Semi-active 
CY = Calendar Year 
FY = Fiscal Year 
NA = Not Applicable 

SO = Superseded or Obsolete 
DE = Destruction 

FD = Final Disposition SR = Selec1ive Retention 
FR = Full Retention 

DE 

DE 

FR 
DE 

SR 

PIB = Personal Information Bank 
PUR = Public Use records 
OPR = Office of Primary Responsibility 

w = week m = month 
y = year FOI = Freedom of Information/Privacy 

VR = Vital Records 
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OPERATIONAL RECORDS CLASSIFICATION SYSTEM 
This records schedule is approved in accordance with the Document Disposal Act (RSBC 1996, c. 99). It constitutes 
authority for retention and disposition of the records described herein provided ORCS has been implemented according 
to standards approved by BC Archives. For assistance in implementing ORCS, contact your Records Officer. 

81130 CLIENT GROUP ISSUES - HOMELESSNESS (Continued) 

A =Active 
SA = Semi-active 

SR = BCIMS will selectively retain research and planning 
issues case files for the government archives 
because they document the development of housing 
programs. 

At the time of transfer to semi-active storage, the 
Records Officer and a representative from the 
relevant program, in consultation with a BCIMS 
archivist, will identify significant files. Significance 
will be measured according to the level of BCHMC 
involvement in the programs concerned. All issues 
files not considered significant will be destroyed. 

Commission staff will box project files which are to be 
retained separately from those to be destroyed. 

NOTE: Reference copies of the final reports and studies are 
catalogued in the BCHMC Library. 

SO = Superseded or Obsolete 
DE = Destruction 

FD = Final Disposition 

CY = Calendar Year 
FY = Fiscal Year 
NA = Not Applicable SR = Selective Retention 

FR = Full Retention 

FD 

PIB = Personal Information Bank 
PUR = Public Use records 
OPR = Office of Primary Responsibility 

w = week m = month 
y = year FOI = Freedom of Information/Privacy 

VR = Vital Records 

orcs\S 1 resear: 1999/07/15 Schedule 110225 ORCS/BCHMC SECT1-13 



OPERATIONAL RECORDS CLASSIFICATION SYSTEM 
This records schedule is approved in accordance with the Document Disposal Act (RSBC 1996, c. 99). It constitutes 
authority for retention and disposition of the records described herein provided ORCS has been implemented according 
to standards approved by BC Archives. For assistance in implementing ORCS, contact your Records Officer. 

81140 

A = Active 

CLIENT GROUP ISSUES - PERSONS WITH SPECIAL NEEDS / 
DISABILITIES 

Records relating to the compilation of data and research regarding the 
provision of housing for persons identified as having special needs or 
disabilities (i.e., battered women, street youth, persons with mental or 
physical disabilities, drug and alcohol abuse, or AIDS/HIV). Issues 
such as types or levels of services available, caregivers, staffing 
requirements, types of special purpose housing required (i.e., group 
homes, transition houses, halfway houses or hospices) are studied. 
These records also relate to liaison activities with non-profit and private 
organizations, resource and community groups, and other government 
agencies. Includes statistics, reports, studies, memoranda, 
correspondence and working papers. 

For agendas, minutes, notices, and other related records pertaining to 
boards, committees, commissions, task forces and working 
groups, see ARCS primaries 200 to 220. 

For associations, see ARCS primary 160. 
For client services, see primaries 84000 to 84360. 
For homelessness issues in general, see primary 81130. 
For housing construction issues, see primary 81220. 
For special purpose housing development and operation, see 

primaries 83000 to 83600. 
For programs pertaining to this subject, see primaries 82000 to 82400. 

Unless otherwise specified below, the commission OPR (Records and 
Information Centre) will retain these records for: 

Except where non-OPR retention periods are identified below, all 
other commission offices will retain these records for: 

-00 Policy and procedures -OPR 
- non-OPR 

-01 General 

-20 Client groups with special needs in housing issues case files 
(includes related reports and studies ) 
(arrange alphabetically by subject) 

13y = This combined active and semi-active retention 
period will allow time for activities such as 
comparative studies and forecasting based on the 
historical data. 

(Continued on next page) 

CY+3y 2y 

SO nil 

SO 5y 
SO nil 

CY+7y 5y 

SA = Semi-active 
CY = Calendar Year 
FY = Fiscal Year 
NA = Not Applicable 

SO = Superseded or Obsolete 
DE = Destruction 

FD = Final Disposition SR = Selective Retention 
FR = Full Retention 

DE 

DE 

FR 
DE 

SR 

PIB = Personal Information Bank 
PUR = Public Use records 
OPR = Office of Primary Responsibility 

w = week m = month 
y= year FOI = Freedom of Information/Privacy 

VR = Vital Records 
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OPERATIONAL RECORDS CLASSIFICATION SYSTEM 
This records schedule is approved in accordance with the Document Disposal Act (RSBC 1996, c. 99). It constitutes 
authority for retention and disposition of the records described herein provided ORCS has been implemented according 
to standards approved by BC Archives. For assistance in implementing ORCS, contact your Records Officer. 

81140 

A =Active 

CLIENT GROUP ISSUES - PERSONS WITH SPECIAL NEEDS / 
DISABILITIES (Continued) 

SR = BCIMS will selectively retain research and planning 
issues case files for the government archives 
because they document the development of 
housing programs. 

At the time of transfer to semi-active storage, the 
Records Officer and a representative from the 
relevant program, in consultation with a BCIMS 
archivist, will identify significant files. Significance 
will be measured according to the level of BCHMC 
involvement in the programs concerned. All issues 
files not considered significant will be destroyed. 

Commission staff will box project files which are to be 
retained separately from those to be destroyed. 

NOTE: Reference copies of the final reports and studies 
are catalogued in the BCHMC Library. 

SA = Semi-active 
CY = Calendar Year 
FY = Fiscal Year 
NA = Not Applicable 

SO = Superseded or Obsolete 
DE = Destruction 

FD = Final Disposition 
PIB = Personal Information Bank 
PUR = Public Use records 
OPR = Office of Primary Responsibility 

orcs\S 1 resear: 1999/07115 

w = week m = month 
y = year 

Schedule 110225 

SR = Selective Retention 
FR = Full Retention 
FOI = Freedom of Information/Privacy 
VR = Vital Records 

ORCS/BCHMC SECT 1 - 15 



OPERATIONAL RECORDS CLASSIFICATION SYSTEM 
This records schedule is approved in accordance with the Document Disposal Act (RSBC 1996, c. 99). It constitutes 
authority for retention and disposition of the records described herein provided ORCS has been implemented according 
to standards approved by BC Archives. For assistance in implementing ORCS, contact your Records Officer. 

81150 

A =Active 

CLIENT GROUP ISSUES - SENIORS 

Records relating to the compilation of data and research regarding the 
provision of housing for seniors (generally persons over 55). Issues 
such as the following are studied: availability and affordability of 
housing; housing strategies and tenure options (Le., home sharing or 
life leases); levels and types of service requirements (Le., nursing 
services, congregate or intermediate care, sheltered or supportive 
housing); and types of housing (Le., garden suites, private market 
retirement housing, granny flats). These records also relate to liaison 
activities with non-profit and private organizations, resource and 
community groups, and other government agencies. Includes 
statistics, reports, studies, memoranda, correspondence and working 
papers. 

For agendas, minutes, notices, and other related records pertaining to 
boards, committees, commissions, task forces and working 
groups, see ARCS primaries 200 to 220. 

For associations, see ARCS primary 160. 
For client services, see primaries 84000 to 84360. 
For programs pertaining to seniors, see primaries 82000 to 82400. 
For seniors housing projects, see primaries 83000 to 83600. 

Unless otherwise specified below, the commission OPR (Records and 
Information Centre) will retain these records for: 

Except where non-OPR retention periods are identified below, all 
other commission offices will retain these records for: 

-00 Policy and procedures -OPR 
- non-OPR 

-01 General 

-20 Seniors housing issues case files 
(includes related reports and studies) 
(arrange alphabetically by subject) 

13y = This combined active and semi-active retention 
period will allow time for activities such as 
comparative studies and forecasting based on 
the historical data. 

(Continued on nex1 page) 

CY+3y 2y 

SO nil 

SO 5y 
SO nil 

CY+7y 5y 

SA = Semi-active 
CY = Calendar Year 
FY = Fiscal Year 
NA = Not Applicable 

SO = Superseded or Obsolete 
DE = Destruction 

FD = Final Disposition SR = Selective Retention 
FR = Full Retention 

DE 

DE 

FR 
DE 

SR 

PIB = Personal Information Bank 
PUR = Public Use records 
OPR = Office of Primary Responsibility 

w = week m = month 
y = year FOI = Freedom of Information/Privacy 

VR = Vital Records 
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OPERATIONAL RECORDS CLASSIFICATION SYSTEM 
This records schedule is approved in accordance with the Document Disposal Act (RSBC 1996, c. 99). It constitutes 
authority for retention and disposition of the records described herein provided ORCS has been implemented according 
to standards approved by BC Archives. For assistance in implementing ORCS, contact your Records Officer. 

81150 CLIENT GROUP ISSUES - SENIORS (Continued) 

A =Active 
SA = Semi-active 

SR = BCIMS will selectively retain research and planning 
issues case files for the government archives 
because they document the development of 
housing programs. 

At the time of transfer to semi-active storage, the 
Records Officer and a representative from the 
relevant program, in consultation with a BCIMS 
archivist, will identify significant files. Significance 
will be measured according to the level of BCHMC 
involvement in the programs concerned. All issues 
files not considered significant will be destroyed. 

Commission staff will box project files which are to be 
retained separately from those to be destroyed. 

NOTE: Reference copies of the final reports and studies are 
catalogued in the BCHMC Library. 

SO = Superseded or Obsolete 
DE = Destruction 

FD = Final Disposition 

CY = Calendar Year 
FY = Fiscal Year 
NA = Not Applicable SR = Selective Retention 

FR = Full Retention 

FD 

PIB = Personal Information Bank 
PUR = Public Use records 
OPR = Office of Primary Responsibility 

w = week m = month 
y = year FOI = Freedom of Information/Privacy 

VR = Vital Records 
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OPERATIONAL RECORDS CLASSIFICATION SYSTEM 
This records sChedule is approved in accordance with the Document Disposal Act (RSBC 1996, c. 99). It constitutes 
authority for retention and disposition of the records described herein provided ORCS has been implemented according 
to standards approved by BC Archives. For assistance in implementing ORCS, contact your Records Officer. 

81160 

A =Active 

CLIENT GROUP ISSUES - SINGLE PERSONS 

Records relating to the compilation of data and research regarding the 
provision of housing for single individuals such as the lower income 
urban singles (LlUS) who are neither seniors nor have special needs 
or disabilities. Issues such as the availability and affordability of 
housing and eligibility requirements are studied. These records also 
relate to liaison activities with private and non-profit organizations, 
resource and community groups, and other government agencies. 
Includes statistics, reports, studies, memoranda, correspondence and 
working papers. 

For agendas, minutes, notices, and other related records pertaining to 
boards, committees, commissions, task forces and working 
groups, see ARCS primaries 200 to 220. 

For associations, see ARCS primary 160. 
For client services, see primaries 84000 to 84360. 
For housing projects developed for single persons, see 

primaries 83000 to 83600. 
For programs pertaining to single persons, see 

primaries 82000 to 82400. 

Unless otherwise specified below, the commission OPR (Records and 
Information Centre) will retain these records for: 

Except where non-OPR retention periods are identified below, all 
other commission offices will retain these records for: 

-00 Policy and procedures -OPR 
- non-OPR 

-01 General 

-20 Single persons housing issues case files 
(includes related reports and studies) 
(arrange alphabetically by subject) 

13y = This combined active and semi-active retention 
period will allow time for activities such as 
comparative studies and forecasting based on the 
historical data. 

(Continued on next page) 

CY+3y 2y 

SO nil 

SO 5y 
SO nil 

CY+7y 5y 

SA = Semi-active 
CY = Calendar Year 
FY = Fiscal Year 
NA = Not Applicable 

SO = Superseded or Obsolete 
DE = Destruction 

FD = Final Disposition SR = Selective Retention 
FR = Full Retention 

DE 

DE 

FR 
DE 

SR 

PIB = Personal Information Bank 
PUR = Public Use records 
OPR = Office of Primary Responsibility 

w = week m = month 
y = year FOI = Freedom of InformationlPrivacy 

VR = Vital Records 
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OPERATIONAL RECORDS CLASSIFICATION SYSTEM 
This records schedule is approved in accordance with the Document Disposal Act (RSBC 1996. c. 99). It constitutes 
authority for retention and disposition of the records described herein provided ORCS has been implemented according 
to standards approved by BC Archives. For assistance in implementing ORCS. contact your Records Officer. 

81160 CLIENT GROUP ISSUES - SINGLE PERSONS (Continued) 

A = Active 
SA = Semi-active 

SR = BCIMS will selectively retain research and planning 
issues case files for the government archives 
because they document the development of 
housing programs. 

At the time of transfer to semi-active storage, the 
Records Officer and a representative from the 
relevant program. in consultation with a BCIMS 
archivist. will identify significant files. Significance 
will be measured according to the level of BCHMC 
involvement in the programs concerned. All issues 
files not considered significant will be destroyed. 

Commission staff will box project files which are to be 
retained separately from those to be destroyed. 

NOTE: Reference copies of the final reports and studies are 
catalogued in the BCHMC Library. 

SO = Superseded or Obsolete 
DE = Destruction 

FD = Final Disposition 

CY = Calendar Year 
FY = Fiscal Year 
NA = Not Applicable SR = Selective Retention 

FR = Full Retention PIB = Personal Information Bank 
PUR = Public Use records 
OPR = Office of Primary Responsibility 

orcs\S 1 resear: 1999/07/15 

w = week m = month 
y = year 

Schedule 110225 

FOI = Freedom of Information/Privacy 
VR = Vital Records 
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OPERATIONAL RECORDS CLASSIFICATION SYSTEM 
This records schedule is approved in accordance with the Document Disposal Act (RSBC 1996, c. 99). It constitutes 
authority for retention and disposition of the records described herein provided ORCS has been implemented according 
to standards approved by BC Archives. For assistance in implementing ORCS, contact your Records Officer. 

81200 

A = Active 

HOUSING ISSUES - GENERAL 

Records relating to the compilation of data and research regarding 
housing issues in general which are not shown elsewhere in this 
primary block or which cover multiple subjects or issues. These 
records also relate to liaison activities with non-profit and private 
organizations, resource and community groups, and other government 
agencies. Includes statistics, reports, studies, memoranda, 
correspondence and working papers. 

For agendas, minutes, notices, and other related records pertaining to 
boards, committees, commissions, task forces and working 
groups, see ARCS primaries 200 to 220. 

For associations, see ARCS primary 160. 
For core need income thresholds (CNITS), see primary 82100. 
For housing programs, see primaries 82000 to 82400. 
For housing projects, see primaries 83000 to 83600. 
For maximum unit prices (MUPS), see primary 83200. 
For specific housing issues (Le., allocation, construction, rent scale), 

see primaries 81200 to 81280. 
For the annual social housing plan, see primary 82100. 

Unless otherwise specified below, the commission OPR (Records and 
Information Centre) will retain these records for: 

Except where non-OPR retention periods are identified below, all 
other commission offices will retain these records for: 

-00 Policy and procedures -OPR 
- non-OPR 

-01 General 

-20 Housing issues in general case files 
(includes related reports and studies) 
(arrange alphabetically by subject) 

13y = This combined active and semi-active retention 
period will allow time for activities such as 
comparative studies and forecasting based on the 
historical data. 

(Continued on next page) 
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SO 
SO 

5y 
nil 

CY+7y 5y 

SA = Semi-active 
CY = Calendar Year 
FY = Fiscal Year 
NA = Not Applicable 

SO = Superseded or Obsolete 
DE = Destruction 

FD = Final Disposition SR = Selective Retention 
FR = Full Retention 

DE 

DE 
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DE 

SR 

P 16 = Personal Information Bank 
PUR = Public Use records 
OPR = Office of Primary Responsibility 
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y = year FOI = Freedom of Information/Privacy 

VR = Vital Records 
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OPERATIONAL RECORDS CLASSIFICATION SYSTEM 
This records schedule is approved in accordance with the Document Disposal Act (RSBC 1996, c. 99). It constitutes 
authority for retention and disposition of the records described herein provided ORCS has been implemented according 
to standards approved by BC Archives. For assistance in implementing ORCS, contact your Records Officer. 

81200 HOUSING ISSUES - GENERAL (Continued) 

A = Active 
SA = Semi-active 

SR = BCIMS will selectively retain research and planning 
issues case files for the government archives 
because they document the development of 
housing programs. 

At the time of transfer to semi-active storage, the 
Records Officer and a representative from the 
relevant program, in consultation with a BCIMS 
archivist, will identify Significant files. Significance 
will be measured according to the level of BCHMC 
involvement in the programs concerned. All issues 
files not considered significant will be destroyed. 

Commission staff will box project files which are to be 
retained separately from those to be destroyed. 

NOTE: Reference copies of the final reports and studies 
are catalogued in the BCHMC Library. 

SO = Superseded or Obsolete 
DE = Destruction 

FD = Final Disposition 

CY = Calendar Year 
FY = Fiscal Year 
NA = Not Applicable SR = Selective Retention 

FR = Full Retention PIB = Personal Information Bank 
PUR = Public Use records 
OPR = Office of Primary Responsibility 

orcs\S 1 resear: 1999/07/15 

w = week m = month 
y = year 

Schedule 110225 

FOI = Freedom of Information/Privacy 
VR = Vital Records 
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OPERATIONAL RECORDS CLASSIFICATION SYSTEM 
This records schedule is approved in accordance with the Document Disposal Act (RSBC 1996, c. 99). It constitutes 
authority for retention and disposition of the records described herein provided ORCS has been implemented according 
to standards approved by BC Archives. For assistance in implementing ORCS, contact your Records Officer. 

81210 

A = Active 

HOUSING ISSUES - ALLOCATION OF HOUSING 

Records relating to the compilation of data and research regarding the 
allocation of housing. Federal and/or provincial funds and resources 
are allocated to specific housing programs, housing units, client 
groups or geographic areas to address housing needs in British 
Columbia based on applied needs measurements. These records also 
relate to liaison activities with private and non-profit organizations, 
resource and community groups, and other government agencies. 
Includes statistics, reports, studies, memoranda, correspondence and 
working papers. 

For agendas, minutes, notices, and other related records pertaining to 
boards, committees, commissions, task forces and working 
groups, see ARCS primaries 200 to 220. 

For associations, see ARCS primary 160. 
For placement of applicants into available housing, see primary 84120. 
For program specific housing allocation details, see primary 82200. 
For the annual social housing plan, see primary 82100. 

Unless otherwise specified below, the commission OPR (Records and 
Information Centre) will retain these records for: 

Except where non-OPR retention periods are identified below, all 
other commission offices will retain these records for: 

-00 Policy and procedures -OPR 
- non-OPR 

-01 General 

-20 Housing allocation issues case files 
(includes related reports and studies) 
(arrange alphabetically by subject) 

13y = This combined active and semi-active retention 
period will allow time for activities such as 
comparative studies and forecasting based on the 
historical data. 

SR = BCIMS will selectively retain research and planning 
issues case files for the government archives 
because they document the development of 
housing programs. 

(Continued on next page) 

CY+3y 2y 

SO nil 

SO 
SO 

5y 
nil 

CY+7y 5y 

SA = Semi-active 
CY = Calendar Year 
FY = Fiscal Year 
NA = Not Applicable 

SO = Superseded or Obsolete 
DE = Destruction 

FD = Final Disposition SR = Selective Retention 
FR = Full Retention 

DE 

DE 

FR 
DE 

SR 

PIB = Personal Information Bank 
PUR = Public Use records 
OPR = Office of Primary Responsibility 

w = week m = month 
y = year FOI = Freedom of Information/Privacy 

VR = Vital Records 
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OPERATIONAL RECORDS CLASSIFICATION SYSTEM 
This records schedule is approved in accordance with the Document Disposal Act (RSBC 1996, c. 99). It constitutes 
authority for retention and disposition of the records described herein provided ORCS has been implemented according 
to standards approved by BC Archives. For assistance in implementing ORCS, contact your Records Officer. 

81210 HOUSING ISSUES - ALLOCATION OF HOUSING (Continued) 

At the time of transfer to semi-active storage, the 
Records Officer and a representative from the 
relevant program, in consultation with a BCIMS 
archivist, will identify significant files. Significance 
will be measured according to the level of BCHMC 
involvement in the programs concerned. All issues 
files not considered significant will be destroyed. 

Commission staff will box project files which are to be 
retained separately from those to be destroyed. 

NOTE: Reference copies of the final reports and studies 
are catalogued in the BCHMC Library. 

A = Active 
SA = Semi-active 
FD = Final Disposition 
PIB = Personal Information Bank 
PUR = Public Use records 
OPR = Office of Primary Responsibility 

orcslS 1 resear: 1999/07/15 

CY = Calendar Year 
FY = Fiscal Year 
NA = Not Applicable 
w = week m = month 
y = year 
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OPERATIONAL RECORDS CLASSIFICATION SYSTEM 
This records schedule is approved in accordance with the Document Disposal Act (RSBC 1996, c. 99). It constitutes 
authority for retention and disposition of the records described herein provided ORCS has been implemented according 
to standards approved by BC Archives. For assistance in implementing ORCS, contact your Records Officer. 

81220 

A = Active 

HOUSING ISSUES - CONSTRUCTION 

Records relating to the compilation of data and research regarding 
housing construction in B. C. and across the country as it pertains 
to issues such as building requirements/standards, various types of 
structures (i.e., manufactured or mobile homes), materials testing, 
construction starts, building inspections and specifications, and 
builders liens. These records also relate to liaison activities with 
private and non-profit organizations, resource and community groups, 
and other government agencies. Includes statistics, reports, studies, 
memoranda, correspondence and working papers. 

For agendas, minutes, notices, and other related records pertaining 
to boards, committees, commissions, task forces and working 
groups, see ARCS primaries 200 to 220. 

For associations, see ARCS primary 160. 
For BCHMC specifications and standards, see primary 83100. 
For housing project construction, see primaries 83100 to 83400. 

Unless otherwise specified below, the commission OPR (Records and 
Information Centre) will retain these records for: 

Except where non-OPR retention periods are identified below, all 
other commission offices will retain these records for: 

-00 Policy and procedures -aPR 
- non-aPR 

-01 General 

-20 Housing construction issues case files 
(includes related reports and stUdies) 
(arrange alphabetically by subject) 

13y = This combined active and semi-active retention 
period will allow time for activities such as 
comparative studies and forecasting based on the 
historical data. 

SR = BCIMS will selectively retain research and planning 
issues case files for the government archives 
because they document the development of 
housing programs. 

(Continued on next page) 
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so = Superseded or Obsolete 
DE = Destruction 
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OPERATIONAL RECORDS CLASSIFICATION SYSTEM 
This records schedule is approved in accordance with the Document Disposal Act (RSBC 1996. c. 99). It constitutes 
authority for retention and disposition of the records described herein provided ORCS has been implemented according 
to standards approved by BC Archives. For assistance in implementing ORCS. contact your Records Officer. 

81220 HOUSING ISSUES - CONSTRUCTION (Continued) 

At the time of transfer to semi-active storage. the 
Records Officer and a representative from the 
relevant program. in consultation with a BCIMS 
archivist. will identify significant files. Significance 
will be measured according to the level of BCHMC 
involvement in the programs concerned. All issues 
files not considered significant will be destroyed. 

Commission staff will box project files which are to be 
retained separately from those to be destroyed. 

NOTE: Reference copies of the final reports and studies are 
catalogued in the BCHMC library. 

A =Active 
SA = Semi-active 
FD = Final Disposition 
PIB = Personal Information Bank 
PUR = Public Use records 
OPR = Office of Primary Responsibility 

orcs\S1 resear:1999/07/15 

CY = Calendar Year 
FY = Fiscal Year 
NA = Not Applicable 
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y = year 
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OPERATIONAL RECORDS CLASSIFICATION SYSTEM 
This records schedule is approved in accordance with the Document Disposal Act (RSBC 1996, c. 99). It constitu1es 
authority for retention and disposition of the records described herein provided ORCS has been implemented according 
to standards approved by BC Archives. For assistance in implementing ORCS, contact your Records Officer. 

81230 

A = Active 

HOUSING ISSUES - LAND 

Records relating to the compilation of data and research regarding the 
use of land for housing or social housing. This primary also covers 
issues such as restrictive covenants and caveats, environmental impact 
studies, land contamination, tree assessments, restrictions on selling 
land presently used for social housing, and land owned by the Provincial 
Rental Housing Corporation (PRHC), municipal governments or private 
and non-profit organizations. These records also relate to liaison 
activities with private organizations, resource and community groups, 
and other government agencies. Includes statistics, reports, studies, 
memoranda, correspondence and working papers. 

For agendas, minutes, notices, and other related records pertaining to 
boards, committees, commissions, task forces and working 
groups, see ARCS primaries 200 to 220. 

For associations, see ARCS primary 160. 
For PRHC land, see primary 83310. 
For PRHC potential acquisitions, see secondary 83310-30. 

Unless otherwise specified below, the commission OPR (Records and 
Information Centre) will retain these records for: 

Except where non-OPR retention periods are identified below, all 
other commission offices will retain these records for: 

-00 Policy and procedures -OPR 
- non-OPR 

-01 General 

-20 Housing land issues case files 
(includes related reports and studies) 
(arrange alphabetically by subject) 

13y = This combined active and semi-active retention 
period will allow time for activities such as 
comparative studies and forecasting based on the 
historical data. 

SR = BCIMS will selectively retain research and planning 
issues case files for the government archives 
because they document the development of 
housing programs. 

(Continued on next page) 
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5y 
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CY+7y 5y 

SA = Semi-active 
CY = Calendar Year 
FY = Fiscal Year 
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SO = Superseded or Obsolete 
DE = Destruction 

FD = Final DispOSition SR = Selective Retention 
FR = Full Retention 
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OPERATIONAL RECORDS CLASSIFICATION SYSTEM 
This records schedule is approved in accordance with the Document Disposal Act (RSBC 1996, c. 99). It constitutes 
authority for retention and disposition of the records described herein provided ORCS has been implemented according 
to standards approved by BC Archives. For assistance in implementing ORCS, contact your Records Officer. 

81230 HOUSING ISSUES· LAND (Continued) 

At the time of transfer to semi·active storage, the 
Records Officer and a representative from the 
relevant program, in consultation with a BCIMS 
archivist, will identify significant files. Significance 
will be measured according to the level of BCHMC 
involvement in the programs concerned. All issues 
files not considered significant will be destroyed. 

Commission staff will box project files which are to be 
retained separately from those to be destroyed. 

NOTE: Reference copies of the final reports and studies are 
catalogued in the BCHMC Library. 

A =Active 
SA = Semi·active 
FD = Final Disposition 
PIB = Personal Information Bank 
PUR = Public Use records 
OPR = Office of Primary Responsibility 

orcs\Sl resear:1999/07/15 

CY = Calendar Year 
FY = Fiscal Year 
NA = Not Applicable 
w = week m = month 
y = year 
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OPERATIONAL RECORDS CLASSIFICATION SYSTEM 
This records schedule is approved in accordance with the Document Disposal Act (RSBC 1996, c. 99). It constitutes 
authority for retention and disposition of the records described herein provided ORCS has been implemented according 
to standards approved by BC Archives. For assistance in implementing ORCS, contact your Records Officer. 

81240 

A = Active 

HOUSING ISSUES - MARKET (FOR PROFIT) HOUSING 

Records relating to the compilation of data and research regarding 
private market rental and home-owner housing which mayor may not 
receive some form of federal or provincial assistance (e.g., B.C. 
Rental Supply Program). Issues such as rental vacancies and 
forecasts, secondary suites, market rents, interest rate write-down, as 
well as housing availability and afford ability are studied. These 
records also relate to liaison activities with private organizations, 
resource and community groups, and other government agencies. 
Includes statistics, reports, studies, memoranda, correspondence and 
working papers. 

For agendas, minutes, notices, and other related records pertaining to 
boards, committees, commiSSions, task forces and working 
groups, see ARCS primaries 200 to 220. 

For associations, see ARCS primary 160. 

Unless otherwise specified below, the commission OPR (Records and 
Information Centre) will retain these records for: 

Except where non-OPR retention periods are identified below, all 
other commission offices will retain these records for: 

-00 Policy and procedures -OPR 
- non-OPR 

-01 General 

-20 Market (for profit) housing issues - case files 
(includes related reports and stUdies) 
(arrange alphabetically by subject) 

13y = This combined active and semi-active retention 
period will allow time for activities such as 
comparative studies and forecasting based on the 
historical data. 

SR = BCIMS will selectively retain research and planning 
issues case files for the government archives 
because they document the development 
of housing programs. 

(Continued on next page) 
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5y 
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CY+7y 5y 

SA = Semi-active 
CY = Calendar Year 
FY = Fiscal Year 
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SO = Superseded or Obsolete 
DE = Destruction 
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y = year FOI = Freedom of Information/Privacy 

VR = Vital Records 

orcs\S 1 resear: 1999/07/15 Schedule 110225 ORCSIBCHMC SECT 1 - 28 

( 



( 

( 

OPERATIONAL RECORDS CLASSIFICATION SYSTEM 
This records schedule is approved in accordance with the Document Disposal Act (RSBC 1996, c. 99). It constitutes 
authority for retention and disposition of the records described herein provided ORCS has been implemented according 
to standards approved by BC Archives. For assistance in implementing ORCS, contact your Records Officer. 

81240 HOUSING ISSUES - MARKET (FOR PROFIT) HOUSING (Continued) 

At the time of transfer to semi-active storage, the 
Records Officer and a representative from the 
relevant program, in consultation with a BCIMS 
archivist, will identify significant files. Significance 
will be measured according to the level of BCHMC 
involvement in the programs concerned. All issues 
files not considered Significant will be destroyed. 

Commission staff will box project files which are to be 
retained separately from those to be destroyed. 

NOTE: Reference copies of the final reports and studies are 
catalogued in the BCHMC Library. 

A =Active 
SA = Semi-active 
FD = Final Disposition 
PIB = Personal Information Bank 
PUR = Public Use records 
OPR = Office of Primary Responsibility 

orcs\S 1 resear: 1999/07/15 

CY = Calendar Year 
FY = Fiscal Year 
NA = Not Applicable 
w = week m = month 
y = year 

Schedule 110225 

SO = Superseded or Obsolete 
DE = Destruction 
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FR = Full Retention 
FOI = Freedom of Information/Privacy 
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OPERATIONAL RECORDS CLASSIFICATION SYSTEM 
This records schedule is approved in accordance with the Document Disposal Act (RSBC 1996, c. 99). It constitutes 
authority for retention and disposition of the records described herein provided ORCS has been implemented according 
to standards approved by BC Archives. For assistance in implementing ORCS, contact your Records Officer. 

81250 

A = Active 

HOUSING ISSUES - MORTGAGES AND FINANCING 

Records relating to the compilation of data and research regarding 
mortgage loans and other housing financing strategies. These records 
also relate to liaison activities with non-profit and private organizations, 
resource and community groups, and other government agencies. 
Includes statistics, reports, studies, memoranda, correspondence and 
working papers. 

For agendas, minutes, notices, and other related records pertaining to 
boards, committees, commissions, task forces and working 
groups, see ARCS primaries 200 to 220. 

For associations, see ARCS primary 160. 
For housing project financial details, see primary 83530. 
For National Housing Act (NHA) lender status approval, see ARCS 

primary 950. 
For Provincial Rental Housing Corporation (PRHC) mortgage 

documents, see primary 83400. 
For housing project mortgage processing see primary 83450. 

Unless otherwise specified below, the commission OPR (Records and 
Information Centre) will retain these records for: 

Except where non-OPR retention periods are identified below, all 
other commission offices will retain these records for: 

-00 Policy and procedures -OPR 
- non-OPR 

-01 General 

-20 Mortgages/financing issues case files 
(includes related reports and studies) 
(arrange alphabetically by subject) 

13y = This combined active and semi-active retention 
period will allow time for activities such as 
comparative studies and forecasting based on the 
historical data. 

SR = BCIMS will selectively retain research and planning 
issues case files for the govemment archives 
because they document the development of 
housing programs 

(Continued on next page) 
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DE = Destruction 

FD = Final Disposition SR = Selective Retention 
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y= year FOI = Freedom of InformationlPrivacy 

VR = Vital Records 
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OPERATIONAL RECORDS CLASSIFICATION SYSTEM 
This records schedule is approved in accordance with the Document Disposal Act (RSBC 1996, c. 99). It constitutes 
authority for retention and disposition of the records described herein provided ORCS has been implemented according 
to standards approved by BC Archives. For assistance in implementing ORCS, contact your Records Officer. 

81250 HOUSING ISSUES - MORTGAGES AND FINANCING (Continued) 

At the time of transfer to semi-active storage, the 
Records Officer and a representative from the 
relevant program, in consultation with a BCI MS 
archivist, will identify significant files. Significance 
will be measured according to the level of BCHMC 
involvement in the programs concerned. All issues 
files not considered significant will be destroyed. 

Commission staff will box project files which are to be 
retained separately from those to be destroyed. 

NOTE: Reference copies of the final reports and studies are 
catalogued in the BCHMC Library. 

A = Active 
SA = Semi-active 
FD = Final Disposition 
PIB = Personal Information Bank 
PUR = Public Use records 
OPR = Office of Primary Responsibility 

orcs\S1 resear: 1999/07/15 

CY = Calendar Year 
FY = Fiscal Year 
NA = Not Applicable 
w = week m = month 
y = year 
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OPERATIONAL RECORDS CLASSIFICATION SYSTEM 
This records schedule is approved in accordance with the Document Disposal Act (RSBC 1996, c. 99). It constitutes 
authority for retention and disposition of the records described herein provided ORCS has been implemented according 
to standards approved by BC Archives. For assistance in implementing ORCS, contact your Records Officer. 

81260 

A =Active 

HOUSING ISSUES - SUBSIDIZED HOUSING 

Records relating to the compilation of data and research regarding 
government operated (or public) rental housing, non-profit society-led 
housing, co-operatives, private landlord units, and home-owner 
housing which is subsidized by the federal and/or provincial 
government. Issues such as the following are studied: rent supplement 
strategies, interest rate write-down, rental vacancies and forecasts, 
housing availability, shelter allowances, grants, rent subsidies and 
subsidy eligibility. These records also relate to liaison activities with 
private and non-profit organizations, resource and community groups, 
and other government agencies. Includes statistics, reports, studies, 
memoranda, correspondence and working papers. 

For agendas, minutes, notices, and other related records pertaining to 
boards, committees, commissions, task forces and working 
groups, see ARCS primaries 200 to 220. 

For aSSOCiations, see ARCS primary 160. 
For housing programs, see primaries 82000 to 82400. 
For housing projects, see primaries 83000 to 83600. 
For Housing Projects Listing (HPL) which lists all housing BCHMC is 

involved in, see primary 83000. 

Unless otherwise specified below, the commission OPR (Records and 
Information Centre) will retain these records for: 

Except where non-OPR retention periods are identified below, all 
other commission offices will retain these records for: 

-00 Policy and procedures -OPR 
- non-OPR 

-01 General 
-02 Government subsidized housing report 

SO = when report is superseded by an updated version 

NOTE: These records are restricted under the Freedom of 
Information and Protection of Privacy (FOIPP) Act 
(RSBC 1996, c 61). Contact the Manager of FOIPP 
for advice on the disclosure of information contained 
in these records. 

NOTE: Reference copies of the final reports and studies are 
catalogued in the BCHMC Library. 

(Continued on next page) 
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SA = Semi-active 
CY = Calendar Year 
FY = Fiscal Year 
NA = Not Applicable 
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DE 

FR 
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DE 
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PUR = Public Use records 
OPR = Office of Primary Responsibility 

w = week m = month 
y = year FOI = Freedom of InformationlPrivacy 

VR = Vital Records 
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OPERATIONAL RECORDS CLASSIFICATION SYSTEM 
This records sChedule is approved in accordance with the Document Disposal Act (RSBC 1996, c. 99). It constitutes 
authority for retention and disposition of the records described herein provided ORCS has been implemented according 
to standards approved by BC Archives. For assistance in implementing ORCS, contact your Records Officer. 

81260 HOUSING ISSUES - SUBSIDIZED HOUSING (Continued) 

-20 

A = Active 
SA = Semi-active 

Subsidized housing issues case files 
(includes related reports and studies) 
(arrange alphabetically by subject) 

13y = This combined active and semi-active retention 
period will allow time for activities such as 
comparative studies and forecasting based on the 
historical data. 

SR = BCIMS will selectively retain research and planning 
issues case files for the govemment archives 
because they document the development of 
housing programs. 

At the time of transfer to semi-active storage, the 
Records Officer and a representative from the 
relevant program, in consultation with a BCIMS 
archivist, will identify significant files. Significance 
will be measured according to the level of BCHMC 
involvement in the programs concerned. All issues 
files not considered significant will be destroyed. 

Commission staff will box project files which are to be 
retained separately from those to be destroyed. 

NOTE: Reference copies of the final reports and studies are 
catalogued in the BCHMC Library. 

CY+7y 5y 

SO = Superseded or Obsolete 
DE = Destruction 

FD = Final Disposition 

CY = Calendar Year 
FY = Fiscal Year 
NA = Not Applicable SR = Selective Retention 

FR = Full Retention 

SR 

PIB = Personal Information Bank 
PUR = Public Use records 
OPR = Office of Primary Responsibility 

w = week m = month 
y = year FOI = Freedom of Information/Privacy 

VR = Vital Records 
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OPERATIONAL RECORDS CLASSIFICATION SYSTEM 
This records schedule is approved in accordance with the Document Disposal Act (RSBC 1996, c. 99). It constitutes 
authority for retention and disposition of the records described herein provided ORCS has been implemented according 
to standards approved by BC Archives. For assistance in implementing ORCS, contact your Records Officer. 

81270 

A =Active 

HOUSING ISSUES - RENT SCALE 

Records relating to the compilation of data and research regarding 
both the federal and provincial rent scales. The rent scale is a 
formula developed to determine tenant rent contribution specifically 
for tenants of subsidized housing. Issues such as the methodology of 
determining rent scale, rent geared to income calculation, and 
working with the federal or provincial scales are studied. These 
records also relate to liaison activities with private and non-profit 
organizations, resource and community groups, and other government 
agencies. Includes statistics, reports, studies, memoranda, 
correspondence and working papers. 

For agendas, minutes, notices, and other related records pertaining to 
boards, committees, commissions, task forces and working 
groups, see ARCS primaries 200 to 220. 

For associations, see ARCS primary 160. 

Unless otherwise speCified below, the commission OPR (Records and 
Information Centre) will retain these records for: 

Except where non-OPR retention periods are identified below, all 
other commission offices will retain these records for: 

-00 Policy and procedures - OPR 
- non-aPR 

-01 General 

-20 Rent scale issues case files 
(includes related reports and studies) 
(arrange alphabetically by subject) 

13y = This combined active and semi-active retention 
period will allow time for activities such as 
comparative studies and forecasting based on the 
historical data. 

SR = BCIMS will selectively retain research and planning 
issues case files for the government archives 
because they document the development of 
housing programs. 

(Continued on next page) 

CY+3y 2y 

SO 5y 
Jill-. nil 

CY+7y 5y 

SA = Semi-active 
CY = Calendar Year 
FY = Fiscal Year 

SO = Superseded or Obsolete 
DE = Destruction 

FD = Final Disposition NA = Not Applicable SR = Selective Retention 
FR = Full Retention 

DE 

DE 

FR 
DE 

SR 

PIB = Personal Information Bank 
PUR = Public Use records 
OPR = Office of Primary Responsibility 

w = week m = month 
y = year FOI = Freedom of Information/Privacy 

VR = Vital Records 
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OPERATIONAL RECORDS CLASSIFICATION SYSTEM 
This records schedule is approved in accordance with the Document Disposal Act (RSBC 1996, c. 99). It constitutes 
authority for retention and disposition of the records described herein provided ORCS has been implemented according 
to standards approved by BC Archives. For assistance in implementing ORCS, contact your Records Officer. 

81270 HOUSING ISSUES - RENT SCALE (Continued) 

At the time of transfer to semi-active storage, the 
Records Officer and a representative from the 
relevant program, in consultation with a BC I MS 
archivist, will identify significant files. Significance 
will be measured according to the level of BCHMC 
involvement in the programs concerned. All issues 
files not considered Significant will be destroyed. 

Commission staff will box project files which are to be 
retained separately from those to be destroyed. 

NOTE: Reference copies of the final reports and studies are 
catalogued in the BCHMC Library. 

A =Active 
SA = Semi-active 
FD = Final Disposition 
PIB = Personal Information Bank 
PUR = Public Use records 
OPR = Office of Primary Responsibility 

orcs\S 1 resear: 1999/07/15 

CY = Calendar Year 
FY = Fiscal Year 
NA = Not Applicable 
w = week m = month 
y = year 

Schedule 110225 

SO = Superseded or Obsolete 
DE = Destruction 
SR = Selective Retention 
FR = Full Retention 
FOI = Freedom of Information/Privacy 
VR = Vital Records 
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OPERATIONAL RECORDS CLASSIFICATION SYSTEM 
This records schedule is approved in accordance with the Document Disposal Act (RSBC 1996, c. 99). It constitutes 
authority for retention and disposition of the records described herein provided ORCS has been implemented according 
to standards approved by BC Archives. For assistance in implementing ORCS, contact your Records Officer. 

81280 

A =Active 

HOUSING ISSUES - RURAL I URBAN HOUSING 

Records relating to the compilation of data and research regarding the 
provision of housing in rural areas (with a population fewer than 2500) 
and urban areas. Issues such as the following are studied: availability 
and affordability of housing, housing development and renovation, 
zoning regulations, density, community planning, and preservation of 
heritage property. These records also relate to liaison activities with 
private and non-profit organizations, resource and community groups, 
and other government agencies. Includes statistics, reports, studies, 
memoranda, correspondence and working papers. 

For agendas, minutes, notices, and other related records pertaining to 
boards, committees, commissions, task forces and working 
groups, see ARCS primaries 200 to 220. 

For associations, see ARCS primary 160. 
For housing projects developed in rural or urban areas, see 

primaries 83000 to 83600. 
For Aboriginals rural or urban housing issues, see 

primary 81110. 
For programs (including Aboriginals programs) addressing rural 

and urban housing needs, see primaries 82000 to 82400. 

Unless otherwise specified below, the commission OPR (Records and 
Information Centre) will retain these records for: 

Except where non-OPR retention periods are identified below, all 
other commission offices will retain these records for: 

-00 Policy and procedures -OPR 
- non-OPR 

-01 General 

-20 Rural or urban housing issues case files 
(includes related reports and studies) 
(arrange alphabetically by subject) 

13y = This combined active and semi-active retention 
period will allow time for activities such as 
comparative studies and forecasting based on the 
historical data. 

(Continued on next page) 

CY+3y 2y 

SO nil 

SO 5y 
SO nil 

CY+7y 5y 

SA = Semi-active 
CY = Calendar Year 
FY = Fiscal Year 
NA = Not Applicable 

SO = Superseded or Obsolete 
DE = Destruction 

FD = Final Disposition SR = Selective Retention 
FR = Full Retention 

DE 

DE 

FR 
DE 

SR 

PIB = Personal Information Bank 
PUR = Public Use records 
OPR = Office of Primary Responsibility 

w = week m = month 
y = year FOI = Freedom of Information/Privacy 

VR = Vital Records 
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OPERATIONAL RECORDS CLASSIFICATION SYSTEM 
This records schedule is approved in accordance with the Document Disposal Act (RSBC 1996, c. 99). It constitutes 
authority for retention and disposition of the records described herein provided ORCS has been implemented according 
to standards approved by BC Archives. For assistance in implementing ORCS, contact your Records Officer. 

81280 HOUSING ISSUES - RURAL I URBAN HOUSING (Continued) 

A =Active 
SA = Semi-active 

SR = BCIMS will selectively retain research and planning 
issues case files for the government archives 
because they document the development of 
housing programs. 

At the time of transfer to semi-active storage, the 
Records Officer and a representative from the 
relevant program, in consultation with a BCIMS 
archivist, will identify significant files. Significance 
will be measured according to the level of BCHMC 
involvement in the programs concerned. All issues 
files not considered significant will be destroyed. 

Commission staff will box project files which are to be 
retained separately from those to be destroyed. 

NOTE: Reference copies of the final reports and studies are 
catalogued in the BCHMC Library. 

SO = Superseded or Obsolete 
DE = Destruction 

FD = Final Disposition 

CY = Calendar Year 
FY = Fiscal Year 
NA = Not Applicable SR = Selective Retention 

FR = Full Retention PIB = Personal Information Bank 
PUR = Public Use records 
OPR = Office of Primary Responsibility 

orcs\S 1 resear: 1999/07/15 

w = week m = month 
y = year 

Schedule 110225 

FOI = Freedom of Information/Privacy 
VR = Vital Records 
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OPERATIONAL RECORDS CLASSIFICATION SYSTEM 
This records schedule is approved in accordance with the Document Disposal Act (RSBC 1996, c. 99). It constitutes 
authority for retention and disposition of the records described herein provided ORCS has been implemented according 
to standards approved by BC Archives. For assistance in implementing ORCS, contact your Records Officer. 

SECTION 2 

HOUSING PROGRAM ADMINISTRATION 

PRIMARY NUMBERS 

82000 - 82999 

Section 2 covers records relating to the administration of housing programs as provided under the 
following acts: National Housing Act (RS 1985 c. N-ll); the Ministry of Lands, Parks and Housing Act 
(RSBC 1996 c.307); the Housing Construction (Elderly Citizens) Aid Act (RSBC1996 c. 208); and the 

Shelter Aid For Elderly Renters Act (RSBC 1996 c. 424). This involves the development, funding, 
implementation and evaluation of programs, strategies and plans initiated by municipal, provincial or 
federal governments to address the housing needs of British Columbians. 

A = Active 
SA = Semi-active 
FD = Final Disposition 
PIB = Personal Information Bank 
PUR = Public Use Record 
OPR = Office of Primary Responsibility 

orcslS2program: 1999/07/15 

CY = Calendar Year 
FY = Fiscal Year 
NA = Not Applicable 
w = week m = month 
y = year 

Schedule 110225 

SO = Superseded or Obsolete 
DE = Destruction 
SR = Selective Retention 
FR = Full Retention 
FOI = Freedom of Information/Privacy 
VR = Vital Records 

ORCS/BCHMC SECT 2 - 1 



OPERATIONAL RECORDS CLASSIFICATION SYSTEM 
This records schedule is approved in accordance with the Document Disposal Act (RSBC 1996. c. 99). It constitutes 
authority for retention and disposition of the records described herein provided ORCS has been implemented according 
to standards approved by BC Archives. For assistance in implementing ORCS. contact your Records Officer. 

82000 - HOUSING PROGRAM ADMINISTRATION - 82999 

PRIMARY NUMBERS AND PRIMARY SUBJECTS 

82000 

82100 
82200 
82300 
82400 

HOUSING PROGRAM ADMINISTRATION - GENERAL 

HOUSING PROGRAMS - GENERAL 

A =Active 
SA = Semi-active 
FD = Final Disposition 
PIB = Personal Information Bank 
PUR = Public Use Record 
OPR = Office of Primary Responsibility 

orcs\S2program: 1999/07/15 

- DEVELOPMENT AND ADMINISTRATION 
- EVALUATION AND MONITORING 
- GUIDELINES 

CY = Calendar Year 
FY = Fiscal Year 
NA = Not Applicable 
w = week m = month 
y = year 

Schedule 110225 

SO = Superseded or Obsolete 
DE = Destruction 
SR = Selective Retention 
FR = Full Retention 
FOI = Freedom of Information/Privacy 
VR = Vital Records 
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OPERATIONAL RECORDS CLASSIFICATION SYSTEM 
This records schedule is approved in accordance with the Document Disposal Act (RSBC 1996, c. 99). It constitutes 
authority for retention and disposition of the records described herein provided ORCS has been implemented according 
to standards approved by BC Archives. For assistance in implementing ORCS, contact your Records Officer. 

82000 

A = Active 

HOUSING PROGRAM ADMINISTRATION - GENERAL 

Records not shown elsewhere in the housing programs section which 
relate generally to programs or initiatives which address housing 
needs. Includes correspondence and memoranda. 

For annual housing project commitment summary, see primary 83200. 
For housing development and operation, see 

primaries 83000 to 83600. 
For potential or proposed programs, see primary 82200. 
For program descriptions, see secondary 82100-02. 
For program development and administration, see primary 82200. 
For program reference manual, see secondary 82100-02. 
For program workshops or seminars with housing sponsors, see 

primary 84220. 

Unless otherwise specified below, the commission OPR (Records and 
Information Centre) will retain these records for: 

Except where non-OPR retention periods are identified below, all 
other commission offices will retain these records for: 

-00 Policy and procedures -OPR 
- non-OPR 

FR = BCIMS will fully retain for the government archives 
all policy and procedure files created by offices 
having primary responsibility for policy and procedure 
development and approval. These records have 
evidential value. Draft and duplicate materials which 
hold insufficient evidential value to merit preservation 
may be purged and discarded. 

-01 General 

CY+3y 2y 

SO nil 

SO 
SO 

5y 
nil 

SA = Semi-active 
CY = Calendar Year 
FY = Fiscal Year 
NA = Not Applicable 

SO = Superseded or Obsolete 
DE = Destruction 

FD = Final Disposition SR = Selective Retention 
FR = Full Retention 

DE 

DE 

FR 
DE 

PIB = Personal Information Bank 
PUR = Public Use Record 
OPR = Office of Primary Responsibility 

w = week m = month 
y = year FOI = Freedom of Information/Privacy 

VR = Vital Records 

orcslS2program: 1999/07/15 Schedule 110225 ORCS/BCHMC SECT 2 - 3 



OPERATIONAL RECORDS CLASSIFICATION SYSTEM 
This records schedule is approved in accordance with the Document Disposal Act (RSBC 1996, c. 99). It constitutes 
authority for retention and disposition of the records described herein provided ORCS has been implemented according 
to standards approved by BC Archives. For assistance in implementing ORCS, contact your Records Officer. 

82100 

PUR 

A = Active 

HOUSING PROGRAMS - GENERAL 

Records not shown elsewhere in this primary block which relate 
generally to housing programs and initiatives developed by federal, 
provincial and municipal governments. These records also relate to 
the development of the social housing plan and to the implementation 
and review of the core need income thresholds (CNITS). General 
information relating to housing programs in which BCHMC is not 
involved is also maintained in this primary. Includes the BCHMC 
program reference manual, correspondence, memoranda and working 
papers. 

For a specific program, see secondary 82200-20. 
For agreement register, see ARCS secondary 146-02. 
For annual housing project commitment summary, see primary 83200. 
For copy of program agreement, see secondary 82200-20. 
For housing development and operation, see primaries 83000 to 83600. 
For original program agreement, see ARCS primaries 146 to 154. 
For program evaluations/reviews and monitoring activities and reports, 

see primary 82300. 
For program guidelines, see primary 82400. 
For program workshops, seminars or informational sessions for housing 

sponsors, see primary 84220. 

Unless otherwise speCified below, the commission OPR (Records and 
Information Centre) will retain these records for: 

Except where non-OPR retention periods are identified below, all 
other commission offices will retain these records for: 

-00 Policy and procedures -OPR 
- non-OPR 

-01 General 

-02 Program reference manual 
(includes a description of each program and the 
specific legislation under which the program 
and respective agreements are established) 

SO = when the manual is superseded by updated version 

(Continued on next page) 

CY+3y 2y 

SO nil 

SO 5y 
SO nil 

SO nil 

SA = Semi-active 
CY = Calendar Year 
FY = Fiscal Year 
NA = Not Applicable 

SO = Superseded or Obsolete 
DE = Destruction 

FD = Final Disposition SR = Selective Retention 
FR = Full Retention 

FD 

DE 

DE 

FR 
DE 

FR 

PIB = Personal Information Bank 
PUR = Public Use Record 
OPR = Office of Primary Responsibility 

w = week m = month 
y = year FOI = Freedom of Information/Privacy 

VR = Vital Records 
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OPERATIONAL RECORDS CLASSIFICATION SYSTEM 
This records schedule is approved in accordance with the Document Disposal Act (RSBC 1996, c. 99). It constitutes 
authority for retention and disposition of the records described herein provided ORCS has been implemented according 
to standards approved by BC Archives. For assistance in implementing ORCS, contact your Records Officer. 

82100 

A =Active 

HOUSING PROGRAMS - GENERAl (Continued) 

-03 

FR = BCIMS will fully retain the program reference manual 
for the government archives because it summarizes 
and indexes associated program files. 

BCIMS will retain the final version of this cumulative 
report. Earlier versions may be destroyed when they 
are superseded. 

NOTE: A reference copy is catalogued in the BCHMC 
Library. 

Social housing plan 
(includes annual planning models and actual 
adjustments) 

SO = when new plan is developed 

9y = This combined active and semi-active retention 
period will allow time for activities such as 
comparative studies and forecasting based on the 
historical data. 

FR = BCIMS will fully retain social housing plans 
for the government archives because they 
document federal-provincial partnerships in 
planning social housing. 

-05 Core need income thresholds (CNITS) 

-20 Non-BCHMC housing programs case files 
(arrange alphabetically by name of program) 

SO = when information is no longer current or 
no longer required for reference purposes 

DE = These records will be destroyed because BCHMC 
has no direct inVOlvement in the programs 
documented in this secondary. These records 
are created and maintained for reference purposes 
only. 

SO+3y 6y 

SO nil 

SA = Semi-active 
CY = Calendar Year 
FY = Fiscal Year 
NA = Not Applicable 

SO = Superseded or Obsolete 
DE = Destruction 

FD = Final Disposition SR = Selective Retention 
FR = Full Retention 

FR 

DE 

PIB = Personal Information Bank 
PUR = Public Use Record 
OPR = Office of Primary Responsibility 

w = week m = month 
y = year FOI = Freedom of Information/Privacy 

VR = Vital Records 

orcs\S2program: 1999/07/15 Schedule 110225 ORCS/BCHMC SECT 2 - 5 



OPERATIONAL RECORDS CLASSIFICATION SYSTEM 
This records schedule is approved in accordance with the Document Disposal Act (RSBC 1996, c. 99). It constitutes 
authority for retention and disposition of the records described herein provided ORCS has been implemented according 
to standards approved by BC Archives. For assistance in implementing ORCS, contact your Records Officer. 

82200 

A =Active 

HOUSING PROGRAMS - DEVELOPMENT AND ADMINISTRATION 

Records relating to the development of potential programs or 
initiatives and the on-going administration of existing programs or 
initiatives. These records also relate to development of the financial 
and reporting strategy (Le., cost sharing of administrative fees). 
Includes program proposals, copies of program agreements, 
correspondence, memoranda and working papers. 

NOTE: All original program agreements are classified under ARCS 
primaries 146 to 154 and are protected as vital records. A 
fQIDI of the program agreement is also filed here under 
secondary 82200-20 as part of the program case file for 
ease of reference and retrieval. 

For general information on programs in which BCHMC is not involved, 
see primary 82100. 

For housing developed and operated under a particular program, see 
primaries 83000 to 83600. 

For program evaluations/reviews, monitoring activities and reports, 
see primary 82300. 

For program guidelines, see primary 82400. 
For program workshops, seminars or informational sessions for 

housing sponsors, see primary 84220. 

Unless otherwise speCified below, the commission OPR (Records and 
Information Centre) will retain these records for: 

Except where non-OPR retention periods are identified below, all 
other commission offices will retain these records for: 

-00 Policy and procedures -OPR 
- non-OPR 

-01 General 

-20 Program development and administration case files 
(arrange alphabetically by name of program) 

SO = when program expires 

(Continued on next page) 

CY+3y 2y 

SO nil 

SO 5y 
SO nil 

SO+3y nil 

SA = Semi-active 
CY = Calendar Year 
FY = Fiscal Year 
NA = Not Applicable 

SO = Superseded or Obsolete 
DE = Destruction 

FD = Final Disposition SR = Selective Retention 
FR = Full Retention 

DE 

DE 

FR 
DE 

FR 

PIB = Personal Information Bank 
PUR = PubliC Use Record 
OPR = Office of Primary Responsibility 

w = week m = month 
y = year FOI = Freedom of Information/Privacy 

VR = Vital Records 
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OPERATIONAL RECORDS CLASSIFICATION SYSTEM 
This records schedule is approved in accordance with the Document Disposal Act (RSBC 1996, c. 99). It constitutes 
authority for retention and disposition of the records described herein provided ORCS has been implemented according 
to standards approved by BC Archives. For assistance in implementing ORCS, contact your Records Officer. 

82200 HOUSING PROGRAMS - DEVELOPMENT AND ADMINISTRATION 
(Continued) 

FR = BCIMS will fully retain these records for the 
government archives because they document the 
development and implementation of government
subsidized housing programs. 

A =Active 
SA = Semi-active 
FD = Final Disposition 
PIB = Personal Information Bank 
PUR = Public Use Record 
OPR = Office of Primary Responsibility 

orcs\S2program: 1999/07/15 

CY = Calendar Year 
FY = Fiscal Year 
NA = Not Applicable 
w = week m = month 
y = year 

Schedule 110225 

SO = Superseded or Obsolete 
DE = Destruction 
SR = Selective Retention 
FR = Full Retention 
FOI = Freedom of Information/Privacy 
VR = Vital Records 

ORCS/BCHMC SECT 2 -7 



OPERATIONAL RECORDS CLASSIFICATION SYSTEM 
This records schedule is approved in accordance with the Document Disposal Act (RSBC 1996, c. 99). It constitutes 
authority for retention and disposition of the records described herein provided ORCS has been implemented according 
to standards approved by BC Archives. For assistance in implementing ORCS, contact your Records Officer. 

82300 

A = Active 

HOUSING PROGRAMS - EVALUATION AND MONITORING 

Records relating to the ongoing monitoring, evaluation and review of 
housing programs. BCHMC monitors housing projects which are 
provincially funded as well as those which it funds in conjunction with 
Canada Mortgage and Housing Corporation (CMHC). BCHMC 
periodically liaises with CMHC to conduct program reviews of jointly 
funded housing programs. Includes program monitoring reports, 
social housing annual reviews (SHAR), correspondence, memoranda 
and working papers. 

For general information on programs in which BCHMC is not involved, 
see primary 82100. 

For housing developed as a result of a program implementation, see 
primaries 83000 to 83600. 

For potential or proposed programs, see primary 82200. 
For program agreements fQQY, see primary 82200. 
For program agreements original, see ARCS primaries 146 to 154. 
For program descriptions, see secondary 82100-02. 
For program development and administration, see primary 82200. 
For program guidelines, see primary 82400. 
For program reference manual, see secondary 82100-02. 
For program workshops, seminars or informational sessions, see 

primary 84220. 

Unless otherwise specified below, the commission OPR (Records and 
Information Centre) will retain these records for: 

Except where non-OPR retention periods are identified below, all 
other commission offices will retain these records for: 

-00 Policy and procedures -OPR 
- non-OPR 

-01 General 

-20 Program evaluations/reviews 
(includes one-time, annual or semi-annual reports) 
(arrange alphabetically by program name and date) 

FR = BCIMS will fully retain these records for the 
government archives because they document the 
evaluation and review of government-subsidized 
housing programs. 

(Continued on next page) 

CY+3y 2y 

SO nil 

SO 5y 
SO nil 

CY+3y 4y 

SA = Semi-active 
CY = Calendar Year 
FY = Fiscal Year 
NA = Not Applicable 

SO = Superseded or Obsolete 
DE = Destruction 

FD = Final Disposition SR = Selective Retention 
FR = Full Retention 

DE 

DE 

FR 
DE 

FR 

PIB = Personal Information Bank 
PUR = Public Use Record 
OPR = Office of Primary Responsibility 

w = week m = month 
y = year FOI = Freedom of Information/Privacy 

VR = Vital Records 
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OPERATIONAL RECORDS CLASSIFICATION SYSTEM 
This records schedule is approved in accordance with the Document Disposal Act (RSBC 1996, c. 99). It constitutes 
authority for retention and disposition of the records described herein provided ORCS has been implemented according 
to standards approved by BC Archives. For assistance in implementing ORCS, contact your Records Officer. 

82300 

A =Active 

HOUSING PROGRAMS - EVALUATION AND MONITORING 
(Continued) 

-30 

-40 

Program reports - monthly 
(arrange alphabetically by program name and date 
of report) 

SO = when superseded by a higher level or annual report 

Program reports - weekly 
(arrange alphabetically by program name and date 
of report) 

SO = when superseded by monthly or higher level report 

8 

SO+1y nil 

SO+6m nil 

SA = Semi-active 
CY = Calendar Year 
FY = Fiscal Year 
NA = Not Applicable 

SO = Superseded or Obsolete 
DE = Destruction 

FD = Final Disposition SR = Selective Retention 
FR = Full Retention 

FD 

DE 

DE 

PIB = Personal Information Bank 
PUR = Public Use Record 
OPR = Office of Primary Responsibility 

w = week m = month 
y = year FOI = Freedom of Information/Privacy 

VR = Vital Records 

orcs\S2program:1999/07/15 Schedule 110225 ORCS/BCHMC SECT2-9 



OPERATIONAL RECORDS CLASSIFICATION SYSTEM 
This records schedule is approved in accordance with the Document Disposal Act (RSBC 1996, c. 99). It constitutes 
authority for retention and disposition of the records described herein provided ORCS has been implemented according 
to standards approved by BC Archives. For assistance in implementing ORCS, contact your Records Officer. 

82400 

PUR 

A = Active 

HOUSING PROGRAMS - GUIDELINES 

Records relating to the development of guidelines, procedures and 
interpretations of housing programs. These records also relate to the 
development of guidelines to provide program information to non-profit 
or private organizations, and other government agencies. Includes 
drafts, memoranda, correspondence and working papers. 

For housing developed as a result of a program implementation, see 
primaries 83000 to 83600. 

For program agreements !<!mY, see primary 82200. 
For program agreements original, see ARCS primaries 146 to 154. 
For program descriptions, see primary 82100. 
For program development and administration, see primary 82200. 
For program evaluationslreviews, monitoring activities and reports, 

see primary 82300. 
For program reference manual, see primary 82100. 
For program workshops, seminars or informational sessions with 

housing sponsors, see primary 84220. 

Unless otherwise specified below, the commission OPR (Records and 
Information Centre) will retain these records for: 

Except where non-OPR retention periods are identified below, all 
other commission offices will retain these records for: 

-00 Policy and procedures -OPR 
- non-OPR 

-01 General 

-20 Program guidelines 
(arrange by name of program and year) 

SO = when program expires 

(Continued on next page) 

CY+3y 2y 

SO 
SO 

5y 
nil 

SO+3y nil 

SA = Semi-active 
CY = Calendar Year 
FY = Fiscal Year 
NA = Not Applicable 

SO = Superseded or Obsolete 
DE = Destruction 

FD = Final Disposition SR = Selective Retention 
FR = Full Retention 

DE 

DE 

FR 
DE 

FR 

PIB = Personal Information Bank 
PUR = Public Use Record 
OPR = Office of Primary Responsibility 

w = week m = month 
y= year FOI = Freedom of Information/Privacy 

VR = Vital Records 
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OPERATIONAL RECORDS CLASSIFICATION SYSTEM 
This records schedule is approved in accordance with the Document Disposal Act (RSBC 1996, c. 99). It constitutes 
authority for retention and disposition of the records described herein provided ORCS has been implemented according 
to standards approved by BC Archives. For assistance in implementing ORCS, contact your Records Officer. 

82400 HOUSING PROGRAMS - GUIDELINES (Continued) 

-30 

A =Active 
SA = Semi-active 

FR = BCIMS will fully retain for the government archives 
all standard and guideline files created by offices 
having primary responsibility for standard and 
guideline development and approval. These 
records have evidential value. Draft and duplicate 
materials which hold insufficient evidential value to 
merit preservation may be purged and discarded. 

Program guidelines development files 
(includes drafts and working papers involved 
in the development of the guidelines) 
(arrange alphabetically by name of program) 

SO = when guidelines become obsolete 

SO+3y nil 

SO = Superseded or Obsolete 
DE = Destruction 

FD = Final Disposition 

CY = Calendar Year 
FY = Fiscal Year 
NA = Not Applicable SR = Selective Retention 

FR = Full Retention 

DE 

PIB = Personal Information Bank 
PUR = Public Use Record 
OPR = Office of Primary Responsibility 

w = week m = month 
y = year FOI = Freedom of Information/Privacy 

VR = Vital Records 
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 OPERATIONAL RECORDS CLASSIFICATION SYSTEM    
This records schedule is approved in accordance with the Document Disposal Act  (RSBC 1996, c. 99).  It constitutes 
authority for retention and disposition of the records described herein provided ORCS has been implemented according 
to standards approved by BC Archives.  For assistance in implementing ORCS, contact your Records Officer. 
 
 
 A SA FD 
 

_____________________________________________________________________  
 
A  = Active CY = Calendar Year SO = Superseded or Obsolete 
SA = Semi-active FY = Fiscal Year DE = Destruction 
FD = Final Disposition NA = Not Applicable SR = Selective Retention  
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S E C T I O N   3 
 
 
 

H O U S I N G   D E V E L O P M E N T   A N D   O P E R A T I O N S 
 
 
 

P R I M A R Y   N U M B E R S   A N D   P R I M A R Y   S U B J E C T S 
 
 
 
 

8 3 0 0 0   -   8 3 9 9 9 
 
 

Covers records relating to the development and operation of all housing projects resulting from a 
program or initiative as provided under the following acts:  Ministry of Lands, Parks and Housing Act  
(RSBC 1996 c. 307);  the National Housing Act  (RS 1985 c. N-11);  and the Housing Construction 
(Elderly Citizens) Aid Act  (RSBC 1996 c. 208).  This includes records relating to:  general inquiries 
from the public and private sector on potential housing development;  BCHMC commitment to develop 
a project;  Provincial Rental Housing Corporation land acquisition;  the construction or renovation of 
projects;  the operating agreement with the housing sponsor or operator;  financial management of the 
housing project;  and ongoing operations and maintenance of housing. 
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 83000  -  HOUSING DEVELOPMENT AND OPERATIONS  -  83999 
 

 
 PRIMARY NUMBERS AND PRIMARY SUBJECTS 
 
 
 83000 HOUSING DEVELOPMENT AND OPERATIONS - GENERAL  
 
 83100 HOUSING - DRAWINGS AND SPECIFICATIONS 
 
 83200 HOUSING DEVELOPMENT  - GENERAL 
 83210                          - CONSTRUCTION - GENERAL 
 83220                               - CONSTRUCTION - CLAIMS 
 83230                               - POTENTIAL HOUSING 
 
 83300 HOUSING LAND  - GENERAL 
 83310                          - PROVINCIAL RENTAL HOUSING CORPORATION (PRHC) 
 
 
 83400 HOUSING LEGAL  PROCESS 
 
 83450 HOUSING LENDING 
 
 83500 HOUSING OPERATIONS - GENERAL 
 83520                            - BUILDING / PROPERTY MANAGEMENT  
 83530                            - FINANCIAL MANAGEMENT 
 83540                            - MARKET RENT AND EVALUATION    
 83550                            - MECHANICAL AND ELECTRICAL SYSTEMS  
 83560                            - MODERNIZATION AND IMPROVEMENTS 
 83570                            - ON-SITE BUSINESSES / SERVICES 
 83580    - PORTFOLIO MANAGEMENT 
 
 83600 HOUSING DEVELOPMENT AND OPERATIONS PHOTOGRAPHS 
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83000 HOUSING DEVELOPMENT AND OPERATIONS - GENERAL 
 
 Records not shown elsewhere in the housing development and  
 operations section which relate generally to the development of  
 proposed housing, the construction of new housing, and ongoing 
 operation of housing managed either by non-profit or private sector  
 sponsors, BCHMC or Provincial Rental Housing Corporation (PRHC).  
 Includes correspondence and memoranda. 
  
 For Government Subsidized Housing Report, see primary 81260. 
 For housing operations, see primaries 83400 to 83600. 
 For InHouse Central Database (CDB) Information System Overview  
  (ISO), see ISO Section. 
 For project development and construction, see  
  primaries 83000 to 83400. 
 For project legal process, see primary 83400. 
 
 Unless otherwise specified below, the commission OPR (Records and  
 Information Centre) will retain these records for: CY+3y 2y DE   
      
 Except where non-OPR retention periods are identified below, all  
 other commission offices will retain these records for: SO     nil    DE  
 
 -00 Policy and procedures - OPR SO     5y FR 
     - non-OPR SO     nil    DE   
   
 FR = BCIMS will fully retain for the government archives all policy 
  and procedure files created by offices having primary 
  responsibility for policy and procedure development and  
  approval.  These records have evidential value.  Draft and  
  duplicate materials which hold insufficient evidential value to 
  merit preservation may be purged and discarded. 
 
 -01 General 
 -02 Housing project listing (HPL) - cumulative report 
   (includes all housing funded by BCHMC) 
   (hardcopy)  CY nil FR 
 
   
   
 
 
     (Continued on next page)
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83000 HOUSING DEVELOPMENT AND OPERATIONS - GENERAL 
  (Continued) 
    
  CY = Commission staff will print one copy of this  
   cumulative report for transfer to BCIMS at the  
   close of each calendar year, and box it with other  
   records designated for full retention.  Additional  
   copies of the report can be destroyed. 
 
  FR = BCIMS will fully retain the housing project listing 
   cumulative report for the government archives  
   because it provides an inventory of all housing  
   projects in which BCHMC participated. 
 
   (electronic)  SO nil DE  
    
  SO = when InHouse system is superseded or obsolete and  
   data is migrated to new system



 OPERATIONAL RECORDS CLASSIFICATION SYSTEM    
This records schedule is approved in accordance with the Document Disposal Act  (RSBC 1996, c. 99).  It constitutes 
authority for retention and disposition of the records described herein provided ORCS has been implemented according 
to standards approved by BC Archives.  For assistance in implementing ORCS, contact your Records Officer. 
 
 
 A SA FD 
 

_____________________________________________________________________  
 
A  = Active CY = Calendar Year SO = Superseded or Obsolete 
SA = Semi-active FY = Fiscal Year DE = Destruction 
FD = Final Disposition NA = Not Applicable SR = Selective Retention  
PIB = Personal Information Bank w  = week    m = month  FR = Full Retention  
PUR = Public Use Record y = year FOI = Freedom of Information/Privacy  
OPR = Office of Primary Responsibility  VR = Vital Records 
 
orcs\S2program:1999/07/15 Schedule 110225 ORCS/BCHMC SECT 3 - 5 

83100 HOUSING - DRAWINGS AND SPECIFICATIONS 
 
 Records relating to all building drawings generated during the 
 proposed, as-built and renovation phases of the housing project.   
 These records also relate to the development of BCHMC‘s building  
 standards.  Includes building specifications for each housing project  
 constructed, memoranda, correspondence and working papers. 
  
 For construction claims, see primary 83220. 
 For construction general, see primary 83210. 
 For drawings submitted with proposed project development, see  
  primary 83230. 
 For housing operations, see primaries 83400 to 83600. 
 For modernization and improvements, see primary 83560. 
  
 Unless otherwise specified below, the commission OPR (Records and  
 Information Centre and individual regional offices) will retain these  
 records for:    CY+3y  2y DE 
 
 Except where non-OPR retention periods are identified below, all  
 other commission offices will retain these records for: SO     nil    DE  
 
 -00 Policy and procedures - OPR SO     5y FR 
     - non-OPR SO     nil    DE 
 -01 General 
 
PUR -03 BCHMC building specifications and standards SO+3y 2y FR 
   
  SO = when superseded by revised standards/specifications 
 
  FR = BCIMS will fully retain for the government archives 
   all standard and guideline files created by offices  
   having primary responsibility for standard and  
   guideline development and approval.  These records  
   have evidential value.  Draft and duplicate materials 
   which hold insufficient evidential value to merit  
   preservation may be purged and discarded. 
 
 
  
 
     (Continued on next page)
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83100 HOUSING - DRAWINGS AND SPECIFICATIONS  (Continued) 
 
 -20 Project as-built drawings and building specifications 
   (arrange by estate number  and then by subject  
   code -05) 
   (hardcopy)  SO+2y nil DE 
 
  SO = when building no longer exists 
 
   (microfiche)  SO+2y nil FR 
  
  SO = when building no longer exists 
 
  FR =  BCIMS will fully retain these building drawings and  
   specifications on microfiche for the government  
   archives because they document the architectural  
   history of public housing throughout the province. 
 
 -30 Project preliminary drawings  SO nil DE 
   (arrange by estate number and then by subject  
   code -05) 
    
  SO = when drawings are superseded by as-built drawings
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83200 HOUSING DEVELOPMENT - GENERAL 
 
 Records relating generally to the development phase of new housing 
 not shown elsewhere in this primary block.  The development phase  
 involves the evaluation of potential projects, the commitment to  
 develop new housing, and the construction of selected projects.   
 These records also relate to the development, implementation and 
 review of the maximum unit prices (MUPS) and maximum insurable  
 thresholds (MITS).  Includes statistics, reports, memoranda,  
 correspondence and working papers.   
 
 For Development Services Database System (DSDS) Information  
  System Overview (ISO), see ISO Section. 
 For project construction, see primaries 83100 to 83230. 
 For project legal process, see primary 83400. 
 For project operations, see primaries 83400 to 83600. 
 For project photographs, see primary 83600. 
 For project proposals/evaluation report, see primary 83230. 
 For proposal development and preliminary funding, see primary 83230. 
 For Provincial Rental Housing Corporation land, see primary 83310. 
 For sponsor land, see primary 83300. 
 
 Unless otherwise specified below, the commission OPR (Records and  
 Information Centre) will retain these records for: CY+3y  2y DE 
 
 Except where non-OPR retention periods are identified below, all  
 other commission offices will retain these records for: SO     nil    DE  
 
 -00 Policy and procedures - OPR SO     5y FR 
     - non-OPR SO     nil    DE 
 -01 General 
 
 -03 Annual housing project commitment summary CY nil FR 
   (includes social housing annual matrix (SHAM)) 
 
  CY = Commission staff will print one copy of this  
   cumulative report for transfer to BCIMS at the close  
   of each calendar year, and box it with other records 
   designated for full retention.  Additional copies of the  
   summary can be destroyed. 
 
 
 
     (Continued on next page)
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83200 HOUSING DEVELOPMENT - GENERAL (Continued) 
 
  FR = BCIMS will fully retain these records for the 
   government archives because they document the  
   development and implementation of government-  
   subsidized housing programs. 
 
PUR -04 Maximum unit prices (MUPS) 
PUR -05 Maximum insurable thresholds (MITS) 
 
 -20 Housing project development case files 
   (arrange by estate number and then by subject  
   code -00) 
   (hardcopy)  SO+3y 5y DE 
 
  SO = when agreement with BCHMC expires 
 
  NOTE: The OPR will store housing project development case  
   files under ongoing RCS accession number 91-3836. 
 
   (electronic)  SO nil DE 
 
  SO = when DSDS system is superseded or obsolete and  
   data is migrated to a new system
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83210 HOUSING DEVELOPMENT - CONSTRUCTION - GENERAL 
 
 Records relating to the construction of new housing projects not shown  
 elsewhere in this primary block.  These records also relate to BCHMC’s  
 involvement in the apprenticeship training program initiated by the 
 provincial government for the purpose of training and placing  
 apprentices in trades within the residential construction sector.   
 Includes inspection reports, change orders, correspondence with  
 contractors, architects, and resource groups, floor plans and  
 memoranda. 
 
 For contracts generated for BCHMC directly managed buildings, 
  see ARCS primaries 1060 - 1080. 
 For Development Services Database System (DSDS) Information  
  System Overview (ISO), see ISO Section. 
 For geo-technical and soil testing reports, see  
  primaries 83300 to 83310. 
 For group homes maintenance contracts, see secondary 83520-23. 
 For potential or proposed housing projects, see primary 83230. 
 For project legal process, see primary 83400. 
 For project operations, see primaries 83500 to 83600. 
 For Provincial Rental Housing Corporation land, see primary 83310. 
 For sponsor land, see primary 83300. 
 
 Unless otherwise specified below, the commission OPR (Records and  
 Information Centre) will retain these records for: CY+3y 2y DE 
 
 Except where non-OPR retention periods are identified below, all  
 other commission offices will retain these records for: SO nil DE 
 
 -00 Policy and procedures - OPR SO     5y FR 
     - non-OPR SO     nil    DE 
 -01 General 
 
 -03 Apprenticeship program CY+3y  2y DE  
 
  DE = These records will be destroyed because the  
   implementation of the apprenticeship program is 
   more fully documented in relevant housing project  
   case files, as well as in the files of the government  
   ministry responsible for developing and  
   administering the program. 
 
     (Continued on next page) 
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83210 HOUSING DEVELOPMENT - CONSTRUCTION - GENERAL 
  (Continued) 
 
  NOTE: BCHMC participates in the apprenticeship program  
   administered by the Ministry of Skills,Training and  
   Labour in accordance with the Apprenticeship Act  
   (RSBC 1996, c.16) 
 
 -20 Housing project construction case files 
   (arrange by estate number and then by subject  
   code -09) 
   (hardcopy)  SO+6y nil  DE 
    
  SO = when building no longer exists 
 
 
  NOTE: The OPR will store project construction general case  
   files under ongoing RCS accession number 91-0108 
 
   (electronic)  SO nil DE 
  SO = when DSDS system is superseded or obsolete and  
   data is migrated to new system
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83220 HOUSING DEVELOPMENT - CONSTRUCTION - CLAIMS 
 
 Records relating to the processing and payment of construction claims  
 received from the sponsor during housing construction.  Includes 
 Canada Mortgage Housing Corporation (CMHC) authorization forms,  
 budget, contractor's breakdown and statutory declaration, builder's  
 liens, invoices, solicitor's and lender's reporting letters, final loan  
 advance details, interest adjustment date (IAD) details, proposal  
 development fund (PDF) application, GST claims and payment, and 
 final cost audit. 
 
 For contracts generated for BCHMC directly managed buildings, 
  see ARCS primaries 1060 - 1080. 
 For Development Services Database System (DSDS) Information  
  System Overview (ISO), see ISO Section. 
 For group home maintenance contracts, see secondary 83520-23. 
 For a copy of the GST and PDF promissory notes and term deposits, 
  see primary 83400. 
 For original GST and PDF promissory notes and term deposits, see  
  ARCS primary 1130. 
 For project legal process, see primary 83400. 
 For project operations, see primaries 83500 to 83600. 
 For Provincial Rental Housing Corporation land, see primary 83310. 
 For sponsor land, see primary 83300. 
 
 Unless otherwise specified below, the commission OPR (Records and  
 Information Centre) will retain these records for: CY+3y  2y DE 
 
 Except where non-OPR retention periods are identified below, all  
 other commission offices will retain these records for: SO nil DE  
 
 -00 Policy and procedures - OPR SO 5y FR 
     - non-OPR SO nil DE 
 -01 General 
 
 -03 Final cost reconciliation CY+3y 4y DE 
 
 
  
 
 
 
     (Continued on next page) 
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83220 HOUSING DEVELOPMENT - CONSTRUCTION - CLAIMS 
  (Continued) 
 
 -20 Project construction claims files 
   (the material is organized by claim number under  
   divider tabs) 
   (arrange by estate number and then by subject  
   code -01) 
   (hardcopy)  SO 7y DE 
 
 
  SO = when final cost reconciliation is complete after the  
   interest adjustment date 
 
  NOTE: The OPR will store project construction claims files  
   under ongoing RCS accession number 91-0090.  
 
   (electronic)  SO nil DE 
 
  SO = when DSDS system is superseded or obsolete and  
   data is migrated to new system
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83230 HOUSING DEVELOPMENT - POTENTIAL HOUSING 
 
 Records relating to the evaluation of housing project proposals  
 submitted by non-profit societies, cooperatives, private landlords and  
 organizations, and other ministries or government agencies.  These  
 records also relate to general letters of inquiry or interest;  BCHMC  
 requests for formal submission of project proposals (the proposal call  
 package);  requests from sponsors for proposal development funding  
 (PDF) and preliminary proposal development funding (PPDF);  and  
 proposals submitted by sponsors.  Includes proposed budgets,  
 project designs, drawings, copies of the sponsors acts and  
 constitutions, proof of titles, correspondence, memoranda and working  
 papers. 
 
 For Development Services Database System (DSDS) Information System  
  Overview (ISO), see ISO Section. 
 For potential buildings or properties for BCHMC direct management, 
  see primary 83510. 
 For potential land acquisition by Provincial Rental Housing Corporation  
  (PRHC), see primary 83310. 
 
 Unless otherwise specified below, the commission OPR (Records and  
 Information Centre) will retain these records for: CY+3y  2y DE 
 
 Except where non-OPR retention periods are identified below, all  
 other commission offices will retain these records for: SO nil DE 
 
 -00 Policy and procedures - OPR SO 5y FR 
     - non-OPR SO nil DE 
 -01 General 
 
 -03 Proposal evaluations report 
   (includes point score system) 
 
  NOTE: These records are restricted under the Freedom of  
   Information and Protection of Privacy Act  (FOIPP) 
   (RSBC 1996, c 61).  Contact the Manager of FOI 
   for advice on the disclosure of information  
   contained in these records. 
 
PUR -04 Housing development proposal phase 
   (includes the expression of interest package) 
 
      (Continued on next page)
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83230 HOUSING DEVELOPMENT - POTENTIAL HOUSING  (Continued) 
 
 -05 Proposal or project development funding (PDF) 
 -06 Preliminary proposal or project development funding (PPDF) 
 
 -20 Inquiries / interest in housing development or operation CY+1y 2y DE 
   (arrange aphabetically by municipality) 
 
 -30 Submitted proposals (pre-evaluation)   
   (arrange alpha-numerically by interim number) 
   (hardcopy)  SO NA NA 
   (electronic)  SO NA NA 
 
  SO = when proposals are accepted or rejected 
 
  NA = when proposal is accepted it is reclassified under  
   secondary 83230-40, and when proposal is rejected  
   it is reclassified under secondary 83230-50 
 
 -40 Accepted project proposal submissions   
   (arrange by  estate number and then by subject  
   code -11) 
   (hardcopy)  SO 2y SR 
 
  SO = when construction is complete and housing project  
   is fully operational (interest adjustment date year end) 
 
  SR = BCIMS will selectively retain accepted project  
   proposal submissions because they document the  
   reasoning behind subsidized housing funding  
   decisions made by BCHMC and other potential  
   sponsors.  This reasoning reflects social and fiscal  
   realities and values. 
 
   BCIMS will retain one container of records for each  
   file closure year. This selection will provide a sample  
   of proposal submissions from all regions of the  
   province.  All other records covered by this  
   secondary will be destroyed. 
 
   
 
 
     (Continued on next page)
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83230 HOUSING DEVELOPMENT - POTENTIAL HOUSING  (Continued) 
 
   
  NOTE: The OPR will store accepted proposals under  
   ongoing RCS accession number 91-3813. 
   (electronic)  SO nil DE 
 
  SO = when DSDS system is superseded or obsolete and  
   data is migrated to new system 
 
 -50 Rejected project proposal submissions 
   (arrange by year and interim number or other  
   unique identifier if interim number is not assigned)  
   (hardcopy)   CY+1y 6y DE 
 
   (electronic)  SO nil DE 
 
  SO = when DSDS system is superseded or obsolete and  
   data is migrated to new system 
 
  NOTE: The OPR will store rejected proposals under  
   ongoing RCS accession number 91-0185
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83300 HOUSING LAND - GENERAL 
 
 Records relating to the acquisition and disposition of land owned by  
 sponsors such as non-profit societies, cooperatives, private landlords  
 and investors, municipalities and other government agencies.  These  
 records also relate to the review and approval of encumbrances that  
 may result in a defect in title.  Includes property appraisals,  
 environmental assessments, geo-technical and soil testing reports,  
 copies of the title search documentation, mortgage and lease records. 
 
 For issues regarding land used for housing, see primary 81230. 
 For Provincial Rental Housing Corporation (PRHC) land, see  
  primary 83310. 
 
 Unless otherwise specified below, the commission OPR (Records and  
 Information Centre) will retain these records for: CY+3y 2y DE 
 
 Except where non-OPR retention periods are identified below, all  
 other commission offices will retain these records for: SO nil DE  
 
 -00 Policy and procedures - OPR SO 5y FR 
     - non-OPR SO nil DE   
 -01 General 
 
 -20 Sponsor land files  SO+3y 5y DE 
   (arrange by estate number and then by subject  
   code –03.   
 
  SO = when land is no longer restricted to usage for  
   government subsidized housing 
 
  8y = This combined active and semi-active retention  
   period will ensure all financial responsibilities have 
   been fulfilled. 
 
 -30 Property appraisals reference collection CY+6y nil  DE 
   (arrange alphabetically by municipality) 
 
  NOTE: The appraisals classified under this secondary are  
   surplus copies used for research purposes.  One  
   copy of the sponsor’s property appraisal is classified  
   under secondary 83300-20 and one copy of  PRHC’s  
   property appraisals is classified under primary 83310.
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83310 HOUSING LAND - PROVINCIAL RENTAL HOUSING CORPORATION 
  (PRHC) 
 
 Records relating to the acquisition, disposition and ultimate disposal of  
 property by the Provincial Rental Housing Corporation (PRHC) in 
 compliance with Order-In-Council 986/76.  PRHC is the title holder for  
 the Crown on these properties and many of these properties are then  
 leased back to a non-profit sponsor.   Includes property appraisals,  
 environmental assessments, geo-technical and soil testing reports,  
 property taxes, offer/options to purchase/sell, copies of PRHC mortgage  
 and lease records, title certificates, title searches, easements/rights of  
 way, plans of consolidation/division, correspondence, memoranda and  
 reports. 
  
 For InHouse Central Database (CDB) Information System Overview  
  (ISO), see ISO Section. 
 For issues regarding land used for housing, see primary 81230. 
 For sponsor land, see primary 83300. 
 For property appraisal reference collection, see primary 83300. 
 For PRHC group home portfolio, see primary 83580. 
 
 Unless otherwise specified below, the commission OPR (Records and  
 Information Centre) will retain these records for: CY+3y  2y DE 
 
 Except where non-OPR retention periods are identified below, all  
 other commission offices will retain these records for: SO nil DE  
 
 -00 Policy and procedures - OPR SO 5y FR 
     - non-OPR SO nil DE 
 -01 General 
 -02 PRHC property listing (PPL) - cumulative report 
   (arrange by estate number;  if no estate number is  
   assigned, arrange by municipality and site address) 
   (hardcopy)  CY nil FR 
 
  CY =  Commission staff  will print one copy of this  
   cumulative report for transfer to BCIMS at the close  
   of each calendar year, and box it with other records  
   designated for full retention.  Additional copies of the  
   report can be destroyed. 
 
 
 
     (Continued on next page)
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83310 HOUSING LAND - PROVINCIAL RENTAL HOUSING CORPORATION 
  (PRHC) (Continued) 
 
  FR = BCIMS will fully retain the Provincial Rental Housing  
   Corporation property listing report  for the  
   government archives because it provides an inventory  
   of all properties purchased by PRHC and used or  
   intended  for government-subsidized housing. 
 
   (electronic)  SO nil DE 
 
  SO =  when InHouse system is superseded or obsolete and  
   data is migrated to new system 
 
 -05 Property taxes 
 
 
VR -20 PRHC land files   SO+2y nil FR 
   (arrange by estate number and then by subject  
   code -03) 
   
  SO = when land is disposed of 
 
  FR = BCIMS will fully retain Provincial Rental Housing  
   Corporation land files for the government archives  
   because they document the history of land used or  
   intended for government-subsidized housing. 
 
 -30 PRHC potential land acquisitions case files SO NA NA 
   (arrange by estate number;  if no estate number is  
   assigned, arrange by municipality and site address) 
    
  SO = when property is acquired or rejected 
   
  NA = when property is acquired it is assigned an estate  
   number and reclassified under secondary 83310-20, 
   and when property is rejected it is reclassified under  
   secondary 83310-40  
 
 -40 PRHC potential land acquisitions - rejected case files CY+1y 6y DE   
   (arrange by estate number and then by subject  
   code -13;  if no estate number is assigned, arrange  
   by municipality and site address)
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83400 HOUSING LEGAL  PROCESS 
 
 Records relating to the commitment by or agreement between  
 BCHMC and non-profit sponsors, cooperatives or private landlords to  
 develop or operate housing.  These records also relate to the initial  
 conditional project allocation, the ministerial commitment or intent to  
 proceed, proposal development funding, the purchase of the land, and  
 securing the lease or mortgage.  Includes operating agreements,  
 certificates of final costs, promissory notes, term deposits, leases,  
 mortgages, title certificates, correspondence, memoranda and  
 working papers. 
 
 For housing lending, see primary 83450. 
 For Provincial Rental Housing Corporation (PRHC) land  
  documentation, see primary 83310. 
 
 Unless otherwise specified below, the commission OPR (Records and  
 Information Centre) will retain these records for CY+3y  2y DE 
 
 Except where non-OPR retention periods are identified below, all  
 other commission offices will retain these records for: SO nil DE 
 
 -00 Policy and procedures - OPR SO 5y FR 
     - non-OPR SO nil DE 
 -01 General 
 
 
VR -20 Housing project legal case files  SO+2y nil SR 
   (arrange by estate number and then by subject  
   code -02) 
 
  SO = when agreement with BCHMC expires 
 
  SR = BCIMS will selectively retain housing project legal  
   case files for the government archives because they  
   document government investments, the agreements  
   governing the operation of specific public housing  
   buildings,  and significant legal issues relating to  
   housing projects. 
 
 
 
 
     (Continued on next page)
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83400 HOUSING LEGAL  PROCESS  (Continued) 
 
   At the time of transfer to semi-active storage, the  
   Records Officer, Legal Counsel and a representative 
   from the relevant program, in consultation with the  
   BCIMS archivist, will select representative and  
   significant files, that is, files which document a  
   variety of housing programs and complex legal  
   issues.  All other records covered by this secondary  
   will be destroyed. 
 
   Commission staff will box project files which are to be  
   retained separately from those to be destroyed.
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83450 HOUSING LENDING 
 
 Records relating to interim construction financing, take-out financing  
 and mortgage renewals of housing projects for housing sponsors and  
 Provincial Rental Housing Corporation (PRHC) in accordance with the 
 National Housing Act approved lender status.  These records also  
 relate to the preparation and creation of mortgage security packages;   
 CMHC underwriting;  funding loan advances;  establishing trust  
 accounts and term deposits;  and liaising with the sponsors and lenders 
 on all aspects of re-financing.  Includes authorizations from sponsors  
 for BCHMC to act on their behalf, loans detail reports, copies of the  
 mortgage and lease, correspondence, memoranda and working  
 papers. 
 
 For cash flow analysis reports, see ARCS primary 444. 
 For contracts tendered for mortgage renewals, see ARCS  
  primary 1070. 
 For financial agreements and arrangements with the Federal and  
  provincial governments, see ARCS primary 950. 
 For mortgage renewal reports, see ARCS primary 444. 
 For original mortgage and lease documents, see primary 83400. 
 For promissory notes, see ARCS primary 1130. 
 For term deposits and guaranteed investment certificates, see  
  ARCS primary 1130. 
 For trust account reconciliations, see ARCS primary 1180. 
 
 Unless otherwise specified below, the commission OPR (Records and  
 Information Centre) will retain these records for: CY+3y 2y DE 
 
 Except where non-OPR retention periods are identified below, all  
 other commission offices will retain these records for: SO nil DE  
 
 -00 Policy and procedures - OPR SO 5y FR 
     - non-OPR SO nil DE 
 -01 General 
 
 
 -20 Housing project lending case files SO+1y 6y DE 
  (arrange by estate number and then by subject  
   code -12) 
 
  SO = when lending activity expires
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83500 HOUSING OPERATIONS - GENERAL 
 
 Records not shown elsewhere in this primary block  which relate  
 generally to the operation of housing regardless of operator.  Includes  
 correspondence and memoranda. 
 
 For housing project listing (HPL) which lists all housing in which  
  BCHMC is involved, see primary 83000. 
 
 Unless otherwise specified below, the commission OPR (Records and  
 Information Centre) will retain these records for: CY+3y 2y DE 
 
 Except where non-OPR retention periods are identified below, all other  
 commission offices will retain these records for: SO nil DE  
 
 -00 Policy and procedures - OPR SO 5y FR 
     - non-OPR SO nil DE 
 -01 General 
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83520 HOUSING OPERATIONS - BUILDING / PROPERTY MANAGEMENT 
 
 Records relating to the ongoing management and maintenance of all  
 buildings and properties managed by sponsors such as BCHMC,  
 private landlords, non-profit societies, cooperatives, and Provincial  
 Rental Housing Corporation (PRHC).  These records cover all aspects  
 of the building exterior (roofing, siding, windows, painting, grounds)  
 and building interior (flooring, pest control, storage, pet management,  
 painting, suite maintenance), with the exclusion of all mechanical and  
 electrical systems.  This includes inspection reports, building reviews, 
 maintenance histories, insurance policies, correspondence and  
 memoranda. 
 
 For contracts generated for BCHMC directly managed buildings, 
  see ARCS primaries 1060 - 1080.   
 For Emergency Preparedness Program (provincial and BCHMC), see  
  primaries 82200 to 82400. 
 For fire and safety program, see primary 83550. 
 For InHouse Repairs and Stock (REP) Information System Overview  
  (ISO), see ISO Section. 
 For mechanical/electrical systems maintenance, see primary 83550.  
 For modernization and improvements plan, see primary 83560. 
 For on-site businesses and services, see primary 83570. 
 For People, Plants and Homes Program (urban gardening), see  
  primary 84350.  
 For PRHC property appraisals, see primary 83310. 
 For replacement reserve in general, see primary 83560. 
 For replacement reserve for specific housing project, see  
  primary 83530. 
 For tenant associations and programs, see primary 84340. 
 For tenant records, see primary 84310. 
 For tenant rent reviews (per building), see primary 84320. 
 
 Unless otherwise specified below, the commission OPR (Individual  
 regional offices) will retain these records for: CY+3y  2y DE 
 
 Except where non-OPR retention periods are identified below, all  
 other commission offices will retain these records for: SO nil DE 
 
 -00 Policy and procedures - OPR SO 5y FR 
     - non-OPR SO nil DE 
 -01 General  
 
     (Continued on next page)
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83520 HOUSING OPERATIONS - BUILDING / PROPERTY MANAGEMENT 
  (Continued) 
 
 -02 Building maintenance profile book 
   (includes maintenance history on BCHMC buildings) 
   (hardcopy)  SO+2y nil DE 
 
  SO = when building no longer exists 
 
   (electronic)  SO nil DE 
 
  SO = when InHouse system is superseded or obsolete and  
   data is migrated to new system 
 
 -03 PRHC group home maintenance 
   (includes maintenance history on all group homes) 
 
 -09 Pet management  CY+3y 2y FR 
   
  FR = BCIMS will fully retain pet management files  
   because they concisely document the evolution of  
   BCHMC’s handling of an interesting social issue  
   over time. 
 
 -11 Waste management 
   (includes recycling program and sewage systems) 
 
 -12 Janitorial standards/services 
 -13 Pest control 
 
 -15 Resident caretakers 
 -16 Groundskeeping/landscaping 
 
 -20 Building / property management case files SO+2y 5y SR 
   (arrange by estate number and then by subject  
   code -20) 
 
  SO = when BCHMC is no longer involved with the building  
   i.e., when BCHMC operating agreement expires or  
   when last tenant receiving subsidy vacates 
   
  SR = BCIMS will selectively retain building / property  
   management case files for the government archives  
   because they document the management of buildings  
   and property by BCHMC. 
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83520 HOUSING OPERATIONS - BUILDING / PROPERTY MANAGEMENT 
  (Continued) 
 
   BCIMS will retain one container of records for each  
   file closure year.  This selection will ensure that all  
   regions and types of housing are documented over  
   time.  All other records covered by this secondary  
   will be destroyed. 
 
  NOTE: Offices should classify groundskeeping / landscaping 
   documentation under this secondary unless they have  
   sufficient volume to warrant classifying it in the  
   secondary 83520-22 listed below. 
 
  NOTE: The OPR will store active building / property  
   management case files under ongoing RCS accession  
   number 91-3854. 
 
 -22 Groundskeeping / landscaping case files SO+2y 5y DE 
   (includes playgrounds, parking facilities and fencing) 
   (arrange by estate number and then by subject  
   code -22) 
 
  SO = when BCHMC is no longer involved with the building  
   i.e., when BCHMC operating agreement expires or  
   when last tenant receiving subsidy vacates. 
 
  NOTE: Offices should classify groundskeeping / landscaping 
   documentation under secondary 83520-20 if volume  
   is insufficient to warrant classifying it here. 
 
 -23 PRHC Group Home maintenance contract files SO+3y 4y DE 
   (arrange by estate number and then by subject  
   code -23) 
 
  SO = when contract and related guarantees and warranties  
   expire 
 
 -24 Building inspections   
   (arrange by estate number and then by subject  
   code -24) 
   (hardcopy)  SO+2y 5y DE 
 
  SO = when BCHMC is no longer involved with the building  
   i.e., when BCHMC operating agreement expires or  
   when last tenant receiving subsidy vacates. 



 OPERATIONAL RECORDS CLASSIFICATION SYSTEM    
This records schedule is approved in accordance with the Document Disposal Act  (RSBC 1996, c. 99).  It constitutes 
authority for retention and disposition of the records described herein provided ORCS has been implemented according 
to standards approved by BC Archives.  For assistance in implementing ORCS, contact your Records Officer. 
 
 
 A SA FD 
 

_____________________________________________________________________  
 
A  = Active CY = Calendar Year SO = Superseded or Obsolete 
SA = Semi-active FY = Fiscal Year DE = Destruction 
FD = Final Disposition NA = Not Applicable SR = Selective Retention  
PIB = Personal Information Bank w  = week    m = month  FR = Full Retention  
PUR = Public Use Record y = year FOI = Freedom of Information/Privacy  
OPR = Office of Primary Responsibility  VR = Vital Records 
 
orcs\S2program:1999/07/15 Schedule 110225 ORCS/BCHMC SECT 3 - 27 

     (Continued on next page)



 OPERATIONAL RECORDS CLASSIFICATION SYSTEM    
This records schedule is approved in accordance with the Document Disposal Act  (RSBC 1996, c. 99).  It constitutes 
authority for retention and disposition of the records described herein provided ORCS has been implemented according 
to standards approved by BC Archives.  For assistance in implementing ORCS, contact your Records Officer. 
 
 
 A SA FD 
 

_____________________________________________________________________  
 
A  = Active CY = Calendar Year SO = Superseded or Obsolete 
SA = Semi-active FY = Fiscal Year DE = Destruction 
FD = Final Disposition NA = Not Applicable SR = Selective Retention  
PIB = Personal Information Bank w  = week    m = month  FR = Full Retention  
PUR = Public Use Record y = year FOI = Freedom of Information/Privacy  
OPR = Office of Primary Responsibility  VR = Vital Records 
 
orcs\S2program:1999/07/15 Schedule 110225 ORCS/BCHMC SECT 3 - 28 

83520 HOUSING OPERATIONS - BUILDING / PROPERTY MANAGEMENT 
  (Continued) 
 
   (electronic)  SO nil DE 
 
  SO = when InHouse system is superseded or obsolete and  
   data is migrated to new system 
 
 -26 Suite / unit annual inspections and work orders 
   (arrange by estate number and then by subject  
   code -26) 
   (hardcopy)  SO+2y nil DE 
 
  SO = when new inspection is completed 
 
  NOTE: Suite inspections conducted at time of tenant  
   move-in are classified under primary 84310 and  
   at time of tenant move-out are classified under  
   primary 84360. 
 
  NOTE: Work orders are an input source document and can  
   be discarded once the data entry is validated and 
   back-up procedures are complete. 
    
   (electronic)  SO nil DE 
 
  SO = when InHouse system is superseded or obsolete and  
   data is migrated to new system 
    
 -28 Incident reports case files SO+2y 5y DE 
   (arrange by estate number and then by subject  
   code -28) 
 
  SO = when BCHMC operating agreement expires; or when  
   last tenant receiving subsidy vacates. 
 
  NOTE: All original incident reports are sent to  
   Records and Information Centre for  
   filing in ARCS 450-20. 
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83530 HOUSING OPERATIONS - FINANCIAL MANAGEMENT 
 
 Records relating to the financial monitoring of each housing project to  
 ensure compliance with the requirements set out in the operating  
 agreement.  Subsidy and special payments are made based on the  
 operating results determined by reviewing the annual operating  
 statements and other relevant data collected throughout the year. 
 Includes operating budget, stop payment/cheque cancellation form,  
 subsidy payments, approvals for expenditures, financial statements 
 review, special payments/cheque requisitions, and rent change notices. 
 
 For InHouse Central Database (CDB) Information System Overview  
  (ISO), see ISO Section. 
 For modernization and improvements plan, inventory and monthly  
  reports, see primary 83560. 
 For replacement reserve report, see primary 83560. 
 For tenant annual rent reviews (per housing project), see  
  primary 84320. 
 
 Unless otherwise specified below, the commission OPR (Records and  
 Information Centre) will retain these records for: CY+3y  2y DE 
 
 Except where non-OPR retention periods are identified below, all  
 other commission offices will retain these records for: SO nil DE 
 
 -00 Policy and procedures - OPR SO 5y FR 
     - non-OPR SO nil DE 
 -01 General 
 
 -20 Housing project financial case files   
   (arrange by estate number and then by subject  
   code -04) 
   (hardcopy)  FY+2y 4y DE 
 
  7y = This combined active and semi-active retention  
   ensures all financial requirements are fulfilled. 
 
  NOTE: The OPR will store housing project financial case files  
   under on-going RCS accession number 91-3817. 
 
   (electronic)  SO nil DE 
 
  SO =  when InHouse system is superseded or obsolete and  
   data is migrated to new system
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83540 HOUSING OPERATIONS - MARKET RENT AND EVALUATION 
 
 Records relating to acquiring market rent value estimates on BCHMC  
 directly managed housing for the purpose of establishing the rent rate.  
 Includes market rent studies, letters of opinion, correspondence and  
 memoranda. 
 
 For InHouse Rent Accounting (REN) Information System Overview  
  (ISO), see ISO Section. 
 For general research and statistical information on market rents  
  not specific to housing classified here, see primary 81240. 
 For tenant rent calculation, see primary 84320. 
 
 Unless otherwise specified below, the commission OPR (Records and  
 Information Centre) will retain these records for: CY+3y  2y DE 
 
 Except where non-OPR retention periods are identified below, all  
 other commission offices will retain these records for: SO nil DE 
 
 -00 Policy and procedures - OPR SO 5y FR 
     - non-OPR SO nil DE 
 -01 General 
 
 
 -20 Market rent case files 
   (arrange by estate number and then by subject  
   code -50) 
   (hardcopy)  SO+2y 5y DE 
 
  SO = when study is superseded by a new study 
 
   (electronic)  SO nil DE 
 
  SO = when InHouse system is superseded or obsolete and  
   data is migrated to new system
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83550 HOUSING OPERATIONS - MECHANICAL AND ELECTRICAL SYSTEMS  
 
 Records relating to the management and maintenance of all  
 mechanical and electrical systems, equipment and appliances in 
 BCHMC housing. These records relate to such systems as the fire  
 protection and security systems, heating and ventilating systems  
 (HVAC), major electrical appliances, elevators, emergency generators,  
 hot water tanks, boilers, piping and plumbing.  Includes inspection  
 and maintenance reports, equipment histories, user manuals,  
 inventories, correspondence and memoranda. 
 
 For building/property management, see primaries 83500 to 83600. 
 For contracts generated for BCHMC directly managed buildings, 
  see ARCS primaries 1060 - 1080.   
 For technical drawings (as-builts) which detail the mechanical and  
  electrical systems installations, see primary 83100. 
 
 Unless otherwise specified below, the commission OPR (Individual  
 regional offices) will retain these records for: SO+3y  4y DE 
 
 Except where non-OPR retention periods are identified below, all  
 other commission offices will retain these records for: SO nil DE 
 
 -00 Policy and procedures  - OPR SO 5y FR 
     - non-OPR SO nil DE 
  
 -01 General    Cy+3y 2y DE  
 
 -04 Appliance replacement program 
 
 -06 Cablevision and phase-out 
 -07 Energy conservation program 
 -08 Fire and life safety programs/systems 
 
 -14 Laundry services and facilities 
  
   
 -20 Mechanical and electrical systems case files 
   (includes contracts generated for Provincial Rental  
   Housing Corporation group homes) 
   (arrange by estate number and then by subject  
   code -60) 
 
     (Continued on next page)
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83550 HOUSING OPERATIONS - MECHANICAL AND ELECTRICAL SYSTEMS  
  (Continued) 
 
  NOTE: Offices should classify mechanical and electrical  
   systems documentation under this secondary unless 
   they have sufficient volume to warrant classifying it  
   in the secondaries listed below. 
 
 -22 Elevators case files 
   (arrange by estate number and then by subject  
   code -62) 
 
 -24 Emergency generators case files  
   (arrange by estate number and then by subject  
   code -64) 
 
 -25 Fire protection systems case files 
   (includes sprinklers, fire alarms, smoke  
   detectors, voice communications, monitoring  
   agencies) 
   (arrange by estate number and then by subject  
   code -65) 
 
 -26 Heating, ventilation and air-conditioning (HVAC) systems  
  case files 
   (includes boilers and hot water tanks) 
   (arrange by estate number and then by subject  
   code -66) 
 
 -28 Security systems case files 
   (includes key distribution/control, enterphones,  
   security cameras, etc.) 
   (arrange by estate number and then by subject  
   code -68) 
 
 SO = when equipment or systems no longer exists or when  
  involvement  with BCHMC expires 
 
 7y = This combined active and semi-active retention ensures  
  all financial and contractual requirements are fulfilled  
  when equipment or systems are disposed of or replaced.



 OPERATIONAL RECORDS CLASSIFICATION SYSTEM    
This records schedule is approved in accordance with the Document Disposal Act  (RSBC 1996, c. 99).  It constitutes 
authority for retention and disposition of the records described herein provided ORCS has been implemented according 
to standards approved by BC Archives.  For assistance in implementing ORCS, contact your Records Officer. 
 
 
 A SA FD 
 

_____________________________________________________________________  
 
A  = Active CY = Calendar Year SO = Superseded or Obsolete 
SA = Semi-active FY = Fiscal Year DE = Destruction 
FD = Final Disposition NA = Not Applicable SR = Selective Retention  
PIB = Personal Information Bank w  = week    m = month  FR = Full Retention  
PUR = Public Use Record y = year FOI = Freedom of Information/Privacy  
OPR = Office of Primary Responsibility  VR = Vital Records 
 
orcs\S2program:1999/07/15 Schedule 110225 ORCS/BCHMC SECT 3 - 33 

83560 HOUSING OPERATIONS - MODERNIZATION AND IMPROVEMENT 
 
 Records relating to the modernization and improvement (M&I) of 
 housing which involves developing the modernization and  
 improvement plans for all housing projects including PRHC group 
 homes, BCHMC and sponsor-led buildings. The activity, expenditures and  
 replacement reserves or contingency funds of buildings are monitored.   
 These records also relate to proposed and actual plans for renovation  
 or modernization of existing housing.  Includes inspection reports,  
 correspondence, memoranda and working papers.  
 
 For contracts generated for BCHMC directly managed buildings, 
  see ARCS primaries 1060 to 1080. 
 For InHouse Central Database (CDB) Information System Overview  
  (ISO), see ISO Section. 
 For modernization and improvement budget, see ARCS  
  primaries 1000, 1010 and 1025. 
 For project budget and financial statements, see primary 83530. 
 For project construction drawings, see primary 83100. 
 For specific building management records, see  
  primaries 83500 to 83600. 
   
 Unless otherwise specified below, the commission OPR (Records and  
 Information Centre) will retain these records for: Cy+3y 2y DE 
  
 Except where non-OPR retention periods are identified below, all  
 other commission offices will retain these records for: SO nil DE  
 
 -00 Policy and procedures - OPR SO 5y FR 
     - non-OPR SO nil DE 
 -01 General 
 -02 Modernization and improvement inventory   
   (includes cumulative report of previous years) 
   (hardcopy)   SO+1y nil DE 
 
  SO = when superseded by new inventory 
 
   (electronic)  SO nil DE 
 
  SO =  when InHouse system is superseded or obsolete and  
   data is migrated to new system 
 
 
     (Continued on next page)
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83560 HOUSING OPERATIONS - MODERNIZATION AND IMPROVEMENT  
  (Continued) 
 
 -03 Modernization and improvement plan (annual) 
   (hardcopy)  SO nil DE 
 
  SO = when superseded by new plan 
 
   (electronic)  SO nil DE 
 
  SO = when InHouse system is superseded or obsolete and  
   data is migrated to new system 
 
 -04 Modernization and improvement monthly reports 
   (hardcopy)  SO+1y nil DE 
 
  SO = when superseded by the modernization and  
   improvement inventory report generated annually 
 
   (electronic)  SO nil DE 
 
  SO = when InHouse system is superseded or obsolete and  
   data is migrated to new system 
 
 -05 Replacement reserve inventory 
   (includes cumulative report of contingency fund and 
   building assets, referred to as master attributes, and  
   related life expectancy) 
    
   (hardcopy)  SO+1y nil DE 
 
  SO = when superseded by new inventory 
 
   (electronic)  SO nil DE 
 
  SO =  when InHouse system is superseded or obsolete and  
   data is migrated to new system 
  
 -20 Project modernization and improvement plans  SO+2y 5y DE 
   (arrange by estate number and then by subject  
   code -40) 
 
  OPR = individual regional offices 
 
  SO = when building no longer exists 
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83570 HOUSING OPERATIONS - ON-SITE BUSINESSES AND SERVICES 
 
 Records relating to the provision of on-site space to various types of  
 community services or businesses which operate out of  the housing  
 projects. These records also relate to roof-top licenses issued to  
 telephone companies and radio stations for radio or cellular  
 transmissions, and leases for medical clinics, community police  
 stations, day-care centres and polling stations.   Includes memoranda  
 and correspondence. 
 
 For support services provided by other government agencies to BCHMC 
  clients, see primary 84330. 
 
 Unless otherwise specified below, the commission OPR (Records and  
 Information Centre) will retain these records for: CY+3y  2y DE 
 
 Except where non-OPR retention periods are identified below, all  
 other commission offices will retain these records for: SO nil DE  
 
 -00 Policy and procedures - OPR SO 5y FR 
     - non-OPR SO nil DE 
 -01 General 
 
 
 -20 On-site businesses and services case files SO+2y 5y DE  
   (includes licences and leases) 
   (arrange by estate number and then by subject  
   code -70 and alphabetically by name of business  
   or service group) 
 
  SO =  when license, lease or other agreement expires
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83580 HOUSING OPERATIONS - PORTFOLIO MANAGEMENT 
 
 Records relating to the management strategies and policies  
 established for the operation of housing by BCHMC, Provincial Rental  
 Housing Corporation (PRHC), Canada Mortgage and Housing  
 Corporation (CMHC), other ministries or government agencies, and  
 sponsors such as non-profit societies, co-operatives, and private  
 landlords.  Includes correspondence and memoranda. 
 
 For housing project listing (HPL) which lists all housing in which  
  BCHMC is involved, see primary 83000. 
 For modernization and improvement plans, see primary 83560. 
 For PRHC land, see primary 83310.  
 For specific project management, see primaries 83520 to 83600.   
 For sponsor listing, see primary 84200. 
 For tenant records, see primary 84310. 
 For tenant rent reviews, see primary 84320. 
 
 Unless otherwise specified below, the commission OPR (Records and  
 Information Centre) will retain these records for: CY+3y  2y DE 
 
 Except where non-OPR retention periods are identified below, all  
 other commission offices will retain these records for: SO nil DE  
 
 -00 Policy and procedures - OPR SO 5y FR 
     - non-OPR SO nil DE 
 -01 General 
 
 -03 BCHMC directly managed portfolio 
 -04 CMHC portfolio 
 -05 PRHC group home portfolio 
 -06 Sponsor-led portfolio 
 
 -10 Housing project risk management 
 
 -20 Potential buildings or properties for BCHMC direct SO+2y nil DE 
   management 
   (arrange by municipality and street address) 
 
  SO = when site is accepted or rejected for building  
   management 
 
  NOTE: If site is accepted for building management the file  
   is reclassified under secondary 83520-20.
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83600 HOUSING DEVELOPMENT AND OPERATIONS PHOTOGRAPHS 

Photographs relating to the development and operation of housing  
projects funded or managed by BCHMC.  These photographic records  
document building sites, ground-breaking and opening ceremonies,  
tenants, social events, and gardening activities (under the People,  
Plants and Homes program).  The photographs relate to case files 
throughout the section which concern housing projects.  While many of 
the photographs are taken to supplement specific inspection,  
contractor or property appraisal reports, any one photograph may be 
used to support the functions of several different case files over time.   
Includes photographs and photograph register forms. 

For photographs pertaining to BCHMC employees and activities, see  
ARCS primary 334. 

Unless otherwise specified below, the commission OPR (Records and  
Information Centre and individual regional offices) will retain these  
records for: CY+3y 2y DE

Except where non-OPR retention periods are identified below, all  
other commission offices will retain these records for: SO nil DE 
-00 Policy and procedures - OPR SO 5y FR 

- non-OPR SO nil DE 
-01 General

-20 Housing project photographs SO+2y nil SR 
(includes a copy of the photograph register form) 
(arrange by estate number and then by  
subject code - 07) 

SO = when photographs/slides are no longer required for  
current activities  

SR = BCIMS will selectively retain housing project  
photographs because they provide visual  
documentation of subsidized housing and its  
providers and residents.  

(Continued on next page)



OPERATIONAL RECORDS CLASSIFICATION SYSTEM 
This records schedule is approved in accordance with the Document Disposal Act  (RSBC 1996, c. 99).  It constitutes 
authority for retention and disposition of the records described herein provided ORCS has been implemented according 
to standards approved by BC Archives.  For assistance in implementing ORCS, contact your Records Officer. 

A SA FD 

_____________________________________________________________________

A  = Active CY = Calendar Year SO = Superseded or Obsolete 
SA = Semi-active FY = Fiscal Year DE = Destruction 
FD = Final Disposition NA = Not Applicable SR = Selective Retention  
PIB = Personal Information Bank w  = week    m = month  FR = Full Retention  
PUR = Public Use Record y = year FOI = Freedom of Information/Privacy 
OPR = Office of Primary Responsibility VR = Vital Records 

orcs\S2program:1999/07/15 Schedule 110225 ORCS/BCHMC SECT 3 - 38 

83600 HOUSING DEVELOPMENT AND OPERATIONS PHOTOGRAPHS 
(Continued)

At the time of transfer to semi-active storage, the  
Records Officer will identify representative files in  
consultation with an BCIMS archivist, and box them  
separately.  All other records covered by this  
secondary will be destroyed.  BCHMC will ensure  
that photographs having transitory value are purged  
before the files are transferred to BCIMS. 

NOTE: When creating and maintaining photographs or  
slides, document the date, subject, creator and  
original reason for creation onto the photograph  
register form and send a copy to Records and  
Information Centre for filing in ARCS 334-05. 
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S E C T I O N   4 

C L I E N T    S E R V I C E S 

P R I M A R Y   N U M B E R S   A N D   P R I M A R Y   S U B J E C T S 

8 4 0 0 0   -   8 4 9 9 9 

Covers records relating to the provision of subsidized housing, rent subsidies, informational / referral and  
support services to those who require housing assistance or subsidized housing as specified under the National 
Housing Act (RS 1985 c. N-11), the Ministry of Lands, Parks and Housing Act (RSBC 1996, c. 307) and the Shelter Aid 
For Elderly Renters Act (RSBC 1996, c. 424).  This involves:  processing applications from individuals who apply for 
housing assistance;  working with tenant, community and resource groups, housing sponsors (i.e., non-profit societies 
and cooperatives), and other government ministries or agencies to provide informational, referral and support services;  
and calculating and processing rent payments of tenants who live in subsidized housing.       
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2017/09/08 Schedule: 110225 ORCS/BCHM SECT 4- 2 

OPERATIONAL RECORDS CLASSIFICATION SYSTEM 
This is an approved information schedule, as defined by the Information Management Act (SBC 
2015, c. 27).  For more information consult your Records Officer. 

84000 - CLIENT SERVICES - 84999 

PRIMARY NUMBERS AND PRIMARY SUBJECTS 

84000 CLIENT SERVICES – GENERAL 

84100 APPLICANTS – GENERAL
84110 – APPLICATIONS FOR HOUSING ASSISTANCE
84120 – HOUSING ALLOCATION

84200 SPONSORS – GENERAL
84210 – COMMUNITY INITIATIVES
84220 – INFORMATION SERVICES

84300 TENANTS – GENERAL
84310 – ACTIVE
84320 – RENT CALCULATION
84330 – SUPPORT SERVICES
84335 – SUPPORT SERVICES - HEALTH (proposed - draft 1)
84340 – TENANT ASSOCIATI ONS AND PROGRAMS
84350 – URBAN GARDENING
84360 – VACATED

84400 SHELTER AID FOR ELDERLY RESIDENTS – GENERAL
84410 – APPLICANTS
84420 – CLIENTS

84500 RENTAL ASSISTANCE PROGRAM (RAP) 

http://www.gov.bc.ca/citz/iao/arcs/admin/codes.pdf
http://www.bclaws.ca/civix/document/id/complete/statreg/15027
http://www.bclaws.ca/civix/document/id/complete/statreg/15027
http://www.gov.bc.ca/citz/iao/records_mgmt/rec_officers/
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 84000 CLIENT SERVICES - GENERAL  

Records not shown elsewhere in the client services section which  
relate generally to the provision of housing services, subsidy  
assistance, and referral or informational services to clients.  Includes  
correspondence and memoranda. 

For client/target group issues, see primaries 81100 to 81160. 
For informational material such as BCHMC Housing Catalogue and  

published materials such as brochures and pamphlets  
provided to the public on services available, see ARCS 
primaries 298 to 336. 

For publication inventory (including housing brochures and  
pamphlets), see ARCS primary 308. 

Unless otherwise specified below, the commission OPR (Records and  
Information Centre) will retain these records for:  CY+3y  2y DE 

Except where non-OPR retention periods are identified below, all 
other commission offices will retain these records for: SO    nil    DE 

-00 Policy and procedures  - OPR SO     5y FR 
- non-OPR SO    nil    DE 

FR = BCIMS will fully retain for the government archives all policy  
and procedure files created by offices having primary  
responsibility for policy and procedure development and  
approval.  These records have evidential value.  Draft and  
duplicate materials which hold insufficient evidential value  
to merit preservation may be purged and discarded. 

-01 General
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 84100 APPLICANTS - GENERAL 

Records relating generally to housing applicants not shown elsewhere  
in this primary block.  Includes statistics, reports, correspondence and  
memoranda.    

For applicant forms management, see ARCS primary 285. 
For applicant registries, see primary 84110. 
For applications for housing assistance, see primary 84110. 
For SAFER applicants, see primary 84410. 

Unless otherwise specified below, the commission OPR (Records and  
Information Centre) will retain these records for: CY+3y  2y DE 

Except where non-OPR retention periods are identified below, all  
other commission offices will retain these records for: SO    nil    DE 

-00 Policy and procedures         - OPR SO     5y FR 
- non-OPR SO    nil    DE 

-01 General
-02 Housing activity reports - quarterly 

(includes statistics on vacancies, wait list time, 
 application processing)

-03 Applicant notices SO nil DE
(includes reference copies) 

SO = when notice is superseded or becomes obsolete 
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84110 APPLICANTS - APPLICATIONS FOR HOUSING ASSISTANCE  

Records relating to individuals who have applied for residency in a  
subsidized housing facility or for a rent subsidy in the private market. 
The completed application contains details regarding income, family  
composition and current accomodation.  Applications are also  
completed by tenants requesting transfer to other housing facilities.   
Includes application forms, referral letters (e.g. from doctors) submitted  
by the applicant, correspondence and memoranda. 

For InHouse Applicant Registry System (APP) Information System  
Overview (ISO), see ISO Section. 

For SAFER applicants, see primary 84410. 
For wheelchair housing stock registry, see primary 84210. 

Unless otherwise specified below, the commission OPR (Records  
and Information and individual regional offices) will retain these  
records for: CY+3y  2y DE 

Except where non-OPR retention periods are identified below, all  
other commission offices will retain these records for: SO    nil    DE 

-00 Policy and procedures  - OPR SO     5y FR 
- non-OPR SO    nil    DE 

-01 General

-20 Inquiries regarding housing assistance  CY+1y nil DE 
(arrange alphabetically by municipality) 

PIB -30 Applications for housing assistance 
(arrange by applicant number) 
 (hardcopy) SO NA NA
 (electronic) SO NA NA

SO = when applicant receives housing or subsidy, or the 
application becomes obsolete / cancelled or  

 rejected

NA = when the applicant receives housing or subsidy  
the file is reclassified under secondary 84310-20; 
when the application becomes obsolete or is 
cancelled the file is reclassified under secondary  
84110-40;  when the application is rejected the  
file is reclassified under secondary 84110-50  
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84110 APPLICANTS - APPLICATIONS FOR HOUSING ASSISTANCE  
(Continued) 

PIB -40 Applications for housing assistance - obsolete or cancelled 
(arrange by applicant number) 

 (hardcopy) 12m nil DE

12m = information contained on the application is outdated  
after 12 months and there has been no activity on the  
file for one year   

 (electronic) SO nil DE

SO = when InHouse system is superseded or obsolete and  
data is migrated to new system 

NOTE: An application becomes obsolete if there has been  
no contact for one year;  it becomes cancelled if an  
applicant no longer requires assistance. 

-50 Applications for housing assistance - rejected 
(arrange by applicant number) 
(hardcopy) 3m nil DE

3m = sufficient time to determine eligibility requirements 

 (electronic) SO nil DE

SO =  when InHouse system is superseded or obsolete and  
data is migrated to new system 

NOTE: An application is rejected if applicant does not  
meet the eligibility requirements for housing  

 assistance.

NOTE: These records are restricted under the Freedom of  
Information and Protection of Privacy (FOIPP) Act  
(RSBC 1996, c 61).  Contact the Manager of FOIPP for  
advice on the disclosure of information contained in these  
records.
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84120 APPLICANTS - HOUSING ALLOCATION 
 
 Records relating to the allocation of housing to those who apply for  
 housing assistance.  This involves establishing standards and  
 procedures regarding:  the vacancy and occupancy process;  the point  
 score system (based on core need income thresholds (CNITS));   
 priority placements;  over/under-housing issues with regard to  
 family composition and needs;  and the screening and appeals  
 process for re-applicants.  Includes reports, statistics,  
 correspondence and memoranda. 
  
 For federal and/or provincial housing allocation funding and resource  
  issues, see primary 81210. 
 For program specific housing allocation details, see primary 82200. 
 For core need income thresholds (CNITS), see primary 82100. 
 
 Unless otherwise specified below, the commission OPR (Records and  
 Information Centre) will retain these records for: CY+3y  2y DE 
 
 Except where non-OPR retention periods are identified below, all  
 other commission offices will retain these records for: SO     nil    DE  
 
 -00 Policy and procedures   - OPR SO     5y FR 
                                 - non-OPR SO     nil    DE  
 -01 General 
 
 -06 Over-housing and under-housing issues     
 -07 Point score system      
 -08 Screening and appeals issues  
 -09 Vacancies       
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84200 SPONSORS - GENERAL  
 
 Records relating generally to BCHMC's involvement with non-profit  
 societies, cooperatives, private landlords, community and resource  
 groups and private sector organizations regarding their role in  
 sponsoring the development and operation of subsidized housing  
 and the provision of rent supplements.  Includes sponsors' acts and  
 government constitutions, audited financial statements, annual  
 information forms, address and name changes, annual reports,  
 management and operational reviews, correspondence and  
 memoranda.  Also includes copies of news releases and minister's  
 speeches relating to housing project ground-breaking and opening  
 ceremonies.    
 
 For B.C. Non-Profit Housing Association, see ARCS primary 160.  
 For building inspections, see secondary 83520-24. 
 For financial reviews as it applies to specific housing projects, see  
  primary 83530. 
 For InHouse Central Database (CDB) Information System Overview  
  (ISO), see ISO Section. 
 For photographs of project ceremonies, see primary 83600. 
    
 Unless otherwise specified below, the commission OPR (Records and  
 Information Centre) will retain these records for: CY+3y 2y DE 
 
 Except where non-OPR retention periods are identified below, all  
 other ministry offices will retain these records for: SO     nil    DE  
 
 -00 Policy and procedures  - OPR SO     5y FR 
                - non-OPR SO     nil    DE    
 -01 General    
 -02 Sponsor register   
   (hardcopy)  CY nil FR 
   
  CY = Commission staff will print one copy of this  
   cumulative register for transfer to BCIMS at the close  
   of each calendar year, and box it with other records  
   designated for full retention.  Additional copies of the  
   register can be destroyed. 
 
  FR = BCIMS will fully retain the sponsor register for the  
   government archives because it documents all  
   sponsors who have cooperated with BCHMC to  
   develop and operate housing and housing initiatives. 
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84200 SPONSORS - GENERAL (Continued) 
 
   (electronic)  SO nil DE 
 
  SO = when InHouse system is superseded or obsolete and  
   data is migrated to new system  
 
 
 -20 Sponsor acts and constitutions case files SO+3y 4y DE 
   (includes reviews and amendments recommended  
   by BCHMC) 
   (arrange by sponsor number) 
 
  SO = when involvement or agreement with sponsor expires 
 
 -30 Sponsor case files   
   (includes annual financial statements, management 
   reviews and general correspondence) 
   (arrange by sponsor number) 
   (hardcopy)  SO+3y 4y DE 
 
  SO =  when involvement or agreement with sponsor expires 
 
   (electronic)  SO nil DE 
   
  SO =  when InHouse system is superseded or obsolete and  
   data is migrated to new system  
 
 -40 Housing project public relations and ceremony case files CY+2y 5y SR 
   (includes housing project ground-breaking/opening  
   ceremony documentation and news articles) 
   (arrange by estate number and then by subject  
   code -08) 
 
  SR = BCIMS will selectively retain housing project public  
   relations and ceremony case files for the government 
   archives because they document government  
   involvement in publicity surrounding partnerships  
   with sponsors of public housing. 
    
   BCIMS will retain the first container of records sent  
   off-site, and one container sent off-site every four  
   years thereafter.  This selection will ensure that 
   an adequate representation of records is preserved  
   over time.  All other records covered by this  
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   secondary will be destroyed. 
84200 Sponsor – General ( Continued) 
 
 
Draft 50  AHMA PORTFOLIO CASE FILES  SO 2Y SR 
 
  (Arrange by subject)    
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84210 SPONSORS - COMMUNITY INITIATIVES 
 
 Records relating to the evaluation and processing of applications or  
 proposals received from non-profit sponsors and community housing  
 centres who are requesting funds through grants to develop housing  
 activities.  Grants are issued for housing activities such as housing  
 registries, wheelchair housing stock, relocation services, advocacy  
 and public education services, research initiatives, housing needs  
 assessments, community involvement and training.  Includes  
 expression of interest guidelines, letters of inquiry, applications for  
 project grant or proposal development, evaluation reports, copies of  
 cheque requisitions and grant payments, funding contracts, progress 
 reports, financial statements, correspondence and memoranda. 
        
 For community housing initiatives (CHI) program development and 
   administration, see primary 82200. 
 For CHI program evaluation and monitoring, see primary 82300.  
 For CHI program guidelines, see primary 82400.   
 
 Unless otherwise specified below, the commission OPR (Records and  
 Information Centre) will retain these records for: CY+3y  2y DE 
 
 Except where non-OPR retention periods are identified below, all 
 other commission offices will retain these records for: SO     nil    DE  
 
 -00 Policy and procedures  - OPR SO     5y FR 
               - non-OPR SO     nil    DE  
 -01 General 
 
 -03 Community housing initiatives grant proposal phase      
  (includes expression of interest package and  
   proposal evaluation report) 
   (arrange alphabetically by name of initiative  
   and year) 
  
   
 -20 Inquiries regarding community housing initiatives grants CY+1y 2y DE 
   (arrange alphabetically by municipality) 
 
 -25 Community housing initiatives development case files SO+3y 7y FR 
   (includes the proposal or request for new initiative, the 
   development, evaluation and on-going administration  
   of the new and existing initiatives)     
   (arrange alphabetically by name of initiative) 
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84210 SPONSORS - COMMUNITY INITIATIVES (Continued) 
 
  SO =   when community housing initiative expires 
 
  10y = This combined active and semi-active retention  
   period meets the primary financial and audit  
   requirements for these records. 
   
  FR = BCIMS will fully retain these records for the  
   government archives because they document the  
   development and implementation of government- 
   subsidized housing programs 
 
 -30 Submitted applications for community housing initiatives SO NA NA 
   grants (pre-evaluation) case files 
   (arrange by application number)  
 
  SO = when proposals are accepted or rejected 
 
  NA = when proposal is accepted it is reclassified under  
   secondary 84210-40, and when proposal is rejected  
   it is reclassified under secondary 84210-50 
 
 -40 Accepted applications for community housing initiatives SO+2y 5y DE  
files 
   (arrange by application number) 
 
  SO = when involvement or agreement with project or  
   recipient expires  
   
 -50 Rejected applications for community housing initiatives CY+1y 2y DE  
  grants case files 
   (arrange by application number) 
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84220 SPONSORS - INFORMATION SERVICES 
 
 Records relating to the development, preparation and presentation of information 

sessions (i.e., seminars, workshops and conferences) and materials (i.e., 
publications and brochures) for the purpose of  

 providing guidance to non-profit societies, cooperatives, resource and community 
groups, and private organizations regarding the  

 development and/or operation of subsidized housing and the provision  
 of rent subsidies or support services.  Includes notices, reports, correspondence, 

working papers and memoranda. 
  
 For conferences, seminars and workshops for BCHMC employees,     
 see ARCS primary 220. 
 For housing program guidelines, see primary 82400. 
 
 Unless otherwise specified below, the commission OPR (Records and  
 Information Centre) will retain these records for: CY+3y  2y DE 
 
 Except where non-OPR retention periods are identified below, all  
 other commission offices will retain these records for: SO     nil    DE  
 
 -00 Policy and procedures   - OPR SO     5y FR 
                           - non-OPR SO     nil    DE   -01
 General 
 
 
 -20 Sponsor information sessions case files SO 2y DE 
   (includes seminars, workshops and publications) 
   (arrange by name of session and date) 
 
  SO = when event  is concluded and information is no  
   longer  for reference purposes 



 OPERATIONAL RECORDS CLASSIFICATION SYSTEM    
This records schedule is approved in accordance with the Document Disposal Act  (RSBC 1996, c. 99).  It constitutes 
authority for retention and disposition of the records described herein provided ORCS has been implemented according 
to standards approved by BC Archives.  For assistance in implementing ORCS, contact your Records Officer. 
 
 
 A SA FD 
 

_____________________________________________________________________  
 
A  = Active CY = Calendar Year SO = Superseded or Obsolete 
SA = Semi-active FY = Fiscal Year DE = Destruction 
FD = Final Disposition NA = Not Applicable SR = Selective Retention  
PIB = Personal Information Bank w  = week    m = month  FR = Full Retention  
PUR = Public Use Record y = year FOI = Freedom of Information/Privacy  
OPR = Office of Primary Responsibility  VR = Vital Records 
 
orcs\S2program:1999/07/15 Schedule 110225 ORCS/BCHMC SECT 4 - 17 

84300 TENANTS - GENERAL 
 
 Records not shown elsewhere in this primary block which relate  
 generally to tenants who receive rent subsidy or reside in subsidized  
 housing.  Includes correspondence and memoranda.   
 
 For InHouse Central Database (CDB) Information System Overview 
  (ISO), see ISO Section. 
 For Public Housing Tenant Advisory Council, see ARCS primary 202. 
 For SAFER recipients, see primary 84420. 
  
 Unless otherwise specified below, the commission OPR (Records and  
 Information Centre) will retain these records for: CY+3y  2y DE 
 
 Except where non-OPR retention periods are identified below, all other  
 commission offices will retain these records for: SO     nil    DE  
 
 -00 Policy and procedures    - OPR SO     5y FR 
                     - non-OPR SO     nil    DE    
 -01 General 
 
 -03 Tenant notices   SO nil DE 
   (includes reference copies) 
 
  SO =  when notice becomes obsolete 
 
  
PIB -20 Tenant issues case files SO 5y FR 
   (arrange alphabetically by name or subject) 
 
  SO = when issue is resolved or is no longer considered 
   relevant 
   
  FR = BCIMS will fully retain tenant issues case files for the 
   government archives because they document the  
   way BCHMC addresses significant problems and 
   concerns which arise in relation to tenants. 
 
  NOTE: These records are restricted under the Freedom 
   of Information and Protection of Privacy (FOIPP) Act 
    (RSBC 1996, c 61).  Contact the Manager of FOIPP  
    for advice on the disclosure of information contained 
    in these records. 
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84300 TENANTS - GENERAL (Continued) 
 
 -30 Tenant notice to end residential tenancy (NET) reports -  Cy+3y 4y FR 
   annual  
   (includes reasons for ending residency (non-payment  
   of rent, over-housed, high profile or conduct)) 
 
  FR = BCIMS will fully retain these records for the 
   government archives because they document the  
   evaluation and review of rent collection actions. 
 
 -40 Tenant notice to end residential tenancy (NET) reports -  SO+1y nil DE  
   monthly  
   (arrange chronologically by report date)   
   (includes reports submitted by regional offices) 
         
  SO = when superseded by annual report 
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84310 TENANTS - ACTIVE 
 
 Records relating to tenants currently living in BCHMC directly  
 managed housing or receiving rent supplement, which document the    
 tenant’s history from the initial application for housing through to  
 the tenancy agreement expiration.  Includes application for housing  
 assistance forms, tenancy agreements, move-in suite inspection  
 reports, annual rent determination forms, work orders for repair or  
 maintenance to tenant suite, and correspondence between the tenant  
 and BCHMC.   
  
 For InHouse Central Database (CDB) Information System Overview  
  (ISO), see ISO Section. 
 For rent arrears monthly report, see ARCS primary 444. 
 For rent roll monthly report, see ARCS primary 444. 
 For vacated tenants, see primary 84360. 
 
 Unless otherwise specified below, the commission OPR (Records and  
 Information Centre and individual regional offices) will retain  
 these records for:   CY+3y  2y DE 
 
 Except where non-OPR retention periods are identified below, all other  
 commission offices will retain these records for: SO     nil    DE  
 
 -00 Policy and procedures    - OPR SO     5y FR 
     - non-OPR SO     nil    DE    
 -01 General 
 
 
PIB -20 Tenant files     
   (arrange by estate number and then by property 
   number)    
   (hardcopy)  SO NA NA 
   (electronic)  SO NA NA 
 
  SO = when the tenant vacates  
 
  NA = The tenant file is reclassified under primary 84360  
   for designation of status and retention 
  
 NOTE: These records are restricted under the Freedom of   
  Information and Protection of Privacy (FOIPP) Act   
  (RSBC 1996, c 61).  Contact the Manager of FOIPP for  
  advice on the disclosure of information contained in these  
  records. 
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84320 TENANTS - RENT CALCULATION 
 
 Records relating to the calculation of rent based on income for tenants 
 living in housing operated by BCHMC .  These records also relate to  
 rent reviews conducted on tenants living in housing operated by  
 non-profit sponsors, cooperatives or private landlords,  Includes rent  
 bulletins, rates, and tables of parameters used in the calculation of rent  
 and tenant rent reviews.  
  
 For core need income thresholds (CNITS), see primary 82100. 
 For InHouse Rent Accounting (REN) Information System Overview  
  (ISO), see ISO Section. 
 For rent scales, see primary 81270. 
 
 Unless otherwise specified below, the commission 
 OPR (Records and Information Centre) will retain these records for: CY+3y  2y DE 
 
 Except where non-OPR retention periods are identified below, 
 all other commission offices will retain these records for: SO     nil    DE  
 
 -00 Policy and procedures   - OPR SO     5y FR 
                                                                   - non-OPR SO     nil    DE    
 -01 General 
 
 -03 BCHMC tenants rent review 
 -04 Income from assets/imputed rate of return tables 
 -05 Minimum rent calculation tables (minimum lists) 
 -06 Heating allowance rates 
      
 
PIB -20 Rent calculation reference files   
   (arrange chronologically and then by staff initials) 
   (hardcopy)   12m nil DE 
 
  12m = files are maintained in 12 month cycles for  
   monitoring and statistical purposes 
 
  NOTE: The original documentation is classified under  
   secondary 84310-20. 
 
   (electronic)  SO nil DE 
 
  SO = when InHouse system is superseded or obsolete and  
   data is migrated to new system  
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84320 TENANTS - RENT CALCULATION (Continued)   
  
PIB -30 Tenant rent review case files  
   (includes tenant application for rent subsidy and  
   lists of tenant changes and subsidy changes  
   occurring in sponsor led non-profit housing) 
   (arrange by estate number and then by subject  
   code -06)  FY+2y 4y DE 
   (hardcopy)        
 
  7y = This combined active and semi-active retention  
   ensures all financial requirements are fulfilled. 
 
  NOTE: The OPR will store tenant rent review case files  
   under ongoing RCS accession number 91-3809.  
 
   (electronic)  SO  nil DE 
 
  SO =  when InHouse system is superseded or obsolete and  
   data is migrated to new system   
 
 NOTE:  These records are restricted under the Freedom of  
  Information and Protection of Privacy (FOIPP) Act 
  (RSBC 1996, c 61).  Contact the Manager of FOIPP for advice  
  on the disclosure of information contained in these records. 
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 A SA FD 
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84330 TENANTS - SUPPORT SERVICES 
 
 Records relating to BCHMC's cooperation with other government  
 ministries or agencies, resource or community groups and non-profit  
 or private organizations to provide support services to tenants in  
 subsidized housing.  The following types of support  services are  
 available to tenants who apply:  medical, mental health, educational,  
 and employment support.  Includes applications, correspondence, 
 memoranda and working papers. 
 
 For leasing/licensing of on-site space (at the housing project) to  
  service groups, see primary 83570. 
 For urban gardening (People, Plants and Homes Program), see  
  primary 84350. 
  
 Unless otherwise specified below, the commission OPR (Records and  
 Information Centre) will retain these records for: CY+3y  2y DE 
 
 Except where non-OPR retention periods are identified below, all 
 other commission offices will retain these records for: SO     nil    DE  
 
 -00 Policy and procedures   - OPR SO     5y FR 
                             - non-OPR SO     nil    DE    
 -01 General 
  
 
 -20 Inquiries regarding tenant support services Cy+1y nil DE 
   (arrange alphabetically by name or type of service) 
 
 -30 Tenant support services development case files  SO+2y 5y FR 
   (arrange alphabetically by name of program 
   and by estate number if program is specific to a  
   particular housing project) 
 
  SO = when service expires 
 
  FR = BCIMS will fully retain these records for the  
   government archives because they document the  
   development and implementation of support  
   services for tenants in government-subsidized 
   housing. 
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84330 TENANTS - SUPPORT SERVICES (Continued) 
 
PIB -40 Submitted applications for tenant support services  SO NA NA 
   (pre-evaluation)   
   (arrange alphabetically by name of service and 
   numerically by unique identifier) 
 
  SO = when applications are accepted or rejected  

    
  NA = when application is accepted it is reclassified  
   under secondary 84330-50, and when it is rejected 
   it is reclassified under secondary 84330-60 
 
PIB -50 Accepted applications for tenant support services case files Cy+2y 5y DE 
   (arrange alphabetically by support service then  
   numerically by applicant number)  
   
PIB -60 Rejected applications for tenant support services case files CY+2y nil DE 
   (arrange alphabetically by support service then  
   numerically by applicant number)    
 
 NOTE:  These records are restricted under the Freedom of  
  Information and Protection of Privacy Act (FOIPP)  
  (RSBC 1996, c 61).  Contact the Manager of FOIPP for advice 
  on the disclosure of information contained in these records. 
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84340 TENANTS - TENANT ASSOCIATIONS AND PROGRAMS 
 
 Records relating to the development and operation of tenant  
 associations and recreational programs for tenants in subsidized  
 housing.  The purpose of the associations is to encourage on-site  
 social, recreational, and health activities and services.   They provide 
 a variety of services including a hot lunch program, income tax  
 services and Be Well clinics.  These records also relate to the  
 processing of grants issued to the associations and the provision of 
 on-site facilities for meetings and activities.  Includes newsletters  
 produced by the individual associations, correspondence and  
 memoranda. 
  
 For the provision of educational, employment, medical or mental  
  support services, see primary 84330. 
 For the Public Housing Tenant Advisory Council, see ARCS  
  primary 202. 
 For tenant association insurance, see ARCS primary 0450. 
 
 Unless otherwise specified below, the commission OPR (Records and  
 Information Centre) will retain these records for: CY+3y  2y DE 
 
 Except where non-OPR retention periods are identified below, all  
 other commission offices will retain these records for: SO     nil    DE  
 
 -00 Policy and procedures   - OPR SO     5y FR 
                   - non-OPR SO     nil    DE    
 -01 General 
 
 -04 Tenant association grants (TAG) 
   (formerly known as Resident Recreational Activities  
   Program (RRAP)) 
  
 
 -20 Tenant association and program case files SO+3y 4y SR 
   (arrange by estate number and then by subject  
   code -80 or alphabetically by association name if  
   no estate number is assigned) 
   
  SO = when no longer involved with the tenant association  
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84340 TENANTS - TENANT ASSOCIATIONS AND PROGRAMS 
  (Continued)   
 
  SR = BCIMS will selectively retain tenant association and  
   program case files for the government archives.   
   These records document the use of  tenant  
   associations as a vehicle for communication between  
   BCHMC and tenants, and for tenant-initiated  
   programs. 
 
   At the time of transfer to semi-active storage, the  
   Records Officer will identify representative files in  
   consultation with a BCIMS archivist, and box them  
   separately.  All other records covered by this  
   secondary will be destroyed. 
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84350 TENANTS - URBAN GARDENING   
 
 Records relating to the People, Plants and Homes program developed  
 to involve the tenants in gardening activities and property beautification.   
 This involves establishing gardening programs and community gardens,  
 providing instructional classes and setting up garden competitions and  
 displays.  Includes program evaluation report, notices to tenants 
 regarding gardening activities, instructional materials, correspondence  
 and memoranda.    
  
 For comprehensive photograph and slide register, see ARCS  
  primary 334-05. 
 For photographs of gardening activities in specific housing projects, see  
  primary 83600. 
 For tenant associations and programs, see primary 84340. 
 
 Unless otherwise specified below, the commission OPR (Records and  
 Information Centre) will retain these records for: CY+3y  2y DE 
 
 Except where non-OPR retention periods are identified below, all  
 other commission offices will retain these records for: SO     nil    DE  
 
 -00 Policy and procedures   - OPR SO     5y FR 
                 - non-OPR SO     nil    DE  
 -01 General 
 
 -04 Garden (promotional) displays 
 -05 Greenhouses 
 -06 Plant material selection/orders/distribution 
 -07 Gardening programs 
 -08 Garden competitions 
 -09 Garden forums (parties) 
 
 
 -20 On-site gardening case files SO+3y 4y  SR  
  (includes municipal-leased community gardens) 
   (arrange by estate number and then by subject  
   code -90)  
   
  SO = when garden program expires 
 
  SR = BCIMS will selectively retain on-site gardening case  
   files because they document BCHMC participation in  
   model gardens and community partnerships. 
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84350 TENANTS - URBAN GARDENING  (Continued) 
    
   At the time of transfer to semi-active storage, the  
   Records Officer will select representative and  
   significant files in consultation with a BCIMS archivist,  
   and box them separately.  All other records covered  
   by this secondary will be destroyed. 
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84360 TENANTS - VACATED 
 
 Records relating to tenants who no longer live in housing subsidized  
 by BCHMC or no longer require rent subsidy assistance.  These  
 records also relate to the closure process of tenants who died while 
 living alone in BCHMC residences.  Includes the contents of an active  
 tenant file with the addition of the notice of vacancy form, inspection  
 form, move-out letter, check list, correspondence and memoranda.  
 
 For active tenants, see primary 84310. 
 For InHouse Central Database (CDB) Information System Overview  
  (ISO), see ISO Section. 
 For unit vacancy monthly reports, see ARCS primary 444. 
 
 Unless otherwise specified below, the commission OPR (Records and  
 Information Centre) will retain these records for: CY+3y 2y DE 
 
 Except where non-OPR retention periods are identified below, all  
 other commission offices will retain these records for: SO     nil    DE  
 
 -00 Policy and procedures  - OPR SO     5y FR 
                            - non-OPR SO     nil    DE   
 -01 General 
  
 -04 Deceased tenants 
 
  
PIB -20 Vacated tenants - “V status”  
   (arrange by vacate date)  
   (hard copy)   SO    7y SR 
 
  SO = when tenant vacates 
 
  SR = BCIMS will selectively retain these records for the  
   government archives because they document the  
   history of government services to and interactions  
   with tenants in subsidized housing. 
   
   BCIMS will retain one box sent off-site each year.   
   This selection will ensure that all regions and types  
   of tenants are documented over time.  All other  
   records covered by this secondary will be destroyed. 
   
  NOTE: The OPR will store vacated tenant files under  
   on-going RCS accession number 91-0340. 
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84360 TENANTS - VACATED (Continued) 
 
   (electronic)  SO nil DE 
 
  SO = when InHouse system is superseded or obsolete  
   and data is migrated to new system 
 
PIB -30 Vacated tenants - “debt (X1) or credit (XC) status”  
   (arrange by vacate date) 
   (hardcopy)   SO+2y 8y SR 
   (electronic)  SO NA NA 

    
  SO =  when tenant vacates the tenant’s outstanding  
   account is reviewed and debt is actively pursued by  
   collection agency. 
    
  SR = BCIMS will selectively retain these records for the  
   government archives because they document the  
   history of government services to and interactions  
   with tenants in subsidized housing. 
   
   BCIMS will retain one box sent off-site every fourth 
   year.  This selection will ensure that all regions  
   and types of tenants are documented over time.  All  
   other records covered by this secondary will be  
   destroyed. 
   
  NOTE: If debt or credit is resolved the tenant's account  
   with BCHMC and the tenant's file are closed and is 
   reclassified under secondary 84360-20. 
 
  NOTE: The OPR will store vacated tenant files with  
   outstanding debt or credit under on-going RCS  
   accession number 91-3903. 
 
PIB -40 Vacated tenants - “high profile (X2) status”  
   (arrange by vacate date) 
   (hardcopy)   SO 26y SR 
    
  SO = when tenant vacates 
 
  26y = This semi-active retention period ensures that  
   records are retained until the expiration of the right  
   of minors, upon reaching the age of majority, to  
   initiate a legal action in accordance with the  
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   Limitation Act (RSBC 1996, c.266). 
     (Continued on next page) 
84360 TENANTS - VACATED (Continued) 
   
  SR = BCIMS will selectively retain for the government  
   archives high profile vacated tenant files because  
   they document the history of government services to 
   and interactions with tenants of subsidized housing. 
 
   At the time of transfer to semi-active storage, the  
   Records Officer will identify representative and  
   significant files in consultation with a BCIMS archivist,  
   and box them separately.   All other records covered  
   by this secondary will be destroyed. 
 
  NOTE: Vacated tenants are described as high profile if  
   serious issues arose during their tenancy period.   
   If these vacated tenants re-apply, their files are  
   reviewed to ensure they are housed appropriately if  
   they fulfil tenancy requirements.  Only a small  
   percentage of all vacated tenant files are designated  
   as high profile. 
 
   (electronic)  SO nil DE 
   
  SO = when InHouse system is superseded or obsolete and  
   data is migrated to new system 
   
  NOTE: The OPR will store vacated tenant files described as  
   high profile under on-going RCS accession number  
   91-3904. 
 
PIB -50 Vacated tenants - “high profile and debt (X3) status”  
   (arrange by vacate date) 
   (hardcopy)   SO+2y 24y SR 
   (electronic)  SO NA NA 
  
  SO = when tenant vacates the tenant’s outstanding  
   account is reviewed and debt is actively pursued by  
   collection agency. 
 
  26y = The combined active and semi-active retention 
   period ensures that records are retained until the  
   expiration of the right of minors, upon reaching the  
   age of majority, to initiate a legal action in  
   accordance with the Limitation Act (RSBC 1996, c.266). 
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84360 TENANTS - VACATED (Continued) 

SR = BCIMS will selectively retain for the government  
archives high profile vacated tenants with debt files 
because they document the history of government  
services to and interactions with tenants of  

 subsidized housing.

At the time of transfer to semi-active storage, the  
Records Officer will identify representative and  
significant files in consultation with a BCIMS archivist,  
and box them separately.   All other records covered  
by this secondary will be destroyed. 

NOTE: Vacated tenants are described as high profile if  
serious issues arose during their tenancy period.   
If these vacated tenants re-apply, their files are  
reviewed to ensure they are housed appropriately if  
they fulfil tenancy requirements.  Only a small  
percentage of all vacated tenant files are designated  
as high profile with debt. 

NOTE: If debt is resolved the file is reclassified under  
 secondary 84360-40.

NOTE: The OPR will store vacated tenant files described as  
high profile with debt under on-going RCS accession  
number  91-3904. 

 (electronic) SO nil DE

SO = when InHouse system is superseded or obsolete and  
data is migrated to new system 

NOTE:  These records are restricted under the Freedom of Information  
and Protection of Privacy (FOIPP) Act (RSBC 1996, c 61).   
Contact the Manager of FOIPP for advice on the disclosure of  
information contained in these records. 
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2017/09/08 Schedule 110225  ORCS/BCHMC SECTION 4- 37 

OPERATIONAL RECORDS CLASSIFICATION SYSTEM 
This is an approved information schedule, as defined by the Information Management Act (SBC 2015, 
c. 27).  For more information consult your Records Officer.

84400 SHELTER AID FOR ELDERLY RENTERS (SAFER) - GENERAL 
A SA FD 

Records relating generally to the provision of financial assistance to 
seniors renting in the private market in accordance with the Shelter Aid 
For Elderly Renters Act (RSBC 1996, c.424). These records also relate 
to the calculation of rent subsidy and subsequent financial transactions. 
Includes correspondence, working papers and memoranda. 

For cashed or returned cheques, see ARCS primary 1050. 
For SAFER eligibility committee, see ARCS primary 102. 
For SAFER program, see primaries 82200 to 82400. 
For SMART Information System Overview (ISO), see ISO Section. 

Unless otherwise specified below, the commission OPR (Records and 
Information Centre) will retain these records for: CY+3y 2y DE 

Except where non-OPR retention periods are identified below, all other 
commission offices will retain these records for: SO nil DE 

-00 Policy and procedures - OPR SO 5y FR 
- non-OPR SO nil DE 

-01 General 

-03 SAFER notices 
(includes reference copies of form letters and notices 
sent to applicants and clients) 

-04 Old age security table of rates (quarterly) 
(includes old age security income rates established 

by the federal government and used to calculate 
client benefits) 
(hardcopy) 
(electronic) 

SO nil DE 
SO nil DE 

SO= when no longer required for income verification 
purposes

http://www.gov.bc.ca/citz/iao/arcs/admin/codes.pdf
http://www.bclaws.ca/civix/document/id/complete/statreg/15027
http://www.bclaws.ca/civix/document/id/complete/statreg/15027
http://www.gov.bc.ca/citz/iao/records_mgmt/rec_officers/
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OPERATIONAL RECORDS CLASSIFICATION SYSTEM 
This is an approved information schedule, as defined by the Information Management Act (SBC 2015, 
c. 27).  For more information consult your Records Officer.

84410 SHELTER AID FOR ELDERLY RENTERS (SAFER) - APPLICANTS 
A SA FD 

Records relating to senior renters applying for financial assistance in 
private market rental units. Includes application and re-application forms 
which contain details regarding income, household composition and 
current rental arrangements. Also includes check lists, advice notices, 
correspondence and memoranda. 

For SAFER eligibility committee, see ARCS primary 102. 
For SAFER program, see primaries 82200 to 82400. 
For SMART Information System Overview (ISO), see ISO Section. 

Unless otherwise specified below, the commission OPR (Records and 
Information Centre) will retain these records for: Cy+3y 2y DE 

Except where non-OPR retention periods are identified below, all other 
commission offices will retain these records for: SO nil DE 

-00 Policy and procedures - OPR SO 5y FR 
- non-OPR SO nil DE 

-01 General 

-20 Inquiries regarding SAFER program case files (arrange 
alphabetically by municipality) 

CY+1 nil DE 

PIB -30 Applications for shelter aid (pre-evaluation) case files 
(arrange by client number) 
(hardcopy) 
(electronic) 

SO 
SO 

NA 
NA 

NA 
NA 

SO= when application is accepted or rejected 

NA= when the applicant receives shelter aid the file is 
reclassified under secondary 84420-20; when 
the application is rejected or not applicable the 
file is reclassified under secondary 84410-40 

(Continued on next page) 

http://www.gov.bc.ca/citz/iao/arcs/admin/codes.pdf
http://www.bclaws.ca/civix/document/id/complete/statreg/15027
http://www.bclaws.ca/civix/document/id/complete/statreg/15027
http://www.gov.bc.ca/citz/iao/records_mgmt/rec_officers/
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2017/09/08 Schedule 110225  ORCS/BCHMC SECTION 4- 39 

OPERATIONAL RECORDS CLASSIFICATION SYSTEM 
This is an approved information schedule, as defined by the Information Management Act (SBC 2015, 
c. 27).  For more information consult your Records Officer.

84410 SHELTER AID FOR ELDERLY RENTERS (SAFER) - APPLICANTS 
(Continued) 

A SA FD 

PIB -40 Rejected or obsolete applications for shelter aid case files 
(arrange by client number) 

(hardcopy) 12m nil DE 

12m= information contained on the application is outdated 
after 12 months and there has been no activity on the 
file for one year 

(electronic) SO nil DE 

SO = when SMART system is superseded or obsolete and 
data is migrated to new system 

NOTE: These records are restricted under the Freedom of Information 
and Protection of Privacy (FOIPP) Act (RSBC 1996, c 61). 
Contact the Manager of FOIPP for advice on the disclosure of 
information contained in these records

http://www.gov.bc.ca/citz/iao/arcs/admin/codes.pdf
http://www.bclaws.ca/civix/document/id/complete/statreg/15027
http://www.bclaws.ca/civix/document/id/complete/statreg/15027
http://www.gov.bc.ca/citz/iao/records_mgmt/rec_officers/


Key to ARCS/ORCS Codes and Acronyms 

2017/09/08 Schedule 110225  ORCS/BCHMC SECTION 4- 40 

OPERATIONAL RECORDS CLASSIFICATION SYSTEM 
This is an approved information schedule, as defined by the Information Management Act (SBC 2015, 
c. 27).  For more information consult your Records Officer.

84420 SHELTER AID FOR ELDERLY RENTERS (SAFER) - CLIENTS 
A SA FD 

Records relating to the provision of financial assistance to senior 
renters fulfilling eligibility requirements. Includes completed 
application and re-application forms, check lists, address changes, 
rental cost and status changes as submitted by the client, rent 
receipts, advice notices, memoranda and correspondence. 

For SAFER eligibility committee, see ARCS primary 102. 
For SAFER program, see primaries 82200 to 82400. 
For SMART Information System Overview (ISO), see ISO Section. 

Unless otherwise specified below, the commission OPR (Records and 
Information Centre) will retain these records for: CY+3y 2y DE 

Except where non-OPR retention periods are identified below, all other 
commission offices will retain these records for: 

SO nil DE 

-00 Policy and procedures - OPR SO 5y FR 

- non-OPR SO nil DE 

-01 General 

PIB -20 SAFER client files 
(arrange by client number) 
(hardcopy) SO+1y 6y SR 

SO= when client no longer receives shelter aid or when 
debt or credit is paid 

SR= Shelter aid for elderly renters client files will be 
selectively retained by the government archives 
because they document the history of government 
services to and interactions with clients receiving rent 
subsidy. 

The central agency for records management will 
retain one container of records for each file closure 
year. This selection will ensure that all regions and 
types of clients are documented over time. All 
other records covered by this secondary will be 
destroyed. 

(Continued on next page)

http://www.gov.bc.ca/citz/iao/arcs/admin/codes.pdf
http://www.bclaws.ca/civix/document/id/complete/statreg/15027
http://www.bclaws.ca/civix/document/id/complete/statreg/15027
http://www.gov.bc.ca/citz/iao/records_mgmt/rec_officers/


Key to ARCS/ORCS Codes and Acronyms 

2017/09/08 Schedule 110225    ORCS/BCHMC SECTION 4- 41 

OPERATIONAL RECORDS CLASSIFICATION SYSTEM 
This is an approved information schedule, as defined by the Information Management Act (SBC 2015, 
c. 27).  For more information consult your Records Officer.

84420 SHELTER AID FOR ELDERLY RENTERS (SAFER) - CLIENTS 
(Continued) 

A SA FD 

(electronic) SO nil DE 

SO = when SMART system is superseded or obsolete and 
data is migrated to new system 

NOTE: The OPR will store ex-SAFER client files under 
ongoing RCS accession number 91-0461. 

PIB -30 Ex-SAFER clients with debt or credit 
(arrange by client number) 
(hardcopy) 
(electronic) 

SO NA NA 
SO NA NA 

SO= when debt or credit is paid the file is reclassified 
under 84420-20 

NOTE: These records are restricted under the Freedom of Information 
and Protection of Privacy (FOIPP) Act (RSBC 1996, c 61). 
Contact the Manager of FOIPP for advice on the disclosure of 
information contained in these records.

http://www.gov.bc.ca/citz/iao/arcs/admin/codes.pdf
http://www.bclaws.ca/civix/document/id/complete/statreg/15027
http://www.bclaws.ca/civix/document/id/complete/statreg/15027
http://www.gov.bc.ca/citz/iao/records_mgmt/rec_officers/


Key to ARCS/ORCS Codes and Acronyms 

2017/09/08 Schedule 110225    ORCS/BCHMC SECTION 4- 42 

OPERATIONAL RECORDS CLASSIFICATION SYSTEM 
This is an approved information schedule, as defined by the Information Management Act (SBC 2015, 
c. 27).  For more information consult your Records Officer.

84500 RENTAL ASSISTANCE PROGRAM (RAP)
A SA FD

Records relating to the Rental Assistance Program (RAP), 
which provides eligible low-income, working families with cash 
assistance to help with monthly rent payments in private market 
rental units. The benefit is a non-taxable reimbursement for rent 
already paid, and is paid at the end of each month.  Once the 
benefit has been approved, the recipient is required to re-apply 
annually, in their birth month in the next administrative cycle. 

Applicants may provide consent for the British Columbia Housing 
Management Commission to obtain verification of income 
statements directly from the Canada Revenue Agency (CRA), in 
which case income verification information is obtained from the 
CRA. 

The Rental Assistance Program Appeal and Review Committee 
is responsible for responding to complaints that cannot be 
resolved by program staff. If a complaint cannot be resolved by 
the Rental Assistance Program Appeal and Review Committee, 
the complainant will be referred to BC Housing's Complaint 
Resolution Committee in accordance with BC Housing's 
Complaint Resolution Policy. 

Record types include: completed application and re-application 
forms, correspondence, working papers and memoranda, copies 
of identification documents, consent forms, income verification 
information, banking information, tenancy agreements, address 
and other status changes and benefit calculation details. 

For cashed or returned cheques, see ARCS primary 1050. 
For RAP development, evaluation and monitoring see primaries 
82200 to 82400. 
For Rental Assistance Program Appeal and Review Committee, 
see ARCS primary 200. 
For SMART Information System Overview (ISO), see ISO. 

(Continued on next page) 

http://www.gov.bc.ca/citz/iao/arcs/admin/codes.pdf
http://www.bclaws.ca/civix/document/id/complete/statreg/15027
http://www.bclaws.ca/civix/document/id/complete/statreg/15027
http://www.gov.bc.ca/citz/iao/records_mgmt/rec_officers/


Key to ARCS/ORCS Codes and Acronyms 

2017/09/08 Schedule 110225    ORCS/BCHMC SECTION 4- 43 

OPERATIONAL RECORDS CLASSIFICATION SYSTEM 
This is an approved information schedule, as defined by the Information Management Act (SBC 2015, 
c. 27).  For more information consult your Records Officer.

A  SA FD

84500  RENTAL ASSISTANCE PROGRAM (RAP)
(continued) 

Unless otherwise specified below, the commission OPR 
(Records and Information Centre) will retain these records for: SO+3y 2y DE 

Except where non-OPR retention periods are identified below, 
all other commission offices will retain these records for:  SO  nil DE

-00 Policy and procedures - OPR 
- non-OPR

SO 5y FR 
 SO  nil DE

-01 General 

PIB -30 Applications for rental assistance 
(arrange by client number) 

SO nil DE 

SO = one year after an application is rejected or 
cancelled, or, if approved, 6 years after the 
client no longer receives rental assistance and 
when debt or credit is paid 

DE= Rental Assistance Program client files may be 
destroyed because they document routine and 
procedural activities.  Significant records 
documenting the application process, the 
criteria for applicant eligibility, and the 
calculation of funding is captured and fully 
retained under secondary 84500-00. 

NOTE: These records are restricted under the Freedom of 
Information and Protection of Privacy (FIPPA) Act 
(RSBC 1996, c. 61). Contact the Privacy Officer for 
advice on the disclosure of information contained in 
these records. 

http://www.gov.bc.ca/citz/iao/arcs/admin/codes.pdf
http://www.bclaws.ca/civix/document/id/complete/statreg/15027
http://www.bclaws.ca/civix/document/id/complete/statreg/15027
http://www.gov.bc.ca/citz/iao/records_mgmt/rec_officers/


Key to ARCS/ORCS Codes and Acronyms 

2017/09/08 Schedule: 110225   ORCS/BCHM ISO 1 

OPERATIONAL RECORDS CLASSIFICATION SYSTEM 
This is an approved information schedule, as defined by the Information Management Act (SBC 
2015, c. 27).  For more information consult your Records Officer. 

INFORMATION SYSTEM OVERVIEW SECTION 

TABLE OF CONTENTS 

DSDS DEVELOPMENT SERVICES DATABASE SYSTEM 

INHOUSE INHOUSE  DATABASE 

INHOUSE / APP APPLICANT REGISTRY ( LETTINGS ) 

INHOUSE / CDB CENTRAL DATABASE 

INHOUSE / MAI MAINTENANCE  PLANNING 

INHOUSE / REN RENT ACCOUNTING 

INHOUSE / REP REPAIRS AND STOCK (BUILDING MAINTENANCE) 

SMART SUBSIDY MANAGEMENT AND ASSISTED RENT TOOL 

http://www.gov.bc.ca/citz/iao/arcs/admin/codes.pdf
http://www.bclaws.ca/civix/document/id/complete/statreg/15027
http://www.bclaws.ca/civix/document/id/complete/statreg/15027
http://www.gov.bc.ca/citz/iao/records_mgmt/rec_officers/


OPERATIONAL RECORDS CLASSIFICATION SYSTEM 
This records schedule is approved in accordance with the Document Disposal Act (RSBC 1996, c. 99). It constitutes 
authority for retention and disposition of the records described herein provided ORCS has been implemented according 
to standards approved by BC Archives. For assistance in implementing ORCS, contact your Records Officer. 

INFORMATION SYSTEM OVERVIEW 

MINISTRY, CROWN CORPORATION, OR AGENCY: 

British Columbia Housing Management Commission 

DIVISION, BRANCH, SECTION, OR OFFICE: 

Development Services Branch 

SYSTEM TITLE: 

Development Services Database System (DSDS) 

APPLICATION TITLE: 

DSDS 

PURPOSE: 

Tracks the progress and costs of a housing project from its initial proposed phase to its approval and 
eventual construction completion. 

INFORMATION CONTENT: 

Contains the capital cost budget, project scheduling, general project information e.g., site address, 
building name, project size and unit count, funding structure, land ownerShip, and sponsor details 

RETENTION AND DISPOSITION SUMMARY: 

The database is retained until superseded or obsolete, and then destroyed. 

Manuals (specification manuals and users guide) are retained until the database is superseded or 
obsolete, and then destroyed. 

Data is backed up daily, stored off-site overnight and retained for one month. A month end backup is 
retained permanently. 

For TranSitory Electronic Data Processing (EDP) Records, see schedule number 102902, Electronic Mail 
102903 and Word Processing 102904. 

INPUTS I PROCESSES I OUTPUTS: 

Inputs: 

83200-20 

83210-20 

83220-20 

83230-30 

83230-40 

83230-50 

Housing project development case files 

Housing project construction case files 

Housing project construction claims files 

Submitted proposals (pre-evaluation) 

Accepted project proposal submissions 

Rejected project proposal submissions 

g:lwindatalriclorcsliso.sav:1999/07/15 Schedule 110225 ORCS/BCHMC ISO/DSDS -1 

( 



OPERATIONAL RECORDS CLASSIFICATION SYSTEM 
This records schedule is approved in accordance with the Document Disposal Act (RSBC 1996, c. 99). It constitutes 
authority for retention and disposition of the records described herein provided ORCS has been implemented according 
to standards approved by BC Archives. For assistance in implementing ORCS, contact your Records Officer. 

Processes: Proposed housing project details are entered and evaluated. Selected projects become 
conditionally allocated and if approved receive commitment to proceed. The costs of developing the 
project are tracked, and construction schedules are maintained. 

Outputs: 

83200-20 

83210-20 

83220-20 

83230-30 

83230-40 

83230-50 

SOFTWARE ENVIRONMENT: 

FOXPR02.6 

HARDWARE ENVIRONMENT: 

DOS and LAN 

SYSTEM MILESTONES: 

Housing project development case files 

Housing project construction case files 

Housing project construction claims files 

Submitted proposals (pre-evaluation) 

Accepted project proposal submissions 

Rejected project proposal submissions 

Scheduled for replacement in 1998. 

USER CONTACTS (POSITION): 

Manager, Development Services Branch, 439-4750 (local 219) 

TECHNICAL CONTACTS (POSITION): 

Manager, Information Systems, 439-4750 (local 332) 

DOCUMENTATION I MANUALS CROSS REFERENCES: 

6450-80 I DSDS User Manual 

ADMINISTRATIVE OR OPERATIONAL RECORDS CLASSIFICATION: 

Schedule 110225 - BCHMC ORCS 

Section 3, primaries 83000 to 83999 - Housing Development and Operations 

CLASSIFICATION SYSTEM CROSS REFERENCES (OTHER RELATED RECORDS): 

Schedule No: 

g:\windata\ric\orcs\iso.sav: 1999/07/15 

Primary and Secondary Numbers and titles 

END 

Schedule 110225 ORCS/BCHMC ISO/DSDS -2 



 OPERATIONAL RECORDS CLASSIFICATION SYSTEM    
This records schedule is approved in accordance with the Document Disposal Act  (RSBC 1996, c. 99).  It constitutes 
authority for retention and disposition of the records described herein provided ORCS has been implemented according 
to standards approved by BC Archives.  For assistance in implementing ORCS, contact your Records Officer. 
   

g:\windata\ric\orcs\orcsmanual.sav.doc:1999/07/15 Schedule  110225 ORCS/BCHMC ISO/INHOUSE -1 

INFORMATION SYSTEM OVERVIEW 

 

MINISTRY, CROWN CORPORATION, OR AGENCY: 

 British Columbia Housing Management Commission  

 

DIVISION, BRANCH, SECTION , OR OFFICE: 

 Community and Housing Services Branch  

 Financial Services Branch  

 Regional Operations Branch 

 

SYSTEM TITLE: 

 InHouse 

 

APPLICATION TITLE: 

 InHouse 

 

PURPOSE: 

 A modular integrated housing management and finance system with a common central database. 

 

INFORMATION CONTENT: 

 The InHouse System is a collection of screens, processes and reports as described in the following 
 applications: 

 

1. Central Database (CDB) - Each application in the InHouse System interfaces with the Central 
Database.  This is where the housing estates, buildings (blocks), and units (properties) are kept, as well 
as the tenant master and accounts details. 

 2. Rent Accounting (REN) - This keeps track of all of the rent and other associated charges to and  
  payments from tenants. 

 3. Applicant Registry (APP) - This keeps track of the applicants, their details, housing need points  
  and preferences.  It also provides lists of suitable (high need) applicants and records offers on  
  available units (properties). 

 4. Repairs and Stock (REP) - This keeps track of all of the repair work done by maintenance  
  workers and contract representatives on the BCHMC directly managed units (properties) and  
  Provincial Rental Housing Corporation (PRHC) group homes.  The Repairs  and Stock module  
  also includes the stock inventory and maintenance costs. 

 5. Maintenance Planning (MAI) - This maintains data on all of our appliances, heating / ventilating  
  / air conditioning (HVAC) equipment, capital expenditures and suite painting.  It determines  
  replacement dates and replacement reserve amounts. 

 

 

 



OPERATIONAL RECORDS CLASSIFICATION SYSTEM 
This records schedule is approved in accordance with the Document Disposal Act  (RSBC 1996, c. 99).  It constitutes 
authority for retention and disposition of the records described herein provided ORCS has been implemented according 
to standards approved by BC Archives.  For assistance in implementing ORCS, contact your Records Officer. 

g:\windata\ric\orcs\orcsmanual.sav.doc:1999/07/15 Schedule  110225 ORCS/BCHMC ISO/INHOUSE -2 

RETENTION AND DISPOSITION SUMMARY: 

The database is retained until superseded or obsolete, and then destroyed. 

Manuals (specification manuals and users guide) are retained until the database is superseded or 
obsolete, and then destroyed.  

Data is backed up daily, stored off-site overnight and retained for one month.  A month end backup is 
 retained permanently. 

For Transitory Electronic Data Processing (EDP) Records, see schedule number 102902, Electronic Mail 
102903 and Word Processing 102904.  



OPERATIONAL RECORDS CLASSIFICATION SYSTEM 
This records schedule is approved in accordance with the Document Disposal Act  (RSBC 1996, c. 99).  It constitutes 
authority for retention and disposition of the records described herein provided ORCS has been implemented 
according to standards approved by BC Archives.  For assistance in implementing ORCS, contact your Records 
Officer. 

g:\windata\ric\orcs\orcsmanual.sav.doc: 1999/07/14 Schedule  110225 ORCS/BCHMC ISO/INHOUSE/APP -1 

INFORMATION SYSTEM OVERVIEW FOR AN APPLICATION 

1. MINISTRY, CROWN CORPORATION, OR AGENCY:

British Columbia Housing Management Commission

2. DIVISION, BRANCH, SECTION, OR OFFICE:

Housing Services Department

Regional Operation Branch

3. SYSTEM TITLE:

InHouse

4. APPLICATION TITLE:

Applicant Registry (also known as Lettings) (APP)

5. PURPOSE:

Keeps track of BCHMC applicants and details such as type of housing they require or qualify for, family
composition, housing need points and preferences.  It also provides lists of suitable applicants and
records offers and replies on available units.

6. INFORMATION CONTENT:

Contains details of applicants, household members, income information, current living situation, preferences,
and housing need points.

7. RETENTION AND DISPOSITION SUMMARY:

The database is retained until superseded or obsolete, and then destroyed. . 

Applicant Registry User Manual is retained until the database is superseded or obsolete, and then
destroyed.

Data is backed up daily, stored off-site overnight and retained for one month.  A month end backup is
retained permanently.

For Transitory Electronic Data Processing (EDP) Records, see schedule number 102902, Electronic Mail
102903 and Word Processing 102904.

8. INPUTS / PROCESSES /OUTPUTS:

Inputs:  Information is received from applicants, tenants, regional offices and others.

84110-30 Applications for housing assistance 

84310-20 Tenant files 



OPERATIONAL RECORDS CLASSIFICATION SYSTEM 
This records schedule is approved in accordance with the Document Disposal Act  (RSBC 1996, c. 99).  It constitutes 
authority for retention and disposition of the records described herein provided ORCS has been implemented 
according to standards approved by BC Archives.  For assistance in implementing ORCS, contact your Records 
Officer. 

g:\windata\ric\orcs\orcsmanual.sav.doc: 1999/07/14 Schedule  110225 ORCS/BCHMC ISO/INHOUSE/APP -2 

Processes:  Data is entered into the applicant registry from a variety of sources.  When there is a vacancy, 
a list of suitable applicants is run and an offer is made.  If the applicant accepts the offer they  become 
a tenant and if refused the applicant remains on the waiting list.  If the applicant refuses three offers 
the application is canceled.  The system tracks contacts with applicants, generates notices to renew 
and lists obsolete applications to be deleted from the system. 

 Outputs: 

84110-30 Applications for housing assistance 

84310-20 Tenant files 

9. SOFTWARE ENVIRONMENT:

Informix 4GL

10. HARDWARE ENVIRONMENT:

Unix

11. SYSTEM MILESTONES:

Fully converted from stand alone electronic systems in the Home and Regional Offices in April 1996.

12. USER CONTACTS (POSITION):

Director, Regional Operations Branch, 439-4712

Manager, Housing Services, 439-4735

13. TECHNICAL CONTACTS (POSITION):

Manager, Information Systems, 439-4750 (local 332)

14. DOCUMENTATION / MANUALS CROSS REFERENCES:

6450-80 / Applicant  Registry User Manual

15. ADMINISTRATIVE OR OPERATIONAL RECORDS CLASSIFICATION:

Schedule 110225 - BCHMC ORCS

Section 4, primaries 84000 to 84999 - CLIENT SERVICES

16. CLASSIFICATION SYSTEM CROSS REFERENCES (OTHER RELATED RECORDS):

Schedule No:   Primary and Secondary Numbers and titles

END



OPERATIONAL RECORDS CLASSIFICATION SYSTEM 
This records schedule is approved in accordance with the Document Disposal Act  (RSBC 1996, c. 99).  It constitutes 
authority for retention and disposition of the records described herein provided ORCS has been implemented 
according to standards approved by BC Archives.  For assistance in implementing ORCS, contact your Records 
Officer. 

g:\windata\ric\orcs\orcsmanual.sav.doc:1999/07/15   Schedule  110225 ORCS/BCHMC ISO/INHOUSE/CDB -1 

INFORMATION SYSTEM OVERVIEW FOR AN APPLICATION 

1. MINISTRY, CROWN CORPORATION, OR AGENCY:

British Columbia Housing Management Commission

2. DIVISION, BRANCH, SECTION , OR OFFICE:

Development Services Branch

Financial Services Branch

Housing and Community Services Branch

Program Operations Department

Regional Operations Branch

Treasury and Budgets Department

3. SYSTEM TITLE:

InHouse

4. APPLICATION TITLE:

Central Database (CDB)

5. PURPOSE:

The Central Database is the parent system from which all other applications interface.  Maintains and
tracks housing estates, blocks, properties and respective tenants and sponsors, all of which are receiving
subsidy through BCHMC.

6. INFORMATION CONTENT:

Contains the housing estates, buildings (blocks) and units (properties) as well as the tenant master and
account details.  The attributes for non-profit sponsor led housing such as the replacement reserves are
also maintained here.

7. RETENTION AND DISPOSITION SUMMARY:

The database is retained until superseded or obsolete, and then destroyed.

Manuals (specification manuals and users guide) are retained until the database is superseded or
obsolete, and then destroyed.

Data is backed up daily, stored off-site overnight and retained for one month.  A month end backup is
retained permanently.

For Transitory Electronic Data Processing (EDP) Records, see schedule number 102902, Electronic Mail
102903 and Word Processing 102904.



 OPERATIONAL RECORDS CLASSIFICATION SYSTEM    
This records schedule is approved in accordance with the Document Disposal Act  (RSBC 1996, c. 99).  It constitutes 
authority for retention and disposition of the records described herein provided ORCS has been implemented 
according to standards approved by BC Archives.  For assistance in implementing ORCS, contact your Records 
Officer. 
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8. INPUTS / PROCESSES / OUTPUTS: 

 Inputs: Input documents are received from various sources such as the project officers, property  
 portfolio managers, tenants, and sponsors and are classified in BCHMC ORCS,    
 Sections 3 and  4.  

  83520-24 Building inspections 

  83530-20 Housing project financial case files 

  84200-30 Sponsor case files 

  84310-20 Tenant files 

  84320-30 Tenant rent review case files 

  84360-20 Vacated tenants - V status   

  84360-30 Vacated tenants - debt or credit status (X1, XC) 

  84360-40 Vacated tenants - high profile status (X2) 

  84360-50 Vacated tenants - high profile and debt status (X3) 

 

 Processes: Estates and blocks are entered when proposed housing projects are received for  
   evaluation.  Properties (units) are added when project becomes operational after the interest 
   adjustment date (IAD).  Tenant and tenancy account details are added from the applicant 
    registry process stemming from accepted housing offers entered by Housing Services 
and    Regional Offices. 

  

 Outputs:   

  83000-02 Housing project listing (HPL) 

  83310-02 PRHC Property Listing (PPL) 

  83530-20 Housing project financial case files 

  84310-20 Tenant files 

  84320-20 Rent calculation reference files 

  84320-30 Tenant rent review case files 

   

9. SOFTWARE ENVIRONMENT: 

 Informix 4GL 

 

10.  HARDWARE ENVIRONMENT: 

 Unix 

 

11. SYSTEM MILESTONES: 

 Fully converted from Social Housing and Rent Assistance Programs (SHARP) system in April 1996. 

 

 



 OPERATIONAL RECORDS CLASSIFICATION SYSTEM    
This records schedule is approved in accordance with the Document Disposal Act  (RSBC 1996, c. 99).  It constitutes 
authority for retention and disposition of the records described herein provided ORCS has been implemented 
according to standards approved by BC Archives.  For assistance in implementing ORCS, contact your Records 
Officer. 
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12. USER CONTACTS (POSITION): 

 Director, Financial Services Branch, 439-4750 (local 221) 

 Director, Regional Operations Branch, 439-4712 

 Manager, Housing Services Department, 439-4735 

 Manager, Program Operations Department, 439-4750 (local 244) 

 Manager, Treasury and Budgets Department, 439-4709 

 

13. TECHNICAL CONTACTS: 

 Manager, Information Systems, 439-4750 (local 332) 

 

14. DOCUMENTATION / MANUALS CROSS REFERENCES: 

 6450-80 / Central Database User Manual 

 

15. ADMINISTRATIVE OR OPERATIONAL RECORDS CLASSIFICATION: 

 Schedule 110225 - BCHMC ORCS  

 Section 3, primaries 83000 to 83999 - HOUSING DEVELOPMENT AND OPERATIONS 

 Section 4, primaries 84000 to 84999 - CLIENT SERVICES 

 

16. CLASSIFICATION SYSTEM CROSS REFERENCES (OTHER RELATED RECORDS): 

 Schedule No:   Primary and Secondary Numbers and titles: 

 

 

END



 OPERATIONAL RECORDS CLASSIFICATION SYSTEM    
This records schedule is approved in accordance with the Document Disposal Act  (RSBC 1996, c. 99).  It constitutes 
authority for retention and disposition of the records described herein provided ORCS has been implemented 
according to standards approved by BC Archives.  For assistance in implementing ORCS, contact your Records 
Officer. 
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INFORMATION SYSTEM OVERVIEW FOR AN APPLICATION 

 

1. MINISTRY, CROWN CORPORATION, OR AGENCY: 

 British Columbia Housing Management Commission 

 

2. DIVISION, BRANCH, SECTION, OR OFFICE: 

 Program Operations Department 

 Purchasing Department 

 Regional Operations Branch 

 Treasury and Budgets Department  

        

3. SYSTEM TITLE: 

 InHouse 

 

4. APPLICATION TITLE: 

 Maintenance Planning (MAI) 

 

5. PURPOSE: 

Maintains attribute data for replacement reserve items on sponsor-led and Provincial Rental Housing 
Corporation (PRHC) housing.  Also maintains data on all BCHMC and PRHC housing regarding appliances, 
heating / ventilating / air conditioning equipment, modernization and improvement expenditures (i.e., roof 
replacements), and unit painting.  It records replacement dates and estimated  replacement costs for these 
items and enables users to assign plan codes when items are scheduled  for replacement under the 
modernization and improvement plan. 

 

6. INFORMATION CONTENT: 

Details of activity and attributes regarding modernization and improvement and replacement reserves for all 
housing portfolios. 

 

7. RETENTION AND DISPOSITION SUMMARY: 

 The database is retained until superseded or obsolete, and then destroyed. 

 Repairs and Maintenance Planning User Manual is retained until the database is superseded or obsolete, and 
then destroyed. 

 Data is backed up daily, stored off-site overnight and retained for one month.  A month end backup is 
 retained permanently. 

For Transitory Electronic Data Processing (EDP) Records, see schedule number 102902, Electronic Mail 
102903 and Word Processing 102904. 

 

 



 OPERATIONAL RECORDS CLASSIFICATION SYSTEM    
This records schedule is approved in accordance with the Document Disposal Act  (RSBC 1996, c. 99).  It constitutes 
authority for retention and disposition of the records described herein provided ORCS has been implemented 
according to standards approved by BC Archives.  For assistance in implementing ORCS, contact your Records 
Officer. 
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8. INPUTS / PROCESSES / OUTPUTS: 

 Inputs:  

  83520-24 Building inspections 

  83520-26 Suite / unit annual inspections and work orders    

 

 Processes: Once attribute data is entered, attribute replacement schedules are developed and plan  
  codes are assigned and system is linked to the finance module. 

  

 Outputs: 

  83560-02 Modernization and improvement inventory 

  83560-03 Modernization and improvement plan (annual) 

  83560-04 Modernization and improvement monthly reports 

  83560-05 Replacement reserve inventory 

 

9. SOFTWARE ENVIRONMENT: 

 Informix 4GL 

 

10. HARDWARE ENVIRONMENT: 

 Unix 

 

11. SYSTEM MILESTONES: 

 Fully converted from Social Housing and Assisted Rent Programs (SHARP) in June 1996. 

 

12. USER CONTACTS (POSITION): 

 Director, Financial Services, 439-4750 (local 221) 

 Director, Regional Operations Branch, 439-4712 

 Manager, Program Operations Department, 439-4750 (local 244) 

 Manager, Treasury and Budgets Department, 439-4709 

 

13. TECHNICAL CONTACTS (POSITION): 

 Manager, Information Systems, 439-4750 (local 332) 

 

14.  DOCUMENTATION / MANUALS CROSS REFERENCES: 

 6450-80 / Rents User Manual 

 

 



 OPERATIONAL RECORDS CLASSIFICATION SYSTEM    
This records schedule is approved in accordance with the Document Disposal Act  (RSBC 1996, c. 99).  It constitutes 
authority for retention and disposition of the records described herein provided ORCS has been implemented 
according to standards approved by BC Archives.  For assistance in implementing ORCS, contact your Records 
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15. ADMINISTRATIVE OR OPERATIONAL RECORDS CLASSIFICATION: 

 Schedule 110225 - BCHMC ORCS  

 Section 3, primaries 83500 to 83580 - HOUSING OPERATIONS 

 

16. CLASSIFICATION SYSTEM CROSS REFERENCES (OTHER RELATED RECORDS): 

 Schedule No:   Primary and Secondary Numbers and titles: 

 

 

END
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Officer. 
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INFORMATION SYSTEM OVERVIEW FOR AN APPLICATION 

 

1. MINISTRY, CROWN CORPORATION, OR AGENCY: 

 British Columbia Housing Management Commission 

 

2. DIVISION, BRANCH, SECTION, OR OFFICE: 

 Housing Services Department 

 Regional Operations Branch 

 Treasury and Budgets Department 

 

3. SYSTEM TITLE: 

 InHouse 

 

4. APPLICATION TITLE: 

 Rent Accounting (REN) 

 

5. PURPOSE: 

Performs the rent calculation and keeps track of all the tenant incomes, rents, security deposits and other 
associated charges to and payments from tenants. 

 

6. INFORMATION CONTENT: 

 Contains information regarding transactions which form the tenant account history. 

 

7. RETENTION AND DISPOSITION SUMMARY: 

 The database is retained until superseded or obsolete, and then destroyed. 

 Manuals (specification manuals and users guide) are retained until the database is superseded or 
 obsolete, and then destroyed.  

 Data is backed up daily, stored off-site overnight and retained for one month.  A month end backup is 
 retained permanently. 

For Transitory Electronic Data Processing (EDP) Records, see schedule number 102902, Electronic Mail 
102903 and Word Processing 102904. 

 

8. INPUTS / PROCESSES / OUTPUTS: 

 Inputs:   

  83540-20 Market rent case files 

  84320-04 Income from assets/imputed rate of return tables 

  84320-05 Minimum rent calculation tables (minimum lists) 
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  84320-06 Heating allowance rates 

  84320-20 Rent calculation reference files 

  84320-30 Tenant rent review case files  

 

 Processes: Tracks monthly rent debit and credit charges. Clerks receive rent and enter payment  
  through rent accounting and adjustments are made accordingly by the property portfolio   
  managers, Treasury and Budget Dept. and accounts receivable dept. 

  

 Outputs:  

  84320-20 Rent calculation reference files 

  84320-30 Tenant rent review case files 

     

9. SOFTWARE ENVIRONMENT: 

 Informix 4GL  

 

10. HARDWARE ENVIRONMENT: 

 Unix 

 

11. SYSTEM MILESTONES: 

 Fully converted from Social Housing and Assisted Rent Programs (SHARP) system in April 1996. 

 

12. USER CONTACTS (POSITION): 

 Director, Financial Services Branch, 439-4750 (local 221) 

 Director, Regional Operations, 439-4712 

 Manager, Housing Services Department, 439-4735 

 Manager, Program Operations Department, 439-4750 (local 244) 

 Manager, Treasury and Budgets, 439-4709 

 

13. TECHNICAL CONTACTS (POSITION): 

 Manager, Information Systems, 439-4750 (local 332) 

 

14.  DOCUMENTATION / MANUALS CROSS REFERENCES: 

 6450-80 / Rents User Manual 
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15. ADMINISTRATIVE OR OPERATIONAL RECORDS CLASSIFICATION: 

 Schedule 110225 - BCHMC ORCS 

 Section 4, primaries 84000 to 84360 - CLIENT SERVICES 

 

16. CLASSIFICATION SYSTEM CROSS REFERENCES (OTHER RELATED RECORDS): 

 Schedule No:   Primary and Secondary Numbers and titles: 

 

END
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INFORMATION SYSTEM OVERVIEW FOR AN APPLICATION 

 

1. MINISTRY, CROWN CORPORATION, OR AGENCY: 

 British Columbia Housing Management Commission 

 

2. DIVISION, BRANCH, SECTION, OR OFFICE: 

 Accounts Payable Department 

 Financial Services Branch 

 Purchasing Department 

 Regional Operations Branch 

  

3. SYSTEM TITLE: 

 InHouse  

 

4. APPLICATION TITLE: 

 Repairs and Stock Modules  (REP) (formerly called Building Maintenance System)  

 

5. PURPOSE: 

Tracks repairs done on properties and blocks by external and internal contractors and maintains inventory 
control. 

 

6. INFORMATION CONTENT: 

 Detail of repairs activities and stock inventory for blocks and properties. 

 

7. RETENTION AND DISPOSITION SUMMARY: 

 The repairs and stock tables are retained until superseded or obsolete, and then destroyed. 

Repairs and Maintenance Planning User Manual is retained until the database is superseded or obsolete, and 
then destroyed. 

 Data is backed up daily, stored off-site overnight and retained for one month.  A month end backup is 
 retained permanently. 

For Transitory Electronic Data Processing (EDP) Records, see schedule number 102902, Electronic Mail 
102903 and Word Processing 102904. 

 

8. INPUTS / PROCESSES / OUTPUTS: 

 Inputs: Documents and information is received from a variety of sources such as the caretakers,   
 tenants and property managers. 

  83520-26 Suite / unit annual inspection and work orders 
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 Processes: Work orders are reported to regional offices by caretakers and property portfolio   
  managers and entered.  Maintenance workers perform the work and the work orders are   
  closed,  entering actual times and inventory used.  Tenants may be charged back if they   
  initiated the need for repair. 

  

 Outputs: 

  83520-26 Suite / unit annual inspection and work orders 

    

9. SOFTWARE ENVIRONMENT: 

 Informix 4GL 

 

10. HARDWARE ENVIRONMENT: 

 Unix 

 

11. SYSTEM MILESTONES: 

The Building Maintenance System was fully converted to the Repairs and Stock Modules in the InHouse 
System as of February 1997. 

 

12. USER CONTACTS (POSITION): 

 Director, Financial Services Branch, 439-4750 (local 221) 

 Director,  Regional Operations Branch, 439-4712 

 Purchasing Agent,  Purchasing Department, 439-4701 

 

13. TECHNICAL CONTACTS (POSITION): 

 Manager, Information Systems, 439-4750 (local 332) 

 

14. DOCUMENTATION / MANUALS CROSS REFERENCES: 

 6450-80 / Repairs and Maintenance Planning User Manual 

   

15. ADMINISTRATIVE OR OPERATIONAL RECORDS CLASSIFICATION: 

 Schedule 110225 - BCHMC ORCS 

 Section 3, primaries 83500 to 83580 - HOUSING OPERATIONS 

  

16. CLASSIFICATION SYSTEM CROSS REFERENCES  (OTHER RELATED RECORDS): 

 Schedule No:   Primary and Secondary Numbers and titles: 

 

END
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INFORMATION SYSTEM OVERVIEW 

 

MINISTRY, CROWN CORPORATION, OR AGENCY: 

 British Columbia Housing Management Commission 

 

DIVISION, BRANCH, SECTION, OR OFFICE: 

 Accounting Department 

 Housing Services Department 

 Treasury and Budgets Department 

  

SYSTEM TITLE: 

 Shelter Aid For Elderly Renters (SAFER)  

 

APPLICATION TITLE: 

 SAFER    

 

PURPOSE: 

 Processing applications from senior citizens who are renting to determine their eligibility for financial 
 assistance and to issue subsidy payments to clients eligible under the Shelter Aid for Elderly Renters Act. 

 

INFORMATION CONTENT: 

 Contains information on applicants and clients re addresses, current accommodation, rent and income 
 amounts, history of payments made to and from clients. 

 

RETENTION AND DISPOSITION SUMMARY: 

 The database is retained until superseded or obsolete, and then destroyed. 

 Manuals (specification manuals and users guide) are retained until the database is superseded or 
 obsolete, and then destroyed.  

 Data is backed up daily, stored off-site overnight and retained for one month.  A month end backup is 
 retained permanently. 

For Transitory Electronic Data Processing (EDP) Records, see schedule number 102902, Electronic Mail 
102903 and Word Processing 102904. 

 

INPUTS / PROCESSES / OUTPUTS: 

 Inputs: 

  84400-04 Old age security table of rates 

  84410-30 Applications for shelter aid case files 

  84420-20 Shelter aid for elderly renters client files 
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 Processes: Determines client eligibility based on certain criteria and calculates benefits. 

  

 Outputs: 

  84400-03 SAFER notices 

  84410-30 Applications for shelter aid case files 

  84420-20 Shelter aid for elderly renters client files 

 

SOFTWARE ENVIRONMENT: 

 Power House / Interbase 

 

HARDWARE ENVIRONMENT: 

 Unix 

 

SYSTEM MILESTONES: 

 Custodial transfer from the Ministry of Municipal Affairs to BCHMC in April 1997. 

  

USER CONTACTS (POSITION): 

 Manager, Accounting Department, 439-4750 (local 231) 

 Manager, Housing Services Department, 439-4735 

 Manager, Treasury and Budgets Department, 439-4709 

  

TECHNICAL CONTACTS (POSITION): 

 CHAD Software Consulting contractor, 987-3930 

 Manager, Information Systems, 439-4750 (local 332) 

 

DOCUMENTATION / MANUALS CROSS REFERENCES: 

 6450-80 / SAFER System Documentation and User Guide 

 

ADMINISTRATIVE OR OPERATIONAL RECORDS CLASSIFICATION: 

 Schedule 110225 - BCHMC ORCS  

 Section 4, primaries 84400 to 84420 - CLIENT SERVICES - SHELTER AID FOR ELDERLY RENTERS 

 

CLASSIFICATION SYSTEM CROSS REFERENCES  (OTHER RELATED RECORDS):  

 Schedule No:   Primary and Secondary Numbers and titles: 

 



Key to ARCS/ORCS Codes and Acronyms 

2017/09/08 Schedule: 110225   ORCS/BCHM ISO 2 

OPERATIONAL RECORDS CLASSIFICATION SYSTEM 
This is an approved information schedule, as defined by the Information Management Act (SBC 2015, 
c. 27).  For more information consult your Records Officer.

INFORMATION SYSTEM OVERVIEW 

Name of Creating Agency 
British Columbia Housing Management Commission 
Applicant Services Department 

System Title 
SMART – Subsidy Management and Assisted Rent Tool 

Purpose 
The purpose of SMART is to process client applications and determine and pay the monthly benefit for 
RAP and SAFER. 

Rental Assistance Program: Cash assistance to help with monthly rent payments in private market 
rental units for those individuals who have a gross household income of $35,000 or less, have at least 
one dependent child, and have been employed at some point over the last year. Eligibility criteria may 
be subject to change. 

Shelter Aid For Elderly Renters: Cash assistance to help with monthly rent payments in private market 
rental units for seniors 60+ who pay more than 30% of gross monthly income towards rent, meet 
citizenship requirements and  have lived in BC for the full 12 months preceding application 

Information Content 
o Client and client household member details and demographics

o Income and asset details

o Address and rent details

o Monthly benefit and payment history

o Bank account details

o Correspondence and notes

Inputs, Processes, and Outputs 
Inputs: 
Details (Address, Household Information, Income and Asset, etc.) received from clients for 
application processing. 

Processes: 
o Payment Run

o Canada Revenue Agency (CRA) Verification

o Housing Connections (HC) Match

o Central Property System (CPS) Subsidy Verification
o Application Verification
o Reapplication Reminders
Outputs: 
o Correspondence

http://www.gov.bc.ca/citz/iao/arcs/admin/codes.pdf
http://www.bclaws.ca/civix/document/id/complete/statreg/15027
http://www.bclaws.ca/civix/document/id/complete/statreg/15027
http://www.gov.bc.ca/citz/iao/records_mgmt/rec_officers/
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2017/09/08 Schedule: 110225   ORCS/BCHM ISO 3 

OPERATIONAL RECORDS CLASSIFICATION SYSTEM 
This is an approved information schedule, as defined by the Information Management Act (SBC 
2015, c. 27).  For more information consult your Records Officer. 

o Monthly Benefit Payments

Technical Maintenance 
Electronic records are maintained on the system until their retention 
schedule is completed. In most cases, this parallels the schedule for 
related paper records. The electronic records are then purged from the 
system. Any exceptions to this purge routine are noted under relevant 
secondaries. 

o The electronic system is routinely backed up in accordance with British
Columbia Housing Management Commission policy special schedule
112910 in the ARCS manual.

For retention and disposition schedules, see relevant primaries, which
are listed in the classification section below.

Classification 
Electronic Records 

Inputs 

Outputs 
Secondary No. Secondary Title 
84420-20 SAFER client files 
84500-30 Rental Assistance Program client files 

Other Related Records 

o For transitory electronic data processing (EDP) records, see special schedule 102902 in the
ARCS manual. 

o For computer system backup records, see ARCS primary 6820.
o For administrative records relating to the system, see ARCS section 6 and other relevant

primaries.

System Scheduling and Disposition 
The system will be destroyed when the function it supports is no longer performed by British 
Columbia Housing Management Commission, and when the approved retention schedules 
covering the information on it have elapsed, or the information has been preserved elsewhere. 

Secondary No. Secondary Title 
84400-03 SAFER notices 
84400-04 Old age security table of rates (quarterly) 
84410-20 Inquiries regarding SAFER program case files 
84410-30 Applications for shelter aid (pre-evaluation) case files 
84410-40 Rejected or obsolete applications for shelter aid case files 
84420-20 SAFER client files 
84420-30 Ex-SAFER clients with debt or credit 
84500-30 Applications for rental assistance case files 

http://www.gov.bc.ca/citz/iao/arcs/admin/codes.pdf
http://www.bclaws.ca/civix/document/id/complete/statreg/15027
http://www.bclaws.ca/civix/document/id/complete/statreg/15027
http://www.gov.bc.ca/citz/iao/records_mgmt/rec_officers/
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- A - 

ABORIGINAL PEOPLE 
 -client group issues ..............................................................................................................................81110 

ACCEPTED APPLICANTS 
 -community housing initiative grants ....................................................................................................84210 
 -housing assistance (tenants)...............................................................................................................84310 
 -tenant support services........................................................................................................................84330 

ACCEPTED PROJECT PROPOSAL - HOUSING DEVELOPMENT 
 -submissions .........................................................................................................................................83230 

ACKNOWLEDGEMENT OF RECEIPT (LOAN) .........................................................................................83400 

ACTS AND CONSTITUTIONS  
 -sponsors...............................................................................................................................................84200 

ACQUISITION OF LAND/PROPERTY 
 -PRHC ...................................................................................................................................................83310 
 -sponsor.................................................................................................................................................83300 

ADDRESS CHANGES 
 -sponsor.................................................................................................................................................84200 

AFFORDABLE HOUSING  
 -housing issues .....................................................................................................................................81200 

AGREEMENT TO LEASE ...........................................................................................................................83400 

AGREEMENTS 
 -housing development and operations .................................................................................................83400 
 -housing programs 

-convenience copy ........................................................................................................................82200 
-original ............................................................................................................ see ARCS 0146 to 0154 

 -register/listing ................................................................................................................. see ARCS 0146-02 

AIDS/HIV (PERSONS WITH) 
 -client issues..........................................................................................................................................81140 

ALCOHOL & SUBSTANCE ABUSE (PERSONS WITH) 
 -client issues..........................................................................................................................................81140 

ALLOCATION OF HOUSING 
 -applicants .............................................................................................................................................84120 
 -federal resources .................................................................................................................................81210 
 -over-housed issues..............................................................................................................................84120 
 -point score system  .............................................................................................................................84120 
 -provincial resources.............................................................................................................................81210 
 -standards..............................................................................................................................................84120 
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 -transition house priority placement policy ...........................................................................................84120 
 -under-housed issues ...........................................................................................................................84120 
 -vacancies ............................................................................................................................................84120 
  
ANNUAL HOUSING PROJECT COMMITMENT SUMMARY (SHAM) .....................................................83200 
 
ANNUAL INFORMATION FORM 
 -sponsors...............................................................................................................................................84200 
 
ANNUAL REPORTS 
 -sponsors...............................................................................................................................................84200 
 
APPLIANCE REPLACEMENT PROGRAM ................................................................................................83550 
 
APPLICANTS/APPLICATIONS FOR HOUSING ASSISTANCE 
 -general .................................................................................................................................................84110 
 -allocation of housing ............................................................................................................................84120 
 -declaration of income...........................................................................................................................84110 
 -doctor's letters ......................................................................................................................................84110 
 -form letters/notices...............................................................................................................................84100 
 -inquiries/interest in housing assistance...............................................................................................84110 
 -point score system...............................................................................................................................84120 
 -standards..............................................................................................................................................84120 
 -transfer requests ..................................................................................................................................84120 
 -transition house priority placement policy ...........................................................................................84120 
 
APPLICANTS/APPLICATIONS FOR TENANT SUPPORT SERVICES 
 -general .................................................................................................................................................84330 
 -inquiries/interest ...................................................................................................................................84330 
  
APPLICANTS/APPLICATIONS FOR COMMUNITY INITIATIVES  
 -general .................................................................................................................................................84210 
 -grant proposal phase ...........................................................................................................................84210 
 -inquiries/interest in community housing initiative grants.....................................................................84210 
  
APPRAISALS 
 -market rent study .................................................................................................................................83540 
 -sponsor/operator property ...................................................................................................................83300 
 -PRHC property.....................................................................................................................................83310 
 
APPRENTICESHIP  
 -construction training program..............................................................................................................83210 
 
 
ARCHITECT CONTRACT (WITH SPONSOR)...........................................................................................83210 
 
ARP TENANT 
 -active ....................................................................................................................................................84310 
 -vacated.................................................................................................................................................84360 
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AS-BUILT CONSTRUCTION DRAWINGS.................................................................................................83100 
   
ASSIGNMENT OF RENTS (LOAN) ............................................................................................................83400 
 
ASSOCIATIONS 
 (See also ARCS 0160 series) 
 -B.C. Non-Profit Housing ..................................................................................................... see ARCS 0160 
 -tenants associations ............................................................................................................................84340 
 -tenant association grants (TAG)..........................................................................................................84340 
 -Vancouver and District Public Housing Tenants Association.............................................................84340 
 
AUDIT 
 (See also ARCS 0975 series) 
 -housing programs ................................................................................................................................82300 
  
AUDITED FINANCIAL STATEMENTS 
 -BCHMC .......................................................................................................................... see ARCS 0975 
 -PRHC .......................................................................................................................... see ARCS 0975 
 -sponsors/operators ..............................................................................................................................84200 
 
AUTHORIZATION TO RELEASE FUNDS FROM TRUST 
 -housing development (construction phase) ........................................................................................83220 
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- B - 

 
BATTERED WOMEN  
 -general ...........................................................................................................................................81140 
 -transition house priority placement policy ...........................................................................................84120 
 
BCHMC BUILDING SPECIFICATIONS/STANDARDS..............................................................................83100 
 
BCHMC DIRECTLY MANAGED PORTFOLIO 
 (See also HOUSING OPERATIONS PHASE) 
 (See also HOUSING PROJECT for specific building subjects) 
 -general ..................................................................................................................................... 83510-01 
 -appliance replacement program.................................................................................................... 83550-04 
  -per housing project ............................................................................................................. Estate #-60 
 -building maintenance system ........................................................................................................ 83510-05 
 -cablevision service and phase-out ................................................................................................ 83550-06 
  -per housing project ............................................................................................................. Estate #-60 
 -energy conservation program........................................................................................................ 83550-07 
  -per housing project ............................................................................................................. Estate #-60 
 -fire and life safety program/systems.............................................................................................. 83550-08 
  -per housing project .................................................................................................. Estate #-60 or -65 
 -pet management ............................................................................................................................ 83520-09 
  -per housing project ............................................................................................................. Estate #-20 
 -policy and procedures.................................................................................................................... 83510-00 
 -portfolio report ................................................................................................................................ 83510-02 
 -potential buildings/projects for direct management ..................................................83510-20-municipality 
 -risk management ........................................................................................................................... 83510-10 
 -waste management program......................................................................................................... 83520-11 
  -per housing project ............................................................................................................. Estate #-20 
  (sewage systems) ................................................................................................................ Estate #-60 
 
B.C. NON-PROFIT HOUSING ASSOCIATION........................................................ see ARCS 0160-20-BCNP 
 
B.C. RENTAL SUPPLY PROGRAM 
 -inquiries/interest in housing development or operation ............................................83230-20-municipality 
 -program development and administration..........................................................................82200-20-BCRS 
 -program evaluations/reviews..............................................................................................82300-20-BCRS 
 -program guidelines  
  -final version .................................................................................................................82400-20-BCRS 
  -development of and drafts ..........................................................................................82400-30-BCRS 
 -program reports 
  -annual / semi-annual...................................................................................................82300-30-BCRS 
  -weekly/monthly............................................................................................................82300-40-BCRS 
 -project development and operation 
  -general...............................................................................................................................83000 series 
  -per housing project ...................................................................................................................Estate # 
 -project proposal 
  -accepted ...................................................................................................................................Estate # 
  -rejected.....................................................................................................................................Interim # 
  -submitted (pre-evaluation) .......................................................................................................Interim # 
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 -project proposal call (expression of interest) package/phase ...........................................83230-04-BCRS 
 -project proposal evaluation report ......................................................................................83230-03-BCRS 
 
B.C. RENT SCALE................................................................................................................................. 81270-03 
 
BOARD OF DIRECTORS 
 -PRHC ......................................................................................................... see ARCS 0102-20-PRHC 
 -sponsors/operators 
  -general.................................................................................................................................... 84200-01 
  -per sponsor/operator ........................................................................................... 84200-30-Sponsor # 
 
BOILERS (HVAC systems)- housing operations  
 -general ..................................................................................................................................... 83550-01 
  -per housing project .................................................................................................. Estate #-60 or -66 
 -policy and procedures.................................................................................................................... 83550-00 
 
BORROWER'S SOLICITOR'S OPINION (LOAN) ............................................................................. Estate #-02 
 
BRIEFING NOTES 
 (See subject of briefing note) 
  (cross-reference copy to) ..............................................................................................  ARCS 0280-20 
 
BUDGET AND FINANCIAL STATEMENTS (housing operations) 
 -general ..................................................................................................................................... 83530-01 
  -per housing project ............................................................................................................. Estate #-04 
 -policy and procedures.................................................................................................................... 83530-00 
 
BUILDERS LIENS  
 -housing development construction phase 
  -general.................................................................................................................................... 83220-01 
  -per housing project ............................................................................................................. Estate #-01 
  -policy and procedures............................................................................................................ 83220-00 
 -issues/reports/studies ..........................................................................................................81220-20-name 
 
BUILDING ID # (or project #, or coop #) 
 (See Estate #) 
 
BUILDING INSPECTIONS 
 -housing construction phase 
  -general.................................................................................................................................... 83210-01 
  -per housing project ............................................................................................................. Estate #-09 
  -policy and procedures............................................................................................................ 83210-00 
 -housing operations phase 
  -general.................................................................................................................................... 83520-01 
  -per housing project ............................................................................................................. Estate #-24 
  -policy and procedures............................................................................................................ 83520-00 
 -issues/reports/studies ..........................................................................................................81220-20-name 
 
BUILDING MAINTENANCE PROFILE BOOK...................................................................................... 83520-02 
 
BUILDING MAINTENANCE SYSTEM .................................................................................................. 83510-05 
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BUILDING MANAGEMENT/MAINTENANCE..................................................................................83000 series 
 (See HOUSING OPERATIONS PHASE) 
 (See HOUSING PROJECT for more details) 
 
BUILDING SPECIFICATIONS/STANDARDS 
 -BCHMC specifications................................................................................................................... 83100-03 
 -housing development 
  -general.................................................................................................................................... 83100-01 
  -per housing project ............................................................................................................. Estate #-05 
  -policy and procedures............................................................................................................ 83100-00 
 -issues/reports/studies ..........................................................................................................81220-20-name 
 
BULLETINS (TENANT RENT CALCULATION) ................................................................................... 84320-07 
 
BURSARIES (educational support services for tenants) 
 -general ..................................................................................................................................... 84330-01 
 -applicant/application (accepted)......................................................................................... 84330-50 series 
 -applicant/application (rejected)........................................................................................... 84330-60 series 
 -applicant/application (submitted)........................................................................................ 84330-40 series 
 -development of service........................................................................................................84330-30-name 
 -inquiries/interest in ............................................................................................................. 84330-20 series 
 -policy and procedures.................................................................................................................... 84330-00 
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CABLEVISION SERVICE (PHASE OUT) 
 -housing operations (BCHMC directly managed) .......................................................................... 83550-06 
  -per housing project ............................................................................................................. Estate #-60 
 
CALL FOR EXPRESSIONS OF INTEREST (POTENTIAL HOUSING DEVELOPMENT) 
 -general ..................................................................................................................................... 83230-04 
 -inquiries/interest in housing development/operation ................................................83230-20-municipality 
 -project proposal submissions 
  -per accepted project .......................................................................................................... Estate # -11 
  -per pre-evaluation ....................................................................................................................Interim # 
  -per rejected project ..................................................................................................................Interim # 
   
CANADA MORTGAGE AND HOUSING CORPORATION (see CMHC)  
 
CAPITAL COST BUDGETS (AND REVISIONS) 
 -housing development/construction 
  -general.................................................................................................................................... 83200-01 
  -per housing project ............................................................................................................. Estate #-00 
 
CAPITAL COST PROXY (NON-PROFIT HOUSING ISSUE) ..................................................... 81260-20-CAP 
 
CAPITAL MAINTENANCE 
 -general ..................................................................................................................................... 83560-01 
 -inventory (annual update).............................................................................................................. 83560-02 
 -modernization and improvements/renovations plans 
  -general.................................................................................................................................... 83560-01 
  -per housing project ............................................................................................................. Estate #-40 
 -monthly reports .............................................................................................................................. 83560-04 
 -plan ..................................................................................................................................... 83560-03 
 -policy and procedures.................................................................................................................... 83560-00 
 -project deficiency report................................................................................................................. 83560-02 
 
CAREGIVERS (FOR PERSONS WITH SPECIAL NEEDS/DISABILITIES) 
 -general ..................................................................................................................................... 81140-01 
 -group home agreement with caregivers 
  -per housing project ............................................................................................................. Estate #-02 
 -issues/reports/studies ..........................................................................................................81140-20-name 
 -policy and procedures.................................................................................................................... 81140-00 
 
CENSUS DATA (RESEARCH AND PLANNING) 
 -general ..................................................................................................................................... 81010-01 
 -issues/reports/studies ..........................................................................................................81010-20-name 
 
CEREMONIES (for SPONSORS/OPERATORS) 
 -general ..................................................................................................................................... 84200-40 
 -groundbreaking .............................................................................................................................. 84200-40 
  -per housing project ............................................................................................................. Estate #-08 
 -opening ..................................................................................................................................... 84200-40 
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  -per housing project ............................................................................................................. Estate #-08 
 -policy and procedures.................................................................................................................... 84200-00 
 
CERTIFICATE OF FINAL COSTS 
 -housing development/construction  
  -general.................................................................................................................................... 83200-01 
  -per housing project ............................................................................................................. Estate #-00 
   (copy)........................................................................................................................ Estate #-02 
 
CERTIFIED COPY OF RESOLUTION OF DIRECTORS (LOAN).................................................... Estate #-02 
 
CHANGE ORDERS 
 -housing development/construction  
  -general.................................................................................................................................... 83210-01 
  -per housing project ............................................................................................................. Estate #-09 
 
CHARGES ON TITLE ......................................................................................................................... Estate #-02 
 
CHILD CARE FACILITIES  
 -general ..................................................................................................................................... 81120-01 
 -issues/reports/studies ..........................................................................................................81120-20-name 
 -licensing of on-site services 
  -general.................................................................................................................................... 83570-01 
  -per license in housing project ............................................................................................. Estate #-70 
 
CITY OF VANCOUVER 
 -housing development/operation ...............................................................................................83000 series 
 -sponsor/operator of housing...................................................................................................84200-30-364 
 
CLAIMS (CONSTRUCTION) - HOUSING DEVELOPMENT 
 -general ..................................................................................................................................... 83220-01 
  -per housing project ............................................................................................................. Estate #-01 
 -policy and procedures.................................................................................................................... 83220-00 
 
CLIENT / TARGET GROUPS  
 -general ..................................................................................................................................... 81100-01 
 -Aboriginal Peoples 
  -general.................................................................................................................................... 81110-01 
  -issues/reports/studies ..................................................................................................81110-20-name 
  -policy and procedures............................................................................................................ 81110-00 
 -families 
  -general.................................................................................................................................... 81120-01 
  -issues/reports/studies ..................................................................................................81120-20-name 
  -policy and procedures............................................................................................................ 81120-00 
 -homeless 
  -general.................................................................................................................................... 81130-01 
  -issues/reports/studies ..................................................................................................81130-20-name 
  -policy and procedures............................................................................................................ 81130-00 
 -issues/reports/studies ..........................................................................................................81100-20-name 
 -policy and procedures.................................................................................................................... 81100-00 
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 -seniors 
  -general.................................................................................................................................... 81150-01 
  -issues/reports/studies ..................................................................................................81150-20-name 
  -policy and procedures............................................................................................................ 81150-00 
 -single persons 
  -general.................................................................................................................................... 81160-01 
  -issues/reports/studies ..................................................................................................81160-20-name 
  -policy and procedures............................................................................................................ 81160-00 
 -special needs/disabilities (persons with) 
  -general.................................................................................................................................... 81140-01 
  -issues/reports/studies ..................................................................................................81140-20-name 
  -policy and procedures............................................................................................................ 81140-00 
  
CLIENT SERVICES 
 -general ..................................................................................................................................... 84000-01 
 -applicants 
  -general...............................................................................................................................84100 series 
  -applications for housing assistance .................................................................................84110 series 
  -housing allocation ............................................................................................................84120 series 
 -sponsors/operators 
  -general...............................................................................................................................84200 series 
  -housing registries .............................................................................................................84210 series 
  -informational services ......................................................................................................84220 series 
 -tenants 
  -general...............................................................................................................................84300 series 
  -active  84310 series 
  -associations & programs ..................................................................................................84340 series 
  -rent claculation ..................................................................................................................84320 series 
  -support services................................................................................................................84330 series 
  -urban gardening................................................................................................................84350 series 
  -vacated..............................................................................................................................84360 series 
 -policy and procedures.................................................................................................................... 84000-00 
 
CMHC 
 -fact sheet 
  -general.................................................................................................................................... 83400-01 
  -per housing project ............................................................................................................. Estate #-02 
 -involvement in housing programs (See HOUSING PROGRAMS) 
 -involvement in housing projects (See HOUSING DEVELOPMENT & OPERATIONS) 
 -notice of commitment form 2737 
  -general.................................................................................................................................... 83200-01 
  -per housing project ............................................................................................................. Estate #-00 
 -notice of loan advance and premium payment form 
  -general.................................................................................................................................... 83220-01 
  -per housing project ............................................................................................................. Estate #-01 
 -research (general).......................................................................................................................... 81010-04 
 
COMMITMENT LETTER 
 -general ..................................................................................................................................... 83400-01 
  -per housing project ............................................................................................................. Estate #-02 
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 -CMHC notice of commitment form 2737 
  -general.................................................................................................................................... 83400-01 
  -per housing project ............................................................................................................. Estate #-02 
 -PDF commitment letter 
  -general.................................................................................................................................... 83400-01 
  -per housing project ............................................................................................................. Estate #-02 
 
COMMUNITY CARE LICENSING SUPPORT LETTER 
 -housing development 
  -general.................................................................................................................................... 83200-01 
  -per housing project ............................................................................................................. Estate #-00 
   
COMMUNITY HOUSING INITIATIVES (CHI) PROGRAM 
 -applications/proposals for CHI grants  
  -accepted...................................................................................................................... 84210-40 series 
  -rejected........................................................................................................................ 84210-50 series 
  -submitted (pre evaluation) .......................................................................................... 84210-30 series 
 -grant proposal phase ..................................................................................................................... 84210-03 
 -inquiries/interest in CHI grants ...................................................................................................... 84210-20 
 -program development and administration..............................................................................82200-20-CHI 
 -program evaluation/monitoring...............................................................................................82300-20-CHI 
 -program guidelines  
  -final version .....................................................................................................................82400-20-CHI 
  -development of and drafts ..............................................................................................82400-30-CHI 
 -program reports  
  -annual and semi-annual .................................................................................................82300-30-CHI 
  -weekly/monthly................................................................................................................82300-40-CHI 
 
CONDITIONAL UNIT ALLOCATION 
 -housing development  
  -general.................................................................................................................................... 83200-01 
  -per housing project ............................................................................................................ Estate #-00 
       (copy to)........................................................................................................................... Estate #-02 
 
CONDITIONS MET LETTER/CHECKLIST 
 -housing development 
  -general.................................................................................................................................... 83200-01 
  -per housing project ............................................................................................................. Estate #-00 
 
CONFERENCES 
 -for BCHMC employees.............................................................................................see ARCS 0220 series 
 -sponsors/operators 
  -general.................................................................................................................................... 84220-01 
  -per conference .............................................................................................................84220-20-name 
  -policy and procedures............................................................................................................ 84220-00 
 
CONFIRMATION OF INTENTION FROM MINISTRY 
 -housing development 
  -general.................................................................................................................................... 83200-01 
  -per housing project ............................................................................................................. Estate #-00 
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CONFLICT OF INTEREST 
 -declaration (Sponsor/Operator) 
  -general.................................................................................................................................... 84200-01 
  -per sponsor/operator ........................................................................................... 84200-20-Sponsor # 
 
CONGREGATE CARE (SENIORS) 
 -general ..................................................................................................................................... 81150-01 
 -issues/reports/studies ..........................................................................................................81150-20-name 
 -policy and procedures.................................................................................................................... 81150-00 
 
CONSTRUCTION (HOUSING DEVELOPMENT PHASE) 
 -general ..................................................................................................................................... 83210-01 
  -per housing project ............................................................................................................. Estate #-09 
 -building specifications 
  -general.................................................................................................................................... 83100-01 
  -BCHMC building specifications/standards............................................................................ 83100-03 
  -per housing project ............................................................................................................. Estate #-05 
 -claims 
  -general.................................................................................................................................... 83220-01 
  -per housing project ............................................................................................................. Estate #-01 
 -contracts (BCHMC directly managed) 
  -general.................................................................................................................................... 83210-01 
  -per housing project ............................................................................................................. Estate #-09 
 -contracts (sponsor/operator) 
  -general.................................................................................................................................... 83210-01 
  -per housing project ............................................................................................................. Estate #-09 
 -contracts (PRHC group homes) 
  -general.................................................................................................................................... 83210-01 
  -per housing project ............................................................................................................. Estate #-09 
 -contractor's breakdown 
  -general.................................................................................................................................... 83220-01 
  -per housing project ............................................................................................................. Estate #-01 
 -contractor's statutory declaration 
  -general.................................................................................................................................... 83220-01 
  -per housing project ............................................................................................................. Estate #-01 
 -drawings (as-built) 
  -general.................................................................................................................................... 83100-01 
  -per housing project ............................................................................................................. Estate #-05 
   (microfiche).....................................................................................................................Estate # 
 -drawings (preliminary) 
  -general.................................................................................................................................... 83100-01 
  -per housing project ............................................................................................................. Estate #-05 
 -drawings (project proposal phase) 
  -general.................................................................................................................................... 83100-01 
  -per accepted project proposal ............................................................................................ Estate #-11 
  -per submitted project proposal ................................................................................................Interim # 
  -per rejected project proposal ...................................................................................................Interim # 
 -inspections 
  -general.................................................................................................................................... 83210-01 
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  -per housing project ............................................................................................................. Estate #-09 
 -policy & procedures ....................................................................................................................... 83210-00 
 -schedules 
  -general.................................................................................................................................... 83210-01 
  -per housing project ............................................................................................................. Estate #-09 
 -specifications 
  -general.................................................................................................................................... 83100-01 
  -per housing project ............................................................................................................. Estate #-05 
 
CONSTRUCTION (HOUSING OPERATIONS PHASE) 
 -building maintenance  
  -general.................................................................................................................................... 83520-01 
  -contracts (BCHMC directly managed) 
   -general ....................................................................................................................... 83520-01 
   -per housing project ................................................................. see ARCS 1060 to 1080 series 
  -contracts (sponsor/operator) 
   -general ....................................................................................................................... 83520-01 
   -per housing project ................................................................................................. Estate #-20 
  -contracts (PRHC group homes) 
   -general ....................................................................................................................... 83520-03 
   -per housing project ................................................................................................. Estate #-23 
  -policy and procedures............................................................................................................ 83520-00 
 -drawings 
  -general.................................................................................................................................... 83100-01 
  -per housing project ............................................................................................................. Estate #-05 
   (microfiche).....................................................................................................................Estate # 
  -policy and procedures............................................................................................................ 83100-00 
 -modernization and improvements/renovations 
  -general.................................................................................................................................... 83560-01 
  -contracts (BCHMC directly managed) 
   -general ....................................................................................................................... 83560-01 
   -per housing project ................................................................. see ARCS 1060 to 1080 series 
  -contracts (sponsor/operator) 
   -general ....................................................................................................................... 83560-01 
   -per housing project ................................................................................................. Estate #-40 
  -contracts (PRHC group homes)  
   -general ....................................................................................................................... 83560-01 
   -per housing project ................................................................................................. Estate #-40 
  -plans/proposals 
   -general ....................................................................................................................... 83560-01 
   -per housing project ................................................................................................. Estate #-40 
  -policy and procedures............................................................................................................ 83560-00 
 
CONSTRUCTION ISSUES 
 -general ..................................................................................................................................... 81220-01 
 -BCHMC building specifications ..................................................................................................... 83100-03 
 -issues/reports/studies .........................................................................................................81220-20-name 
 -manufactured housing ..........................................................................................................81220-20-MOB 
 -materials testing...................................................................................................................81220-20-name 
 -mobile homes........................................................................................................................81220-20-MOB 
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 -policy & procedures ....................................................................................................................... 81220-00 
 
CONTRACT OF PURCHASE / SALE OF PRHC LAND 
 -general ..................................................................................................................................... 83310-01 
 -per PRHC property  
  -copy .................................................................................................................................. Estate #-03 
  -original final version ............................................................................................................ Estate #-02 
 -policy and procedures.................................................................................................................... 83310-00 
    
CONTRACTORS (HOUSING DEVELOPMENT PHASE) 
 -breakdown 
  -general.................................................................................................................................... 83220-01 
  -per housing project ............................................................................................................. Estate #-01 
 -liability insurance 
  -general.................................................................................................................................... 83220-01 
  -per housing project ............................................................................................................. Estate #-09 
 -statutory declaration 
  -general.................................................................................................................................... 83220-01 
  -per housing project ............................................................................................................. Estate #-01 
 
CONTRACTS (HOUSING DEVELOPMENT PHASE) 
 -construction 
  -general.................................................................................................................................... 83210-01 
  -per housing project ............................................................................................................. Estate #-09 
 
CONTRACTS (HOUSING OPERATIONS PHASE) 
 -maintenance contracts (BCHMC directly managed) 
  -general.................................................................................................................................... 83520-01 
  -per housing project ............................................................................. see ARCS 1060 to 1080 series 
 -maintenance contracts (sponsor/operator) 
  -general.................................................................................................................................... 83520-01 
  -per housing project ............................................................................................................. Estate #-20 
 -maintenance contracts (PRHC group homes)  
  -general.................................................................................................................................... 83520-03 
  -per housing project ............................................................................................................. Estate #-23 
 -modernization & improvements/renovations contracts (BCHMC directly managed) 
  -general.................................................................................................................................... 83560-01 
  -per housing project ............................................................................. see ARCS 1060 to 1080 series 
 -modernization and improvements/renovations (sponsor/operator) 
  -general.................................................................................................................................... 83560-01 
  -per housing project ............................................................................................................. Estate #-40 
 -modernization and improvements/renovations (PRHC group homes) 
  -general.................................................................................................................................... 83560-01 
  -per housing project ............................................................................................................. Estate #-40 
 
COOPERATIVE HOUSING PROGRAM 
 -general ......................................................................................................................... 82200-20-COOP 
 -inquiries/interest in housing development or operation ............................................83230-20-municipality 
 -program development and administration......................................................................... 82200-20-COOP 
 -program evaluations/reviews............................................................................................. 82300-20-COOP 



  DDDDD RRRRRR  AAAA FFFFFF TTTTTT 
  DD  DD RR   RR AA  AA FF   TT 
  DD  DD RRRRRR AAAAAA FFFFF   TT 
  DD  DD RR   RR AA  AA FF   TT 
  DDDDD RR   RR AA  AA FF   TT 

 
 
SUBJECT HEADINGS PRIMARY NUMBERS 
 
 

 

G:\data.wp5\ric.dir\orcs\:96/12/04 SCHEDULE 110225 ORCS/BCHMC          INDEX C8  

 -program guidelines  
  -final version ................................................................................................................ 82400-20-COOP 
  -development of and drafts ......................................................................................... 82400-30-COOP 
 -program reports 
  -annual / semi-annual.................................................................................................. 82300-30-COOP 
  -weekly/monthly........................................................................................................... 82300-40-COOP 
 -project development and operation 
  -general...............................................................................................................................83000 series 
  -per housing project ...................................................................................................................Estate # 
 -project proposal 
  -accepted ............................................................................................................................. Estate #-11 
  -rejected.....................................................................................................................................Interim # 
  -submitted (pre-evaluation) .......................................................................................................Interim # 
 -project proposal call (expression of interest) package/phase ...................................................... 83230-04 
 -project proposal evaluation report ................................................................................................. 83230-03 
 
COOPERATIVES 
 (See HOUSING ISSUES) 
 (See HOUSING PROJECTS)   
 (See COOPERATIVE HOUSING PROGRAM) 
 
CORE NEED INCOME THRESHOLDS (CNITS) ................................................................................. 82100-05 
 
CNITS (See CORE NEED INCOME THRESHOLDS) 
 
CROWN LAND 
 -general ..................................................................................................................................... 83300-01 
 -inventory report .............................................................................................................................. 83300-03 
 -policy & procedures ....................................................................................................................... 83300-00 
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DAILY RENT CALCULATION FILES............................................................................................84320-20-date 
 
DAYCARES 
 -general issues................................................................................................................................ 81120-01 
 -issues/reports/studies ..........................................................................................................81120-20-name 
 -on-site licences/leases (housing operations) 
  -general.................................................................................................................................... 83570-01 
  -per housing project ............................................................................................................. Estate #-70 
  -policy and procedures............................................................................................................ 83570-00 
 -policy and procedures.................................................................................................................... 81120-00 
 
DECEASED TENANTS ......................................................................................................................... 84360-04 
 
DECLARATION OF INCOME (APPLICATIONS FOR HOUSING ASSISTANCE) 
 -general ..................................................................................................................................... 84110-01 
  -per applicant/application ......................................................................................................Applicant # 
 -policy and procedures.................................................................................................................... 84110-00 
  
DE-INSTITUTIONALIZATION ISSUES................................................................................................. 81140-04 
 
DEMOGRAPHICS 
 -general ..................................................................................................................................... 81010-01 
 -issues/reports/studies ..........................................................................................................81010-20-name 
 -policy and procedures.................................................................................................................... 81010-00 
 
DEVELOPMENT 
 -as in individual BCHMC directly managed buildings (See HOUSING PROJECTS) 
 -of housing programs 
  -general.................................................................................................................................... 82200-01 
  -per housing program....................................................................................................82200-20-name 
 -of housing projects (See HOUSING PROJECTS) 
 
DEVELOPMENT AGREEMENT ........................................................................................................ Estate #-02 
 
DIRECTLY MANAGED PROPERTIES (BCHMC) 
 (See also HOUSING OPERATIONS) 
 (See also HOUSING PROJECT for more details) 
 -general ..................................................................................................................................... 83510-01 
 -portfolio report ................................................................................................................................ 83510-02 
 -potential buildings/projects for direct management ..................................................83510-20-municipality 
 
DISABLED 
 (See also HOUSING PROGRAMS) 
 (See also HOUSING PROJECTS) 
 -general ..................................................................................................................................... 81140-01  
 -issues/reports/studies ..........................................................................................................81140-20-name 
 -persons with disabilities/special needs ......................................................................................... 81140-01 
 -policy and procedures.................................................................................................................... 81140-00 
 
DISPLAYS 
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 -People,Plants and Homes ............................................................................................................ 84350-04 
 
DISPOSAL 
 -PRHC land 
  -general.................................................................................................................................... 83310-01 
  -per property......................................................................................................................... Estate #-03 
 -sponsor/operator land 
  -general.................................................................................................................................... 83300-01 
  -per property......................................................................................................................... Estate #-03 
 
DOCTORS' LETTERS (APPLICATIONS FOR HOUSING ASSISTANCE) 
 -general ........................................................................................................................................... 84110-01 
  -per applicant/application ......................................................................................................Applicant # 
 -policy and procedures.................................................................................................................... 84110-00 
 
DRAFTS 
 -agreements per housing programs 
  -originals ............................................................................................... see ARCS 0146 to 0154 series 
  -convenience copies for program .................................................................................82200-20-name 
 -agreements per housing projects............................................................................................... Estate #-02 
 -guidelines/procedures per housing programs.....................................................................82400-30-name 
 
DRAWINGS 
 -as-built construction 
  -general.................................................................................................................................... 83100-01 
  -per housing project ............................................................................................................. Estate #-05 
       (microfiche)............................................................................................................................Estate # 
  -policy and procedures............................................................................................................ 83100-00 
 -preliminary construction 
  -general.................................................................................................................................... 83100-01 
  -per housing project (if required).......................................................................................... Estate #-05 
  -policy and procedures............................................................................................................ 83100-00 
 -proposal phase (pre-evaluation) 
  -general.................................................................................................................................... 83230-01 
  -per proposal .............................................................................................................................Interim # 
 -proposal phase (accepted) 
  -general.................................................................................................................................... 83230-01 
  -per accepted proposal ........................................................................................................ Estate #-11 
 -proposal phase (rejected) 
  -general.................................................................................................................................... 83230-01 
  -per rejected proposal ...............................................................................................................Interim # 
 -technical - mechanical/electrical 
  -general.................................................................................................................................... 83100-01 
  -per housing project ............................................................................................................. Estate #-05 
     (microfiche)..............................................................................................................................Estate # 
 
DRUG/ALCOHOL ABUSE (CLIENT GROUP ISSUES) 
 -general ........................................................................................................................................... 81140-01 
 -issues/reports/studies ..........................................................................................................81140-20-name 
 -policy and procedures.................................................................................................................... 81140-00 
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EASEMENTS / RIGHTS-OF-WAY 
 -housing land issues (research and planning) 
  -general.................................................................................................................................... 81230-01 
  -reports/studies..............................................................................................................81230-20-name 
  -policy and procedures............................................................................................................ 81230-00 
 -PRHC land 
  -general.................................................................................................................................... 83310-01 
  -per property......................................................................................................................... Estate #-02 
  -policy and procedures............................................................................................................ 83310-00 
 -sponsor/operator land 
  -general.................................................................................................................................... 83300-01 
  -per housing project ............................................................................................................. Estate #-02 
  -policy and procedures............................................................................................................ 83300-00 
 
ECONOMIC CONDITIONS 
 -general ........................................................................................................................................... 81010-01 
 -issues/reports/studies ..........................................................................................................81010-20-name 
  
EDUCATIONAL SERVICES (TENANT SUPPORT SERVICES) 
 -general ........................................................................................................................................... 84330-01 
  -per applicant/application for support service (accepted) ........................................... 84330-50 series 
  -per applicant/application for support services (pre-evaluation)................................. 84330-40 series 
  -per applicant/application for support services (rejected) ........................................... 84330-60 series 
 -development of.....................................................................................................................84330-30-name 
 -inquiries/interest in tenant support services/programs ................................................................. 84330-20 
 -policy and procedures.................................................................................................................... 84330-00 
 
ELECTRICAL SYSTEMS (See MECHANICAL AND ELECTRICAL SYSTEMS) 
 
ELEVATORS (HOUSING OPERATIONS) 
 -general ........................................................................................................................................... 83550-01 
  -per housing project .................................................................................................. Estate #-60 or -62 
 -policy and procedures.................................................................................................................... 83550-00 
 
EMERGENCY GENERATORS (HOUSING OPERATIONS) 
 -general ........................................................................................................................................... 83550-01 
  -per housing project .................................................................................................. Estate #-60 or -64 
 -policy and procedures.................................................................................................................... 83550-00 
 
EMERGENCY PREPAREDNESS AND RESPONSE PROGRAM............................................. 82200-20-EME 
 (Provincial Government Plan) 
 (See HOUSING PROGRAMS for more details) 
 
EMPLOYMENT SERVICES (TENANT SUPPORT SERVICES) 
 -general ........................................................................................................................................... 84330-01 
  -per applicant/application for support service (accepted) ........................................... 84330-50 series 
  -per applicant/application for support services (pre-evaluation)................................. 84330-40 series 
  -per applicant/application for support services (rejected) ........................................... 84330-60 series 
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 -development of.....................................................................................................................84330-30-name 
 -inquiries/interest in tenant support services/programs ................................................................. 84330-20 
 -policy and procedures.................................................................................................................... 84330-00 
 
ENERGY CONSERVATION PROGRAM (BCHMC DIRECTLY MANAGED)..................................... 83550-07 
 
ENTERPHONES (HOUSING OPERATIONS) 
 -general ........................................................................................................................................... 83550-01 
  -per housing project .................................................................................................. Estate #-60 or -68 
 -policy and procedures.................................................................................................................... 83550-00 
 
ENVIROMENT(AL) - LAND ISSUES 
 -general ........................................................................................................................................... 81230-01 
 -issues/studies/reports ..........................................................................................................81230-20-name 
  -per housing project/land ..................................................................................................... Estate #-03 
 -policy and procedures.................................................................................................................... 81230-00 
 
ENVIROMENTAL SENSITIVITY SYNDROME - CLIENT/TARGET GROUP ISSUES 
 -general ........................................................................................................................................... 81140-01 
 -issues/reports/studies ............................................................................................................81140-20-ESS 
 -policy and procedures.................................................................................................................... 81140-00 
 
ESTATE # (for BCHMC building #, coop #, development #, non-profit project #) 
 (See also HOUSING PROJECT for subject listing) 
 -Estate #-00 (project development general)................................................................................... 83200-20 
 -Estate #-01 (project construction claims)...................................................................................... 83220-20 
 -Estate #-02 (project legal).............................................................................................................. 83400-20 
 -Estate #-03 (PRHC land) .............................................................................................................. 83310-20 
 -Estate #-03 (Sponsor/operator land)............................................................................................. 83300-20 
 -Estate #-04 (project budget & financial statements)..................................................................... 83530-20 
 -Estate #-05 (project construction drawings).................................................................................. 83100-20 
 -Estate #-06 (project tenant annual rent review)............................................................................ 84310-30 
 -Estate #-07 (project photographs)................................................................................................. 83600-20 
 -Estate #-08 (project ceremonies/public relations)......................................................................... 84200-40 
 -Estate #-09 (project construction general) .................................................................................... 83210-20 
 -Estate #-11 (accepted project proposal) ....................................................................................... 83230-40 
 -Estate #-13 (rejected potential land acquisition - PRHC) ............................................................. 83310-40 
 -Estate #-20 (building/property management general) ................................................................. 83520-20 
 -Estate #-22 (groundskeeping) ....................................................................................................... 83520-22 
 -Estate #-23 (PRHC group home maintenance contracts)............................................................ 83520-23 
 -Estate #-24 (building inspections and management reviews)...................................................... 83520-24 
 -Estate #-26 (annual suite/unit inspections) ................................................................................... 83520-26 
 -Estate #-40 (project modernization and improvements plans)..................................................... 83560-20 
 -Estate #-50 (project market rent studies) ...................................................................................... 83540-20 
 -Estate #-60 (project mechanical & electrical systems general).................................................... 83550-20 
 -Estate #-62 (project elevators) ...................................................................................................... 83550-22 
 -Estate #-64 (project emergency generators) ................................................................................ 83550-24 
 -Estate #-65 (project fire protection systems) ................................................................................ 83550-25 
 -Estate #-66 (project HVAC systems) ............................................................................................ 83550-26 
 -Estate #-68 (project security systems) .......................................................................................... 83550-68 
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 -Estate #-70 (project on-site businesses/services) ........................................................................ 83570-20 
 -Estate #-80 (project tenants'associations/programs) ................................................................... 84340-20 
 -Estate #-90 (project urban gardening) (PPH) ............................................................................... 84350-20 
 
EVALUATION 
 -housing programs 
  -general.................................................................................................................................... 82300-01 
  -per housing program....................................................................................................82300-20-name 
  -policy and procedures............................................................................................................ 82300-00 
 -housing project proposals report .................................................................................................. 83230-03 
  -per housing project proposal (accepted)............................................................................ Estate #-11 
  -per housing project proposal (rejected)...................................................................................Interim # 
 
EXECUTIVE COMMITTEE SUBMISSIONS (2nd STAMPED ORIGINAL) 
 (See also ARCS 0102-20-EXCO)  
 -re commitment to the project ...................................................................................................... Estate #-02 
 -re operating budget..................................................................................................................... Estate #-04 
 -re other subject matter.........................................................................................................Estate #-subject 
 -re purchase of land (PRHC) ....................................................................................................... Estate #-02 
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 - F - 
 
FACT SHEET (CMHC) 
 -general ........................................................................................................................................... 83400-01 
  -per housing project ............................................................................................................. Estate #-02 
 
FAMILIES 
 (See also HOUSING PROGRAMS) 
 (See also HOUSING PROJECTS) 
 -general ........................................................................................................................................... 81120-01 
 -issues/reports/studies .........................................................................................................81120-20-name 
 -policy and procedures.................................................................................................................... 81120-00 
 
FEDERAL RESOURCES 
 (See ALLOCATION OF HOUSING) 
  
FENCING (GROUNDSKEEPING) 
 -building/property management/maintenance 
  -general.................................................................................................................................... 83520-01 
  -per housing project .................................................................................................. Estate #-20 or -22 
 -contracts for BCHMC directly managed buildings 
  -general.................................................................................................................................... 83520-01 
  -per housing project ...........................................................................................see ARCS 1065 series 
 -contracts for PRHC group homes 
  -general.................................................................................................................................... 83520-03 
  -per housing project ............................................................................................................. Estate #-23 
 -contracts for sponsor/operator buildings 
  -general.................................................................................................................................... 83520-01 
  -per housing project ............................................................................................................. Estate #-20 
 
FINAL COST AUDIT / RECONCILIATION  
 -general ........................................................................................................................................... 83220-03 
  -per housing project ............................................................................................................. Estate #-01 
 -policy and procedures.................................................................................................................... 83220-00 
 
FINAL LOAN ADVANCE 
 -housing development (construction phase) 
  -general.................................................................................................................................... 83220-01 
  -per housing project ............................................................................................................. Estate #-01 
 
FINANCIAL MANAGEMENT - HOUSING OPERATIONS 
 -general ........................................................................................................................................... 83530-01 
  -per housing project ............................................................................................................. Estate #-04 
 -policy and procedures.................................................................................................................... 83530-00 
 
FINANCIAL REVIEWS - HOUSING OPERATIONS 
 -general ........................................................................................................................................... 83530-01 
 -per housing project ..................................................................................................................... Estate #-04 
 -policy and procedures.................................................................................................................... 83530-00 
 



  DDDDD RRRRRR  AAAA FFFFFF TTTTTT 
  DD  DD RR   RR AA  AA FF   TT 
  DD  DD RRRRRR AAAAAA FFFFF   TT 
  DD  DD RR   RR AA  AA FF   TT 
  DDDDD RR   RR AA  AA FF   TT 

 
 
SUBJECT HEADINGS PRIMARY NUMBERS 
 
 

 

G:\data.wp5\ric.dir\orcs\:96/12/04 SCHEDULE 110225 ORCS/BCHMC        INDEX F2  

FINANCIAL STATEMENTS 
 -BCHMC (audited)...................................................................................................see ARCS 0975-20-year 
 -PRHC (audited)......................................................................................................see ARCS 0975-20-year 
 -sponsors/operators 
  -general.................................................................................................................................... 84200-01 
  -per sponsor/operator ........................................................................................... 84200-30-Sponsor # 
  -policy and procedures............................................................................................................ 84200-00 
 
FINANCING STRATEGIES 
 (See MORTGAGES AND FINANCING) 
 
FIRE ALARMS  
 -fire protection systems maintenance 
  -general.................................................................................................................................... 83550-01 
  -per housing project .................................................................................................. Estate #-60 or -65 
 -fire safety program (BCHMC directly managed) 
  -general.................................................................................................................................... 83550-08 
  -policy and procedures............................................................................................................ 83550-00 
 
FIRE AND SAFETY PROGRAM 
 -BCHMC directly managed 
  -general.................................................................................................................................... 83550-08 
  -per housing project .................................................................................................. Estate #-60 or -65 
  -policy and procedures............................................................................................................ 83550-00 
 
FIRE PROTECTION SYSTEMS MAINTENANCE 
 -housing operations 
  -general.................................................................................................................................... 83550-01 
  -per housing project .................................................................................................. Estate #-60 or -65 
 
FIRST NATIONS PEOPLE 
 (See ABORIGINAL PEOPLES) 
 
FLOORING  
 -building/property management/maintenance 
  -general.................................................................................................................................... 83520-01 
  -per housing project ............................................................................................................. Estate #-20 
 -contracts for BCHMC directly managed  
  -general.................................................................................................................................... 83520-01 
     -per housing project ..................................................................................................... see ARCS 1065 
 -contracts for PRHC group homes 
  -general.................................................................................................................................... 83520-03 
  -per housing project ............................................................................................................. Estate #-23 
 -contracts for sponsor/operator buildings 
  -general.................................................................................................................................... 83520-01 
  -per housing project ............................................................................................................. Estate #-20 
 
FLOOR PLANS (HOUSING DEVELOPMENT AND OPERATIONS) 
 -general ........................................................................................................................................... 83100-01 
  -per housing project ............................................................................................................. Estate #-05 
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FORM LETTERS/NOTICES 
 -applicants  
  -general.................................................................................................................................... 84100-03 
  -per applicant/application for housing assistance ................................................................Applicant # 
  -per form letter/notice (forms management)......................................................see ARCS 0285 series 
 -tenants 
  -general.................................................................................................................................... 84300-03 
  -per form letter/notice (forms management)......................................................see ARCS 0285 series 
  -per tenant ...................................................................................................................... Estate #-Line # 
  -per tenant (ARP) .............................................................................................................. Tenant name 
 
FORMER TENANTS (See VACATED TENANTS) 
 
FORUMS (URBAN GARDENING)........................................................................................................ 84350-09  
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 - G - 
 
GARDEN COMPETITIONS (PPH)........................................................................................................ 84350-08 
 
GARDEN FORUMS/PARTIES (PPH) ................................................................................................... 84350-09 
 
GARDENING PROGRAM 
 -general ........................................................................................................................................... 84350-01 
  -per housing project ............................................................................................................. Estate #-90 
 -competitions ................................................................................................................................... 84350-08 
 -displays  
  -general.................................................................................................................................... 84350-04 
  -per housing project ............................................................................................................. Estate #-90 
 -forums/parties ................................................................................................................................ 84350-09 
 -greenhouses  
  -general.................................................................................................................................... 84350-05 
  -per housing project ............................................................................................................. Estate #-90 
 -photographs/slides 
  -general.................................................................................................................................... 84350-01 
  -per housing project ............................................................................................................. Estate #-07 
  -register....................................................................................................................see ARCS 0334-05 
 -plant material selection/orders/distribution 
  -general.................................................................................................................................... 84350-06 
  -per housing project ............................................................................................................. Estate #-90 
 -policy and procedures.................................................................................................................... 84350-00 
 -programming 
  -general.................................................................................................................................... 84350-07 
  -per housing project ............................................................................................................. Estate #-90 
 
GARDEN SUITES (FOR SENIORS) 
 (See also HOUSING PROGRAMS) 
 (See also HOUSING PROJECTS) 
 -general ........................................................................................................................................... 81150-01 
 -issues/reports/studies ..........................................................................................................81150-20-name 
 -policy and procedures.................................................................................................................... 81150-00 
  
GOODS AND SERVICES TAX (See GST) 
 
GOVERNMENT OPERATED RENTAL HOUSING (See PUBLIC HOUSING) 
 
GOVERNMENT SUBSIDIZED HOUSING REPORT/LISTING............................................................ 81260-02 
 
GRANNY FLATS (SENIORS) 
 (See also HOUSING PROGRAMS) 
 (See also HOUSING PROJECTS) 
 -general ........................................................................................................................................... 81150-01 
 -issues/reports/studies .........................................................................................................81150-20-name 
 -policy and procedures.................................................................................................................... 81150-00 
 
GRANTS 
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 -Community housing initiatives 
  -general.................................................................................................................................... 84210-01 
  -applications (accepted)............................................................................................... 84210-40 series 
  -applications (submitted - pre-evaluation) ................................................................... 84210-30 series 
  -applications (rejected)................................................................................................. 84210-50 series 
  -inquiries/interest in applying for grants.................................................................................. 84210-20 
 
  -policy and procedures............................................................................................................ 84210-00 
  -proposal phase/package ....................................................................................................... 84210-03 
 -housing issues (subsidies/assistance) ....................................................................................81290 series 
 -Tenant associations (TAG) 
  -general.................................................................................................................................... 84340-04 
  -per tenant association......................................................................................................... Estate #-80 
  -policy and procedures............................................................................................................ 84340-00 
 
GREENHOUSES 
 -People,Plants and Homes Program 
  -general.................................................................................................................................... 84350-05 
  -per housing project ............................................................................................................. Estate #-90 
 
GROUNDBREAKING CEREMONIES (SPONSOR/OPERATOR) 
 -general ........................................................................................................................................... 84200-01 
  -per housing project ............................................................................................................. Estate #-08 
 -policy and procedures.................................................................................................................... 84200-00 
 
GROUNDSKEEPING / LANDSCAPING  
 -BCHMC directly managed properties 
  -general.................................................................................................................................... 83520-16 
  -per housing project .................................................................................................. Estate #-20 or -22 
 
GROUP HOMES 
 (See also HOUSING PROGRAMS) 
 (See also HOUSING PROJECTS) 
 -general ........................................................................................................................................... 81140-01 
 -caregivers 
  -agreements per housing project......................................................................................... Estate #-02 
  -issues/reports/studies (client/target group issues)......................................................81140-20-name 
 -issues/reports/studies ..........................................................................................................81140-20-name 
 -PRHC group home portfolio report................................................................................................ 83580-02 
 
GST (HOUSING OPERATIONS AND DEVELOPMENT) 
 -promissory notes (copy) 
  -general.................................................................................................................................... 83220-01 
  -per housing project ............................................................................................................. Estate #-02 
  -policy and procedures............................................................................................................ 83220-00 
 -promissory notes (original) ................................................................................... see ARCS 1130-20-GST 
 
GUIDELINES 
 -housing programs 
  -general.................................................................................................................................... 82400-01 
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  -per housing program (final version).............................................................................82400-20-name 
  -development of.............................................................................................................82400-30-name 
  -policy and procedures............................................................................................................ 82400-00 
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 - H - 
 
HALFWAY HOUSES 
 (See also HOUSING PROGRAMS) 
 (See also HOUSING PROJECTS) 
 -general ........................................................................................................................................... 81140-01 
 -housing/client issues/reports/studies ..................................................................................81140-20-name 
 -policy and procedures.................................................................................................................... 81140-00 
 
HASI (HOME ADAPTATIONS FOR SENIORS INDEPENDENCE) PROGRAM ...........................82000 series 
 (See HOUSING PROGRAMS) 
 (See HOUSING PROJECTS) 
 
HEALTH (HOUSING & CLIENT/TARGET GROUP ISSUES) 
 -general ........................................................................................................................................... 81140-01 
 -caregivers.............................................................................................................................81140-20-name 
  -agreements per group home .............................................................................................. Estate #-02 
 -environmental sensitivity syndrome ......................................................................................81140-20-ESS 
 -issues/reports/studies ..........................................................................................................81140-20-name 
 -persons with special needs/disabilities ...............................................................................81140-20-name 
 -policy and procedures.................................................................................................................... 81140-00 
 
HEATING 
 (See also HVAC) 
 -allowance rates (rent calculation).................................................................................................. 84320-06 
 
HERITAGE SITES 
 -general ........................................................................................................................................... 81280-01 
 -issues/reports/studies ..........................................................................................................81280-20-name 
 -policy and procedures.................................................................................................................... 81280-00 
 
HIV/AIDS (PERSONS WITH) (SPECIAL NEEDS/DISABILITIES) 
 (See also HOUSING PROGRAMS) 
 (See also HOUSING PROJECTS) 
 -general ........................................................................................................................................... 81140-01 
 -issues/reports/studies ..........................................................................................................81140-20-name 
 -policy and procedures.................................................................................................................... 81140-00 
 
HOMELESS/NESS 
 (See also HOUSING PROGRAMS) 
 (See also HOUSING PROJECTS) 
 -general ........................................................................................................................................... 81130-01 
 -issues/reports/studies ..........................................................................................................81130-20-name 
 -persons with special needs/disabilities (general).......................................................................... 81140-01 
 -policy and procedures.................................................................................................................... 81130-00 
 
HOMEOWNER HOUSING ISSUES 
 (See MARKET (FOR PROFIT) HOUSING) .............................................................................81240 series 
 (See NON-PROFIT HOUSING) ................................................................................................81260 series 
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HOMES BC HOUSING PROGRAM..........................................................................................82200-20-HOME 
 (See also HOUSING PROGRAMS for more details) 
 
HOMESHARING (SENIORS ISSUES) .......................................................................................81150-20-name 
 
HOSPICES (SPECIAL PURPOSE HOUSING) 
 (See also HOUSING PROGRAMS) 
 (See also HOUSING PROJECTS) 
 -general ........................................................................................................................................... 81140-01 
 -issues/reports/studies ..........................................................................................................81140-20-name 
 -persons with special needs/disabilities (general).......................................................................... 81140-01 
 -policy and procedures.................................................................................................................... 81140-00 
 
HOUSING ALLOCATION 
 -applicants for housing assistance 
  -general.................................................................................................................................... 84120-01 
  -over-housed issues................................................................................................................ 84120-08 
  -policy and procedures............................................................................................................ 84120-00 
  -under-housed issues ............................................................................................................. 84120-09 
 -federal/provincial funding/resources 
  -general.................................................................................................................................... 81210-01 
  -issues/reports/studies .................................................................................................81210-20-name 
  -policy and procedures............................................................................................................ 81210-00 
 
HOUSING CRITERIA CHECKLIST 
 -development phase 
  -general.................................................................................................................................... 83200-01 
  -per housing project ........................................................................................................ Project/ID#-00 
 
HOUSING DEVELOPMENT AND OPERATIONS 
 (See HOUSING DEVELOPMENT PHASE) 
 (See HOUSING OPERATIONS PHASE) 
 -general ........................................................................................................................................... 83000-01 
 -housing projects listing (HPL)........................................................................................................ 83000-02 
 -policy and procedures.................................................................................................................... 83000-00 
 
HOUSING DEVELOPMENT PHASE 
 (See also HOUSING PROJECT for more details) 
 -general ........................................................................................................................................... 83200-01 
 -accepted project proposal 
  -general.................................................................................................................................... 83230-01 
  -per housing project ............................................................................................................. Estate #-11 
 -annual housing project commitment summary (SHAM)............................................................... 83200-03 
 -commitment 
  -general.................................................................................................................................... 83400-01 
  -per housing project ............................................................................................................. Estate #-02 
 -conditional unit allocation 
  -general.................................................................................................................................... 83400-01 
  -per housing project ............................................................................................................. Estate #-02 
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 -construction claims 
  -general.................................................................................................................................... 83220-01 
  -per housing project ............................................................................................................. Estate #-01 
 -construction drawings (as-built) 
  -general.................................................................................................................................... 83100-01 
  -per housing project ............................................................................................................. Estate #-05 
   (microfiche)......................................................................................................................Estate # 
 -construction drawings (preliminary) 
  -general.................................................................................................................................... 83100-01 
  -per housing project ............................................................................................................. Estate #-05 
 -construction (general) 
  -general.................................................................................................................................... 83210-01 
  -per housing project ............................................................................................................. Estate #-09 
 -expression of interest (proposal call) package ............................................................................. 83230-04 
 -housing project listing (HPL).......................................................................................................... 83000-02 
 -inquiries/interests from public 
  -general.................................................................................................................................... 83230-20 
  -per municipality ..................................................................................................83230-20-municipality 
 -land - PRHC 
  -general.................................................................................................................................... 83310-01 
  -per PRHC property ............................................................................................................. Estate #-03 
  -potential acquisition .................................................................................................83310-30-address 
  -potential acquisition rejected ...................................................................................83310-40-address 
  -PRHC properties listing (PPL) ............................................................................................... 83310-02 
 -photographs 
  -general.................................................................................................................................... 83600-01 
  -per housing project ............................................................................................................. Estate #-07 
 -policy and procedures.................................................................................................................... 83200-00 
 -potential housing 
  -general.................................................................................................................................... 83230-01 
  -policy and procedures............................................................................................................ 83230-00 
 -PRHC properties listing (PPL)....................................................................................................... 83310-02 
 -project development  
  -general.................................................................................................................................... 83200-01 
  -per housing project ............................................................................................................. Estate #-00 
  -policy and procedures............................................................................................................ 83200-00 
 -project proposal (accepted) 
  -general.................................................................................................................................... 83230-01 
  -per housing project ............................................................................................................. Estate #-11 
  -policy and procedures............................................................................................................ 83230-00 
 -project proposal (rejected) 
  -general.................................................................................................................................... 83230-01 
  -per rejected proposal ...............................................................................................................Interim # 
 -project proposal (submitted pre-evaluation) 
  -general.................................................................................................................................... 83230-01 
  -per proposal .............................................................................................................................Interim # 
 -proposal call (expression of interest) package ............................................................................. 83230-04 
 -proposals evaluation report ........................................................................................................... 83230-03 
 -social housing activity matrix (SHAM)........................................................................................... 83200-03 
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HOUSING ISSUES 
 (See also HOUSING PROGRAMS) 
 (See also HOUSING PROJECTS) 
 -general ........................................................................................................................................... 81200-01 
 -allocation of housing 
  -general.................................................................................................................................... 81210-01 
  -issues/reports/studies ..................................................................................................81210-20-name 
  -policy and procedures............................................................................................................ 81210-00 
 -construction 
  -general.................................................................................................................................... 81220-01 
  -BCHMC specifications ........................................................................................................... 83100-03 
  -issues/reports/studies ..................................................................................................81220-20-name 
  -policy and procedures............................................................................................................ 81220-00 
 -land 
  -general.................................................................................................................................... 81230-01 
  -crown land inventory report ................................................................................................... 83300-03 
  -issues/reports/studies ..................................................................................................81230-20-name 
  -policy and procedures............................................................................................................ 81230-00 
 -market (for profit) housing 
  -general.................................................................................................................................... 81240-01 
  -issues/reports/studies ..................................................................................................81240-20-name 
  -policy and procedures............................................................................................................ 81240-00 
 -mortgages and financing 
  -general.................................................................................................................................... 81250-01 
  -issues/reports/studies ..................................................................................................81250-20-name 
  -policy and procedures............................................................................................................ 81250-00 
 -non-profit housing 
  -general.................................................................................................................................... 81260-01 
  -government subsidized housing report/listing....................................................................... 81260-02 
  -issues/reports/studies ..................................................................................................81260-20-name 
  -policy and procedures............................................................................................................ 81260-00 
 -policy and procedures.................................................................................................................... 81200-00 
 -rent scale 
  -general.................................................................................................................................... 81270-01 
  -BC rent scale.......................................................................................................................... 81270-03 
  -issues/reports/studies ..................................................................................................81270-20-name 
  -policy and procedures............................................................................................................ 81270-00 
 -rural housing 
  -general.................................................................................................................................... 81280-04 
  -issues/reports/studies ..................................................................................................81280-20-name 
  -policy and procedures............................................................................................................ 81280-00 
 -subsidies/assistance    
  -general.................................................................................................................................... 81290-01 
  -issues/reports/studies ..................................................................................................81290-20-name 
  -policy and procedures............................................................................................................ 81290-00 
 -urban housing 
  -general.................................................................................................................................... 81280-05 
  -issues/reports/studies ..................................................................................................81280-20-name 
  -policy and procedures............................................................................................................ 81280-00 
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HOUSING LAND (See LAND) 
 
HOUSING LEGAL (See LEGAL) 
 
HOUSING OPERATIONS PHASE 
 (See also HOUSING PROJECT for more details) 
 -general ........................................................................................................................................... 83500-01 
 -BCHMC directly managed housing portfolio 
  -general.................................................................................................................................... 83510-01 
  -appliance replacement program............................................................................................ 83550-04 
  -building maintenance system (BMS)..................................................................................... 83510-05 
  -cablevision service (phase-out)............................................................................................. 83550-06 
  -energy conservation program................................................................................................ 83550-07 
  -fire and safety program.......................................................................................................... 83550-08 
  -life safety program.................................................................................................................. 83550-08 
  -people,plants and homes program...................................................................................84350 series 
  -pet management .................................................................................................................... 83520-09 
  -policy and procedures............................................................................................................ 83510-00 
  -portfolio report ........................................................................................................................ 83510-02 
  -re-cycling program ................................................................................................................. 83520-11 
  -risk management ................................................................................................................... 83510-10 
     (insurance).......................................................................................................see ARCS 0450 series  
 -budget and financial statements 
  -general.................................................................................................................................... 83530-01 
  -per housing project ............................................................................................................. Estate #-04 
 -building management/maintenance general 
  -general.................................................................................................................................... 83520-01 
  -per housing project ............................................................................................................. Estate #-20 
 -building maintenance profile book................................................................................................. 83520-02 
 -capital maintenance 
  -general.................................................................................................................................... 83560-01 
  -budget............................................................................................................. see ARCS 1000 to 1025 
  -inventory (annual update) ...................................................................................................... 83560-02 
  -monthly reports ...................................................................................................................... 83560-04 
  -plan......................................................................................................................................... 83560-03 
 -contracts (maintenance) - BCHMC directly managed portfolio 
  -general.................................................................................................................................... 83520-01 
  -per housing project ........................................................................................ see ARCS 1060 to 1080 
 -contracts (maintenance) - PRHC group home portfolio 
  -general.................................................................................................................................... 83520-03 
  -per housing project ............................................................................................................. Estate #-23 
 -contracts (maintenance) - sponsor/operator portfolio 
  -general.................................................................................................................................... 83520-01 
  -per housing project ............................................................................................................. Estate #-20 
 -elevators 
  -general.................................................................................................................................... 83550-01 
  -per housing project .................................................................................................. Estate #-60 or -62 
 -emergency generators 
  -general.................................................................................................................................... 83550-01 
  -per housing project ................................................................................................... Estate #-60 or-64 
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 -fire protection systems 
  -general.................................................................................................................................... 83550-01 
  -per housing project .................................................................................................. Estate #-60 or -65 
 -groundskeeping/landscaping 
  -general.................................................................................................................................... 83520-01 
  -per housing project .................................................................................................. Estate #-20 or -22 
 -HVAC systems 
  -general.................................................................................................................................... 83550-01 
  -per housing project .................................................................................................. Estate #-60 or -66 
 -inspections (building/site) 
  -general.................................................................................................................................... 83520-01 
  -per housing project ............................................................................................................. Estate #-24 
 -inspections - annual (suite/unit) 
  -general.................................................................................................................................... 83520-01 
  -per housing project ............................................................................................................. Estate #-26 
 -landscaping/groundskeeping 
  -general.................................................................................................................................... 83520-01 
  -per housing project .................................................................................................. Estate #-20 or -22 
 -management reviews 
  -general.................................................................................................................................... 83520-01 
  -per housing project ............................................................................................................. Estate #-24 
  -sponsor/operator review ...................................................................................... 84200-30-Sponsor # 
 -market rents & studies 
  -general.................................................................................................................................... 83540-01 
  -per housing project ............................................................................................................. Estate #-50 
 -mechanical and electrical systems (general)  
  -general.................................................................................................................................... 83550-01 
  -per housing project ............................................................................................................. Estate #-60 
 -modernization & improvements/renovations plans 
  -general.................................................................................................................................... 83560-01 
  -per housing project ............................................................................................................. Estate #-40 
 -on-site businesses and services 
  -general.................................................................................................................................... 83570-01 
  -per housing project ............................................................................................................. Estate #-70 
 -pet registries 
  -general.................................................................................................................................... 83520-01 
  -per housing project ............................................................................................................. Estate #-20 
 -PRHC group home portfolio 
  -general.................................................................................................................................... 83580-01 
  -policy and procedures............................................................................................................ 83580-00 
  -portfolio report ........................................................................................................................ 83580-02 
 -property management/maintenance general 
  -general.................................................................................................................................... 83520-01 
  -per housing project ............................................................................................................. Estate #-20 
 -replacement reserve 
  -general.................................................................................................................................... 83560-05 
  -per housing project ............................................................................................................. Estate #-04 
 -security systems 
  -general.................................................................................................................................... 83550-01 
  -per housing project .................................................................................................. Estate #-60 or -68 
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HOUSING PROGRAMS 
 -general ........................................................................................................................................... 82000-01 
  -per program (BCHMC involvment)..............................................................................82200-20-name 
  -per program (non-BCHMC involvment) ......................................................................82100-20-name 
 -administration of 
  -general.................................................................................................................................... 82200-01 
  -per program..................................................................................................................82200-20-name 
  -policy and procedures............................................................................................................ 82200-00 
 -agreements 
  -general.................................................................................................................................... 82200-01 
  -per agreement (original) ................................................................................ see ARCS 0146 to 0154 
  -per agreement (convenience copy)........................................................................ 82200-20-program 
 -agreements register/listing............................................................................................. see ARCS 0146-02 
 -audit 
  -general.................................................................................................................................... 82300-01 
  -per audit (original & all working papers)...........................................................see ARCS 0975 series 
  -per audit (convenience copy) ................................................................................ 82300-20-program 
  -policy and procedures............................................................................................................ 82300-00 
 -core need income thresholds (CNITS).......................................................................................... 82100-05 
 -development of  
  -general.................................................................................................................................... 82200-01 
  -per program............................................................................................................. 82200-20-program 
  -policy and procedures............................................................................................................ 82200-00 
 -evaluation 
  -general.................................................................................................................................... 82300-01 
  -per program............................................................................................................. 82300-20-program 
  -policy and procedures............................................................................................................ 82300-00 
 -guidelines/procedures (final)  
  -general.................................................................................................................................... 82400-01 
  -per program..................................................................................................................82400-20-name 
  -policy and procedures............................................................................................................ 82400-00 
 -guidelines/procedures (development of and drafts) 
  -general.................................................................................................................................... 82400-01 
  -per program..................................................................................................................82400-30-name 
  -policy and procedures............................................................................................................ 82400-00 
 -listing .............................................................................................................................................. 82100-02 
 -maximum unit prices (MUPS)........................................................................................................ 82100-04 
 -monitoring 
  -general.................................................................................................................................... 82300-01 
  -per program..................................................................................................................82300-20-name 
  -policy and procedures............................................................................................................ 82300-00 
 -not involving BCHMC 
  -general.................................................................................................................................... 82100-01 
  -per program..................................................................................................................82100-20-name 
  -policy and procedures............................................................................................................ 82100-00 
 -policy and procedures.................................................................................................................... 82000-00 
 -potential 
  -general.................................................................................................................................... 82200-01 
  -per program..................................................................................................................82200-20-name 
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  -policy and procedures............................................................................................................ 82200-00 
 -program reference manual ............................................................................................................ 82100-06 
 -proposed 
  -general.................................................................................................................................... 82200-01 
  -per program ................................................................................................................ 82200-20-name 
  -policy and procedures............................................................................................................ 82200-00 
 -reference manual ........................................................................................................................... 82100-06 
 -register/listing ................................................................................................................................. 82100-02 
 -reports (annual/semi-annual) 
  -general.................................................................................................................................... 82300-01 
  -per program............................................................................................................. 82300-30-program 
  -policy and procedures............................................................................................................ 82300-00 
 -reports (monthly/weekly) 
  -general.................................................................................................................................... 82300-01 
  -per program............................................................................................................. 82300-40-program 
  -policy and procedures............................................................................................................ 82300-00 
 -reports (one-time or special) 
  -general.................................................................................................................................... 82300-01 
  -per program............................................................................................................. 82300-20-program 
  -policy and procedures............................................................................................................ 82300-00 
 -review 
  -general.................................................................................................................................... 82300-01 
  -per program............................................................................................................. 82300-20-program 
  -policy and procedures............................................................................................................ 82300-00 
 -social housing annual reviews (SHAR)......................................................................................... 82300-02 
 -social housing plan ........................................................................................................................ 82100-03 
 -submissions for proposed 
  -general.................................................................................................................................... 82200-01 
  -per program..................................................................................................................82200-20-name 
  -policy and procedures............................................................................................................ 82200-00 
 -3 year social housing plan ............................................................................................................. 82100-03 
 
HOUSING PROJECT 
 -accepted proposal....................................................................................................................... Estate #-11 
 -agreements (operating,operator, etc.)........................................................................................ Estate #-02 
 -air-conditioning systems maintenance............................................................................ Estate #-60 or -66 
 -appraisal (property)..................................................................................................................... Estate #-03 
 -as-built drawings ......................................................................................................................... Estate #-05 
  (microfiche).................................................................................................................................Estate # 
 -boilers maintenance......................................................................................................... Estate #-60 or -66 
 -budget and financial statements................................................................................................. Estate #-04 
 -building management/maintenance general.............................................................................. Estate #-20 
 -cameras (for security systems) ....................................................................................... Estate #-60 or -68 
 -commitment letters (CMHC,PDF,BCHMC)................................................................................ Estate #-02 
 -ceremonies (groundbreaking/opening) ...................................................................................... Estate #-08 
 -contracts (development phase) .................................................................................................. Estate #-09 
 -contracts (maintenance) BCHMC directly managed ............................................ see ARCS 1060 to 1080 
 -contracts (maintenance) PRHC group homes .......................................................................... Estate #-23 
 -contracts (maintenance) Sponsor/operator ............................................................................... Estate #-20 
 -contracts (project modernization & improvements) ................................................................... Estate #-40 
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 -construction claims (development phase).................................................................................. Estate #-01 
 -construction drawings ................................................................................................................. Estate #-05 
 -construction general (development phase)................................................................................ Estate #-09 
 -development general .................................................................................................................. Estate #-00 
 -elevators maintenance..................................................................................................... Estate #-60 or -62 
 -emergency generators maintenance .............................................................................. Estate #-60 or -64 
 -electrical/mechanical systems maintenance general ................................................................ Estate #-60 
 -evaluation (proposal) - accepted ................................................................................................ Estate #-11 
 -evaluation (proposal) - rejected.......................................................................................................Interim # 
 -enterphones maintenance............................................................................................... Estate #-60 or -68 
 -financial statements and budget................................................................................................. Estate #-04 
 -fire protection systems maintenance............................................................................... Estate #-60 or -65 
 -ground-breaking ceremony ........................................................................................................ Estate #-08 
 -groundskeeping/landscaping maintenance .................................................................... Estate #-20 or -22 
 -heating systems maintenance......................................................................................... Estate #-60 or -66 
 -HVAC systems maintenance........................................................................................... Estate #-60 or -66 
 -inspection (building) .................................................................................................................... Estate #-24 
 -inspections annual (suite/unit) .................................................................................................... Estate #-26 
 -key distribution/control ..................................................................................................... Estate #-60 or -68 
 -landscaping/groundskeeping maintenance .................................................................... Estate #-20 or -22 
 -land ............................................................................................................................................. Estate #-03 
 -lease (non-PRHC) ...................................................................................................................... Estate #-02 
 -lease (PRHC).............................................................................................................................. Estate #-02 
 -legal documents.......................................................................................................................... Estate #-02 
 -management review .................................................................................................................. Estate #-24 
 -market rent study ........................................................................................................................ Estate #-50 
 -mechanical/electrical systems maintenance general ................................................................ Estate #-60 
 -modernization and improvements/renovations plans ................................................................ Estate #-40 
 -monitoring agencies (fire protection)............................................................................... Estate #-60 or -65 
 -mortgage documents (non-PRHC) ............................................................................................ Estate #-02 
 -mortgage documents (PRHC).................................................................................................... Estate #-02 
 -on-site businesses and services ................................................................................................ Estate #-70 
 -opening ceremony ...................................................................................................................... Estate #-08 
 -operating agreement................................................................................................................... Estate #-02 
 -operator agreement .................................................................................................................... Estate #-02 
 -People,Plants & Homes ............................................................................................................. Estate #-90 
 -pet registry................................................................................................................................... Estate #-20 
 -photographs ................................................................................................................................ Estate #-07 
 -potential/proposed (pre evaluation).................................................................................................Interim # 
 -preliminary drawings (pre as-built) ............................................................................................. Estate #-05 
 -preliminary drawings (proposal phase) ...........................................................................................Interim # 
 -PRHC land .................................................................................................................................. Estate #-03 
 -promissory notes (copy) ............................................................................................................. Estate #-02 
 -promissory notes (original) ...........................................................................................see ARCS 1130-20- 
 -property management/maintenance general ............................................................................. Estate #-20 
 -proposal development fund (application) ................................................................................... Estate #-01 
 -proposal development fund commitment ................................................................................... Estate #-02 
 -rejected proposal .............................................................................................................................Interim # 
 -security systems maintenance ........................................................................................ Estate #-60 or -68 
 -sprinklers (fire protection) maintenance.......................................................................... Estate #-60 or -65 
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 -submitted proposal (pre evaluation)................................................................................................Interim # 
 -suite/unit inspections (annual) .................................................................................................... Estate #-26 
 -suite/unit inspections (tenant move-in/move-out) ................................................................ Estate #-Line # 
  -per tenant (ARP) .............................................................................................................. Tenant name 
 -tenants................................................................................................................................... Estate #-Line # 
  -per tenant (ARP) .............................................................................................................. Tenant name 
 -tenant annual rent review ........................................................................................................... Estate #-06 
 -tenants association/programs .................................................................................................... Estate #-80 
 -tenants urban gardening program .............................................................................................Estate #-90 
 -ventilation systems maintenance .................................................................................... Estate #-60 or -66 
 
HOUSING PROJECT LISTING (HPL) .................................................................................................. 83000-02 
 
HOUSING REGISTRIES (COMMUNITY HOUSING INITIATIVE) 
 -general ........................................................................................................................................... 84210-02 
 -applications/proposals for grant 
  -accepted ..................................................................................................................... 84210-40 series 
  -rejected........................................................................................................................ 84210-50 series 
  -submitted (pre-evaluation) .......................................................................................... 84210-30 series 
 -development and administration of registry 
  -general.................................................................................................................................... 84210-02 
  -per registry ...................................................................................................................84210-25-name 
 -grant proposal phase ..................................................................................................................... 84210-03 
 -inquiries/interest in ........................................................................................................................ 84210-20 
 -policy and procedures.................................................................................................................... 84210-00 
 -wheelchair accessible housing stock 
  -general.................................................................................................................................... 84210-02 
  -development of.............................................................................................................84210-25-name 
  
HOUSING REPORTS/STUDIES (See subject of report/study) 
 
HOUSING STOCK 
 -wheelchair accessible housing registry 
  -general.................................................................................................................................... 84210-02 
  -agreement ....................................................................................................................84210-25-name 
  -development of.............................................................................................................84210-25-name 
 
HVAC SYSTEMS 
 -housing operations 
  -general.................................................................................................................................... 83550-01 
  -per housing project .................................................................................................. Estate #-60 or -66 
  -policy and procedures............................................................................................................ 83550-00 
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 - I - 
 
ID #  
 (See Estate #) 
 (See HOUSING PROJECT for subject listing) 
 
IMPUTTED RATE OF RETURN 
 -tenants - rent calculation................................................................................................................ 84320-04 
 
INCIDENT REPORTS 
 -originals (all) ..............................................................................................................see ARCS 0450 series 
  -copy (to appropriate subject file) 
 -copy (if it applies to housing project development and/or operation) 
  -per housing project ............................................................................................................. Estate #-28 
 
INCOME FROM ASSETS 
 -rent calculation 
  -general.................................................................................................................................... 84320-04 
  -per tenant ....................................................................................................................... Estate #-line # 
  -per tenant (ARP) .............................................................................................................. Tenant name 
 
INDENTURES (MORTGAGE) 
 -sponsor/operator  
  -general.................................................................................................................................... 83400-01 
  -per housing project ............................................................................................................. Estate #-02 
 -PRHC  
  -general.................................................................................................................................... 83310-01 
  -per PRHC property ............................................................................................................. Estate #-02 
 
INFORMATIONAL SERVICES/SESSIONS (SPONSORS/OPERATORS) 
 -general ........................................................................................................................................... 84220-01 
  -per information session/workshop...............................................................................84220-20-name 
 -policy and procedures.................................................................................................................... 84220-00 
 
INQUIRIES/INTERESTS  
 (See also subject of inquiry) 
 -community housing initiatives........................................................................................................ 84210-20 
 -housing assistance (applying for housing).................................................................................... 84110-20 
 -miscellaneous from the public ............................................................................................ see ARCS 0320 
 -potential housing development or operations 
  -general.................................................................................................................................... 83230-20 
  -per municipality ..................................................................................................83230-20-municipality 
 -tenant support services.................................................................................................................. 84330-20 
 
INSPECTIONS 
 -building (housing operations phase) 
  -general.................................................................................................................................... 83520-01 
  -per housing project ............................................................................................................. Estate #-24 
  -policy and procedures............................................................................................................ 83520-00 
 -construction phase 
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  -general.................................................................................................................................... 83210-01 
  -per housing project ............................................................................................................ Estate #-09 
  -policy and procedures............................................................................................................ 83210-00 
 -suite/unit (annual) 
  -general.................................................................................................................................... 83520-01 
  -per housing project ............................................................................................................. Estate #-26 
  -policy and procedures............................................................................................................ 83520-00 
 -suite/unit (tenant move-in and move-out) 
  -general.................................................................................................................................... 84310-01 
  -per tenant ...................................................................................................................... Estate #-Line # 
  -per tenant (ARP) .............................................................................................................. Tenant name 
  -policy and procedures............................................................................................................ 84310-00 
 
INTEREST ADJUSTMENT DATE (HOUSING DEVELOPMENT PHASE) 
 -details for construction claims 
  -general.................................................................................................................................... 83220-01 
  -per housing project ............................................................................................................. Estate #-01 
 
INTEREST RATES (CMHC) 
 -general ........................................................................................................................................... 81250-01 
 -mortgages and financing issues..........................................................................................81250-20-name 
 -policy and procedures.................................................................................................................... 81250-00 
 
INTEREST RATES WRITEDOWNS (See SUBSIDIES/ASSISTANCE - HOUSING ISSUES) 
   
INTERIM NUMBER (PROPOSED HOUSING PROJECTS) 
 -general ........................................................................................................................................... 83230-01 
 -accepted project proposal 
  -general.................................................................................................................................... 83230-01 
  -per accepted proposal ........................................................................................becomes Estate #-11 
 -rejected project proposal 
  -general.................................................................................................................................... 83230-01 
  -per rejected proposal ................................................................................................ remains Interim # 
 -policy and procedures.................................................................................................................... 83230-00 
 -submitted housing project proposal (pre evaluation) 
  -general.................................................................................................................................... 83230-01 
  -per submitted proposal (pre-evaluation) .................................................................................Interim # 
 
INTERMEDIATE CARE  
 (See also HOUSING PROGRAMS) 
 (See also HOUSING PROJECTS) 
 -seniors  
  -general.................................................................................................................................... 81150-01 
  -issues/reports/studies ..................................................................................................81150-20-name 
  -policy and procedures............................................................................................................ 81150-00 
   
ISSUES 
 (See CLIENT/TARGET GROUPS) 
 (See HOUSING ISSUES) 
 (See subject of issue) 
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 -issue paper for ministry (see subject) 
  (cross-reference copy to) ..............................................................................................  ARCS 0280-40 
 -tenants............................................................................................................................... 84300-20-subject 
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 - J - 
 
JANITORIAL STANDARDS/SERVICES - HOUSING OPERATIONS 
 -BCHMC standards/services .......................................................................................................... 83520-12 
 -supplies & equipment ............................................................................................see ARCS 0700-20-JAN 
 -building/property management 
  -general.................................................................................................................................... 83520-12 
  -per housing project ............................................................................................................. Estate #-20 
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 - K - 
 
KEY DISTRIBUTION/CONTROL (HOUSING OPERATIONS) 
 -security systems 
  -general.................................................................................................................................... 83550-01 
  -per housing project .................................................................................................. Estate #-60 or -68 
  -policy and procedures............................................................................................................ 83550-00 
 
KIDSMART (RED CROSS) EMPLOYMENT PROGRAM (TENANT SUPPORT SERVICES) 
 -general ................................................................................................................................ 84330-30-STEP 
 -applicants/applications (accepted) ...........................................................................84330-50-STEP series 
 -applicants/applications (pre-evaluation)...................................................................84330-40-STEP series 
 -applicants/applications (rejected) .............................................................................84330-60-STEP series 
 -development of.................................................................................................................... 84330-30-STEP 
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 - L - 
 
LAND 
 -general ........................................................................................................................................... 83300-01 
 -general (PRHC) ............................................................................................................................. 83310-01 
 -acquisition by PRHC 
  -general.................................................................................................................................... 83310-01 
  -per PRHC property ............................................................................................................. Estate #-03 
  -policy and procedures............................................................................................................ 83310-00 
 -Crown land inventory report .......................................................................................................... 83300-03 
 -disposal by PRHC 
  -general.................................................................................................................................... 83310-01 
  -per PRHC property ............................................................................................................. Estate #-03 
  -policy and procedures............................................................................................................ 83310-00 
 -environmental study 
  -per housing project/land ..................................................................................................... Estate #-03 
 -lease (PRHC) 
  -general.................................................................................................................................... 83310-01 
  -per PRHC property ............................................................................................................. Estate #-02 
 -PRHC properties listing (PPL)....................................................................................................... 83310-02 
 -potential acquisition by PRHC 
  -general.................................................................................................................................... 83310-01 
  -per property........................................................................................................................  Estate #-03 
 -potential acquisition by PRHC (rejected) 
  -general.................................................................................................................................... 83310-01 
  -per rejected property........................................................................................................... Estate #-13 
 -sponsor/operator 
  -general.................................................................................................................................... 83300-01 
  -per housing project ............................................................................................................. Estate #-03 
 -restrictive covenants / caveats  
  -general.................................................................................................................................... 83300-01 
     -per housing project/land .................................................................................................. Estate #-02 
  -policy and procedures............................................................................................................ 83300-00 
 -tree assessments 
  -general.................................................................................................................................... 83300-01 
  -general (PRHC) ..................................................................................................................... 83310-01 
     -per housing project .......................................................................................................... Estate #-03 
 
LAND ISSUES 
 -general ........................................................................................................................................... 81230-01 
 -environmental issues ...........................................................................................................81230-20-name 
 -issues/reports/studies ..........................................................................................................81230-20-name 
 -restrictive covenants ............................................................................................................81230-20-name 
 -usage for social housing......................................................................................................81230-20-name 
 
LANDLORD ESTOPPEL CERTIFICATE........................................................................................... Estate #-02 
 
LANDLORDS 
 (See HOUSING PROGRAMS) 
 (See HOUSING PROJECTS) 
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 (See SPONSOR/OPERATORS) 
 
LANDSCAPING (PROPERTY MANAGEMENT) 
 -general ........................................................................................................................................... 83520-01 
  -per housing project .................................................................................................. Estate #-20 or -22 
 -policy and procedures.................................................................................................................... 83520-00 
 
LAUNDRY SERVICES/FACILITIES 
 -housing operations......................................................................................................................... 83550-14 
  -per housing project ............................................................................................................. Estate #-60 
 
LEASE 
 -BCHMC office facilities ............................................................................................See ARCS 0530 series 
 -issues/reports/studies (land issues) ....................................................................................81230-20-name 
 -life lease (seniors) issues ....................................................................................................81150-20-name 
 -on-site businesses/services (BCHMC directly managed buildings) 
  -general.................................................................................................................................... 83570-01 
  -per housing project ............................................................................................................. Estate #-70 
  -policy and procedures............................................................................................................ 83570-00 
 -property (PRHC) ............................................................................................................................ 83310-01 
  -per housing project/property............................................................................................... Estate #-02 
 -property (Sponsor/operator) .......................................................................................................... 83300-01 
  -per housing project/property............................................................................................... Estate #-02 
 
LEGAL (HOUSING DEVELOPMENT AND OPERATIONS) 
 -general ........................................................................................................................................... 83400-01 
  -per housing project ............................................................................................................. Estate #-02 
 -policy and procedures.................................................................................................................... 83400-00 
 
LEGAL SURVEY PLAN 
 -PRHC land 
  -general.................................................................................................................................... 83310-01 
  -per PRHC property ............................................................................................................. Estate #-02 
 -sponsor/operator land 
  -general.................................................................................................................................... 83300-01 
  -per housing project ............................................................................................................. Estate #-02 
 
LETTER OF OPINION 
 -PRHC property appraisal 
  -general.................................................................................................................................... 83310-01 
  -per PRHC property ............................................................................................................. Estate #-03 
 -sponsor/operator property appraisal 
  -general.................................................................................................................................... 83300-01 
  -per housing project ............................................................................................................. Estate #-02 
 -market rent study 
  -general.................................................................................................................................... 83540-01 
  -per housing project ............................................................................................................. Estate #-50 
  -policy and procedures............................................................................................................ 83540-00 
 
LIFE LEASES (SENIORS) 
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 -general ........................................................................................................................................... 81150-01 
 -issues/reports/studies ..........................................................................................................81150-20-name 
 
LIFE SAFETY PROGRAM (BCHMC DIRECTLY MANAGED PORTFOLIO)...................................... 83520-08 
 
LISTING 
 -annual housing project commitment (SHAM) ............................................................................... 83200-03 
 -housing programs .......................................................................................................................... 82100-02 
 -housing programs agreements...................................................................................... see ARCS 0146-02 
 -housing projects (HPL) .................................................................................................................. 83000-02 
 -photographs ................................................................................................................... see ARCS 0334-05 
 -PRHC properties (PPL) ................................................................................................................. 83310-02 
 -reports/studies - research / planning............................................................................................. 81010-02 
 
LIST OF TENANT CHANGES (SHARP SYSTEM) 
 -general ........................................................................................................................................... 84310-01 
  -per housing project ............................................................................................................. Estate #-06 
  
LOAN ADVANCE (CONSTRUCTION PHASE) 
 -authorization form 
  -general.................................................................................................................................... 83220-01 
  -per housing project ............................................................................................................. Estate #-01 
 -final 
  -general.................................................................................................................................... 83220-01 
  -per housing project ............................................................................................................. Estate #-01 
 
LOANS DETAIL REPORT 
 -general ........................................................................................................................................... 83400-01 
  -per housing project ............................................................................................................. Estate #-02 
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 - M - 
 
MANAGEMENT REVIEWS 
 -property management/maintenance 
  -general.................................................................................................................................... 83520-01 
  -per housing project ............................................................................................................. Estate #-24 
  -policy and procedures............................................................................................................ 83520-00 
 -sponsors/operators 
  -general.................................................................................................................................... 84200-01 
  -per sponsor/operator ........................................................................................... 84200-30-Sponsor # 
  -policy and procedures............................................................................................................ 84200-00 
 
MANUAL 
 -cash handling procedures ............................................................................................ see ARCS 0915-00 
 -program reference ......................................................................................................................... 82100-06 
 -program guidelines 
  -general.................................................................................................................................... 82400-01 
  -per program (final version)...........................................................................................82400-20-name 
 -operations procedures ........................................................................................... see ARCS 0195-20-OP 
 -operational records classification system ..................................................................... see ARCS 0430-30 
 
MANUFACTURED HOMES 
 -general ........................................................................................................................................... 81220-01 
 -construction issues/reports/studies .....................................................................................81220-20-name 
 -policy and procedures.................................................................................................................... 81220-00 
  
MARKET (FOR PROFIT) HOUSING 
 -general ........................................................................................................................................... 81240-01 
 -issues/reports/studies ..........................................................................................................81240-20-name 
 -policy and procedures.................................................................................................................... 81240-00 
 
MARKET HOUSING (BCHMC DIRECTLY MANAGED) 
 -general ........................................................................................................................................... 83510-01 
 -BCHMC directly managed portfolio report .................................................................................... 83510-02 
 -building/property management/maintenance 
  -general.................................................................................................................................... 83520-01 
  -per housing project ............................................................................................................. Estate #-20 
 
MARKET RENT HOUSING ISSUES (See MARKET (FOR PROFIT) HOUSING) 
 
MARKET RENT / STUDIES (HOUSING OPERATIONS) 
 -general ........................................................................................................................................... 83540-01 
  -per housing project ............................................................................................................. Estate #-50 
 -policy and procedures.................................................................................................................... 83540-00 
 
MATERIALS TESTING (See CONSTRUCTION ISSUES) 
 
MAXIMUM UNIT PRICES (MUPS) 
 -disabled .......................................................................................................................................... 82100-04 
 -families ........................................................................................................................................... 82100-04 
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 -housing programs .......................................................................................................................... 82100-04 
 -seniors............................................................................................................................................ 82100-04 
 
MECHANICAL & ELECTRICAL SYSTEMS 
 -general ........................................................................................................................................... 83550-01 
  -per housing project ............................................................................................................. Estate #-60 
 -boilers 
  -general.................................................................................................................................... 83550-01 
  -per housing project .................................................................................................. Estate #-60 or -66 
 -drawings/plans 
  -general.................................................................................................................................... 83100-01 
  -per housing project ............................................................................................................. Estate #-05 
   (microfiche)......................................................................................................................Estate # 
 -elevators 
  -general.................................................................................................................................... 83550-01 
  -per housing project .................................................................................................. Estate #-60 or -62 
 -emergency generators 
  -general.................................................................................................................................... 83550-01 
  -per housing project ................................................................................................... Estate #-60 or-64 
 -fire protection systems 
  -general.................................................................................................................................... 83550-01 
  -per housing project .................................................................................................. Estate #-60 or -65 
 -HVAC systems 
  -general.................................................................................................................................... 83550-01 
  -per housing project .................................................................................................. Estate #-60 or -66 
 -policy and procedures.................................................................................................................... 83550-00 
 -security systems 
  -general.................................................................................................................................... 83550-01 
  -per housing project .................................................................................................. Estate #-60 or -68 
 
MEDIA RELATIONS (SPONSORS/OPERATORS) 
 -general ........................................................................................................................................... 84200-40 
  -per housing project ............................................................................................................. Estate #-08 
 -policy and procedures.................................................................................................................... 84200-00 
 
MEDICAL SERVICES (TENANT SUPPORT SERVICES) 
 -general ........................................................................................................................................... 84330-01 
 -applicants/applications for support services .............................................................. 84330-40-applicant # 
 -development of.....................................................................................................................84330-30-name 
 -policy and procedures.................................................................................................................... 84330-00 
 
MEETINGS (BCHMC) 
 (See subject of meeting) 
  (cross reference copy to) ..........................................................................................ARCS 0102 series 
 
MENTAL DISABILITIES - PERSONS WITH  (See PERSONS WITH SPECIAL NEEDS/DISABILITIES) 
 
MENTAL HEALTH SERVICES (TENANT SUPPORT SERVICES) 
 -general ........................................................................................................................................... 84330-01 
 -applicants/applications for support services 
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  -accepted...................................................................................................................... 84330-50 series 
  -pre-evaluation ............................................................................................................. 84330-40-series 
  -rejected........................................................................................................................ 84330-60 series 
 -development of.....................................................................................................................84330-30-name 
 -inquiries/interest in support service ............................................................................................... 84330-20 
 -policy and procedures.................................................................................................................... 84330-00 
 
MICROFICHE 
 -as-built construction drawings 
  -general.................................................................................................................................... 83100-01 
  -per housing project ...................................................................................................................Estate # 
  -policy and procedures............................................................................................................ 83100-00 
 
MIGRATORY TRENDS 
 -general ........................................................................................................................................... 81010-01 
 -issues/reports/studies ..........................................................................................................81010-20-name 
  
MINIMUMS LIST (TENANT RENT CALCULATION)............................................................................ 84320-05 
 
MINISTER'S 
 -briefing notes (see subject) 
  (cross reference copy to) ...............................................................................................ARCS 0280-20 
 -letters (see subject) 
  (cross reference copy to) ...............................................................................................ARCS 0280-30 
 -issue paper (see subject) 
  (cross reference copy to) ................................................................................................. ARCS 280-40 
 
MOBILE HOMES 
 -general ........................................................................................................................................... 81220-01 
 -issues/reports/studies ..........................................................................................................81220-20-name 
 -policy and procedures.................................................................................................................... 81220-00 
 
MODERNIZATION AND IMPROVEMENTS (HOUSING OPERATIONS) 
 -general ........................................................................................................................................... 83560-01 
  -per housing project ............................................................................................................. Estate #-40 
 -capital maintenance annual inventory........................................................................................... 83560-02 
 -capital maintenance monthly reports ............................................................................................ 83560-04 
 -capital maintenance plan............................................................................................................... 83560-03 
 -policy and procedures.................................................................................................................... 83560-00 
 -project deficiency reports............................................................................................................... 83560-02 
 -replacement reserve ...................................................................................................................... 83560-05 
  -per housing project ............................................................................................................. Estate #-04 
 
MONITORING 
 -housing programs 
  -general.................................................................................................................................... 82300-01 
  -per program..................................................................................................................82300-20-name 
 
MORTGAGES AND FINANCING  
 -general ........................................................................................................................................... 81250-01 
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 -federal strategies/issues................................................................................................................ 81250-01 
 -housing project development 
  -general.................................................................................................................................... 83400-01 
  -per housing project ............................................................................................................. Estate #-02 
 -issues/reports/studies ..........................................................................................................81250-20-name 
 -land acquisition (PRHC) 
  -general.................................................................................................................................... 83310-01 
  -per PRHC land.................................................................................................................... Estate #-03 
 -policy and procedures.................................................................................................................... 81250-00 
 -provincial strategies/issues............................................................................................................ 81250-01 
  
MUPS (See MAXIMUM UNIT PRICES) 
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 - N - 
 
NAME CHANGES 
 -sponsor/operator 
  -general.................................................................................................................................... 84200-01 
  -per sponsor/operator ........................................................................................... 84200-30-Sponsor # 
 
NATIONAL HOUSING ACT 
 (See also HOUSING PROGRAMS) 
 -legislation ..............................................................................................................see ARCS #130-20-NHA 
 -lender status for BCHMC..........................................................................................see ARCS 0950 series 
 
NATIVES (ABORIGINAL) PEOPLES  
 (See also HOUSING PROGRAMS) 
 (See also HOUSING DEVELOPMENT AND OPERATIONS) 
 -general ........................................................................................................................................... 81110-01 
 -issues/reports/studies ..........................................................................................................81110-20-name 
 -policy and procedures.................................................................................................................... 81110-00 
 
NEWSLETTERS - TENANT ASSOCIATIONS  
 -general ........................................................................................................................................... 84340-01 
  -per housing project ............................................................................................................. Estate #-80 
 -policy and procedures.................................................................................................................... 84340-00  
  
NEWS RELEASES 
 (see subject) 
  (cross reference copy to) ...................................................................................see ARCS 0330 series 
 
NON-PROFIT HOUSING 
 (See also NON-PROFIT HOUSING PROGRAM) 
 (See also HOUSING PROJECT) 
 -general ........................................................................................................................................... 81260-01 
 -issues/reports/studies ..........................................................................................................81260-20-name 
 -policy and procedures.................................................................................................................... 81260-00 
  
NON-PROFIT HOUSING PROGRAM 
 -general .....................................................................................................................................82200-20-NP 
 -inquiries/interest in housing development or operation ............................................83230-20-municipality 
 -program development and administration...............................................................................82200-20-NP 
 -program evaluations/reviews...................................................................................................82300-20-NP 
 -program guidelines  
  -final version ......................................................................................................................82400-20-NP 
  -development of and drafts ...............................................................................................82400-30-NP 
 -program reports 
  -annual / semi-annual........................................................................................................82300-30-NP 
  -weekly/monthly.................................................................................................................82300-40-NP 
 -project development and operation 
  -general...............................................................................................................................83000 series 
  -per housing project ...................................................................................................................Estate # 
 -project proposal 
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  -accepted ............................................................................................................................. Estate #-11 
  -rejected.....................................................................................................................................Interim # 
  -submitted (pre-evaluation) .......................................................................................................Interim # 
 -project proposal call (expression of interest) package/phase ................................................83230-04-NP 
 -project proposal evaluation report ...........................................................................................83230-03-NP 
 
NON-PROFIT SOCIETIES  
 (see SPONSORS/OPERATORS)  
 (See also HOUSING PROGRAMS) 
 (See also HOUSING PROJECTS) 
 -general ........................................................................................................................................... 84200-01 
 -acts & constitution 
  -general.................................................................................................................................... 84200-01 
  -per society ............................................................................................................ 84200-20-Sponsor # 
 -BC Non-Profit Housing Association .....................................................................see ARCS 160-20-BCNP 
 -ceremonies (ground-breaking, opening) 
  -general.................................................................................................................................... 84200-01 
  -per housing project ............................................................................................................. Estate #-08 
 -listing .............................................................................................................................................. 84200-02 
 -policy and procedures.................................................................................................................... 84200-00 
 -portfolio........................................................................................................................................... 83585-02 
 
NOTICE OF COMMITMENT (CMHC FORM 2737) 
 -general ........................................................................................................................................... 83400-01 
  -per housing project ............................................................................................................. Estate #-02 
 
NOTICE OF VACANCY (NOV) 
 -general ........................................................................................................................................... 84120-06 
 -cancelled (general) ........................................................................................................................ 84120-07 
 -vacating tenant's copy 
  -general.................................................................................................................................... 84360-01 
  -per tenant ...................................................................................................................... Estate #-Line # 
  -per tenant (ARP) .............................................................................................................. Tenant name 
 
NOTICES (FORM LETTERS) 
 -applicant 
  -general.................................................................................................................................... 84100-03 
  -per applicant/application for housing assistance ................................................................Applicant # 
 -forms management...................................................................................................see ARCS 0285 series 
 -tenant 
  -general.................................................................................................................................... 84300-03 
  -per tenant ...................................................................................................................... Estate #-Line # 
  -per tenant (ARP) .............................................................................................................. Tenant name 
 
NOTICES TO TERMINATE REPORT (Tenant notice)......................................................................... 84300-04 
 
NOTIFICATION OF TENANCY CHANGE 
 -general ........................................................................................................................................... 84310-01 
  -per housing project ............................................................................................................. Estate #-06 
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NURSING SERVICES 
 -general ........................................................................................................................................... 81140-01 
 -persons with special needs/disabilities issues....................................................................81140-20-name 
 -policy and procedures.................................................................................................................... 81140-00 
 -seniors issues ......................................................................................................................81150-20-name 
 -support services (tenants) 
  -general.................................................................................................................................... 84330-01 
  -applicants/applications for support services (accepted)............................................ 84330-50 series 
  -applicants/applications for support services (pre-evaluation).................................... 84330-40 series 
  -applicants/applications for support services (rejected).............................................. 84330-60 series  
  -policy and procedures............................................................................................................ 84330-00 
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 - O - 
 
OFFER TO PURCHASE/SELL 
 -PRHC land 
  -general.................................................................................................................................... 83310-01 
  -per PRHC property ............................................................................................................. Estate #-03 
     (final copy) ......................................................................................................................... Estate #-02 
 
ON-SITE BUSINESSES/SERVICES  
 -leases (ie medical clinics, daycares etc) 
  -general.................................................................................................................................... 83570-01 
  -per housing project ............................................................................................................. Estate #-70 
 -licences (ie BC TEL rooftop, radio etc.) 
  -general.................................................................................................................................... 83570-01 
  -per housing project ............................................................................................................. Estate #-70 
 
OPENING CEREMONIES (SPONSOR/OPERATOR) 
 -general ........................................................................................................................................... 84200-01 
  -per housing project ............................................................................................................. Estate #-08 
 -policy and procedures.................................................................................................................... 84200-00 
 
OPERATING AGREEMENT 
 -for housing programs 
  -general.................................................................................................................................... 82200-01 
  -per program (copy) ......................................................................................................82200-20-name 
  -per program (original) .................................................................................... see ARCS 0146 to 0154 
 -for housing projects 
  -general.................................................................................................................................... 83400-01 
  -per housing project ............................................................................................................. Estate #-02 
 
OPERATING BUDGET (SPONSOR/OPERATOR) 
 -general ........................................................................................................................................... 83530-01 
  -per housing project ............................................................................................................. Estate #-04 
 
OPERATIONS (SEE HOUSING OPERATIONS PHASE) 
 
OPERATOR 
 (See also SPONSORS/OPERATORS) 
 -agreements 
  -general.................................................................................................................................... 83400-01 
  -per housing project ............................................................................................................. Estate #-02 
 
OPTION TO PURCHASE 
 -PRHC land 
  -general.................................................................................................................................... 83310-01 
  -per PRHC property ............................................................................................................. Estate #-03 
 
OVER-HOUSED ISSUES...................................................................................................................... 84120-08 
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 - P - 
 
PAINTING (PROPERTY MAINTENANCE) 
 -general ........................................................................................................................................... 83520-01 
  -per housing project ............................................................................................................. Estate #-20 
 -activity record (Building Maintenance Profile)............................................................................... 83520-02 
 -contracts for BCHMC directly managed buildings ........................................see ARCS 1065-20-Tender # 
 -contracts for PRHC group homes 
  -general.................................................................................................................................... 83520-03 
  -per housing project .............................................................................................Estate #-23-Tender # 
 
PARKING (GROUNDSKEEPING) - HOUSING OPERATIONS 
 -general ........................................................................................................................................... 83520-01 
  -per housing project .................................................................................................. Estate #-20 or -22 
 
PDF (See Proposal Development Fund) 
 
PEOPLE,PLANTS AND HOMES PROGRAM (URBAN GARDENING)  
 -general ........................................................................................................................................... 84350-01 
 -competitions ................................................................................................................................... 84350-08 
 -displays .......................................................................................................................................... 84350-04 
  -per housing project ............................................................................................................. Estate #-90 
 -evaluation....................................................................................................................................... 84350-01 
 -forums/parties ................................................................................................................................ 84350-09 
 -greenhouses .................................................................................................................................. 84350-05 
  -per housing project ............................................................................................................. Estate #-90 
 -on-site gardening program  
  -per housing project ............................................................................................................. Estate #-90 
 -photographs/slides  
  -per housing project ............................................................................................................. Estate #-07 
 -plant material selection/orders/distribution.................................................................................... 84350-06 
  -per housing project ............................................................................................................. Estate #-90 
 -policy and procedures.................................................................................................................... 84350-00 
 -programming.................................................................................................................................. 84350-07 
  -per housing project ............................................................................................................. Estate #-90 
 
PERSONS WITH AIDS/HIV (See AIDS/HIV) 
 
PERSONS WITH SPECIAL NEEDS/DISABILITIES 
 (See also HOUSING PROGRAMS) 
 (See also HOUSING PROJECTS) 
 -general ........................................................................................................................................... 81140-01 
 -de-institutionalization ..................................................................................................................... 81140-04 
 -homelessness 
  -general.................................................................................................................................... 81130-01 
  -issues/reports/studies ..................................................................................................81130-20-name 
  -policy and procedures............................................................................................................ 81130-00 
 -housing construction issues ................................................................................................81220-20-name 
 -issues/reports/studies ..........................................................................................................81140-20-name 
 -mental disabilities.................................................................................................................81140-20-name 
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 -physical disabilities ..............................................................................................................81140-20-name 
 -policy and procedures.................................................................................................................... 81140-00 
 
PEST CONTROL 
 -general ........................................................................................................................................... 83520-13 
  -per housing project ............................................................................................................. Estate #-20 
 -contracts for BCHMC directly managed buildings ........................................see ARCS 1065-20-Tender # 
 -contracts for PRHC group homes 
  -general.................................................................................................................................... 83520-03 
  -per housing project .............................................................................................Estate #-23-Tender # 
 
PETS 
 -general ........................................................................................................................................... 83510-01 
 -policy and procedures.................................................................................................................... 83510-00 
 -registries 
  -general.................................................................................................................................... 83520-01 
  -per housing project ............................................................................................................. Estate #-20 
 
PHOTOGRAPHS (BCHMC OFFICE ACTIVITIES AND STAFF) 
 -general ........................................................................................................................... see ARCS 0334-01 
  -per activity/event .....................................................................................................see 0334-20-name 
 -policy and procedures.................................................................................................... see ARCS 0334-00 
 -register/listing ................................................................................................................. see ARCS 0334-05 
 
PHOTOGRAPHS (HOUSING DEVELOPMENT AND OPERATION) 
 -gardening program (People,Plants & Homes) 
  -per housing project ............................................................................................................. Estate #-07 
 -housing development phase 
  -general.................................................................................................................................... 83600-01 
  -per housing project ............................................................................................................. Estate #-07 
  -policy and procedures............................................................................................................ 83600-00 
 -housing operations phase 
  -general.................................................................................................................................... 83600-01 
  -per housing project ............................................................................................................. Estate #-07 
  -policy and procedures............................................................................................................ 83600-00 
 -register/listing ................................................................................................................. see ARCS 0334-05 
 
PHYSICAL DISABILITIES (See PERSONS WITH SPECIAL NEEDS/DISABILITIES) 
 
PINK FORM (SHARP SYSTEM BUILDING DATA FORM) 
 -general ........................................................................................................................................... 83400-01 
  -per housing project ............................................................................................................. Estate #-02 
 
PLANNING - HOUSING (See RESEARCH AND PLANNING) 
 
PLANS OF CONSOLIDATION/SUBDIVISION 
 -PRHC land 
  -general.................................................................................................................................... 83310-01 
  -per PRHC property ............................................................................................................. Estate #-02 
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 -sponsor/operator property 
  -general.................................................................................................................................... 83300-01 
  -per housing project ............................................................................................................. Estate #-02 
 
PLANS OF DEDICATION/EASEMENT 
 -PRHC land 
  -general.................................................................................................................................... 83310-01 
  -per PRHC property ............................................................................................................. Estate #-02 
 -sponsor/operator 
  -general.................................................................................................................................... 83300-01 
  -per housing project ............................................................................................................. Estate #-02 
 
PLANT MATERIAL SELECTION/ORDERS/DISTRIBUTION (URBAN GARDENING) 
 -general ........................................................................................................................................... 84350-06 
  -per housing project ............................................................................................................. Estate #-90 
 -policy and procedures.................................................................................................................... 84350-00 
 
PLAYGROUNDS (GROUNDSKEEPING) 
 -general ........................................................................................................................................... 83520-01 
  -per housing project .................................................................................................. Estate #-20 or -22 
 -contracts for BCHMC directly managed buildings ........................................see ARCS 1065-20-Tender # 
 -contracts for PRHC group homes 
  -general.................................................................................................................................... 83520-03 
  -per housing project .............................................................................................Estate #-23-Tender # 
 
POINT SCORE SYSTEM  
 -applicants (housing allocation) ...................................................................................................... 84120-05 
 -submitted project proposals (evaluation phase) ........................................................................... 83230-03 
 
PORTFOLIO  
 -BCHMC directly managed properties ........................................................................................... 83510-02 
 -PRHC group homes....................................................................................................................... 83580-02 
 -sponsors/operators (ie non-profit societies,coops,  
  private landlords) managed projects ...................................................................................... 83585-02 
 
POTENTIAL HOUSING PROGRAMS 
 -general ........................................................................................................................................... 82200-01 
 -development of 
  -general.................................................................................................................................... 82200-01 
  -per program..................................................................................................................82200-20-name 
 -policy and procedures.................................................................................................................... 82200-00 
 -submissions/proposals 
  -general.................................................................................................................................... 82200-01 
  -per program..................................................................................................................82200-20-name 
 
POTENTIAL HOUSING PROJECTS (DEVELOPMENT AND OPERATION) 
 -general ........................................................................................................................................... 83230-01 
 -accepted proposals 
  -general.................................................................................................................................... 83230-01 
  -per accepted proposal ........................................................................................................ Estate #-11 
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 -BCHMC direct management .....................................................................................83510-20-municipality 
 -call for expression of interest......................................................................................................... 83230-04 
 -evaluation report ............................................................................................................................ 83230-03 
 -inquiries/interests in housing development or 
  operation..............................................................................................................83230-20-municipality 
 -policy and procedures.................................................................................................................... 83230-00 
 -proposal call package.................................................................................................................... 83230-04 
 -rejected proposals 
  -general.................................................................................................................................... 83230-01 
  -per rejected proposal ...............................................................................................................Interim # 
 -submitted proposals (pre evaluation) 
  -general.................................................................................................................................... 83230-01 
  -per submitted proposal ...........................................................................................................Interim # 
 
POTENTIAL LAND ACQUISITIONS - PRHC 
  -general.................................................................................................................................... 83310-01 
  -per property......................................................................................................................... Estate #-03 
  -per property (rejected) ........................................................................................................ Estate #-13 
 
PRELIMINARY CONSTRUCTION DRAWINGS 
 -general ........................................................................................................................................... 83100-01 
  -per housing project (if required).......................................................................................... Estate #-05 
 -policy and procedures.................................................................................................................... 83100-00 
 -project proposal phase  
  -per proposal pre-evaluation.....................................................................................................Interim # 
  -per accepted proposal ........................................................................................................ Estate #-11 
  -per rejected proposal ...............................................................................................................Interim # 
 
PRELIMINARY PROPOSAL DEVELOPMENT FUNDING (PPDF) ..................................................... 83230-06 
 
PRHC GROUP HOMES 
 (See also HOUSING PROGRAMS) 
 (See also HOUSING PROJECTS for more details) 
 -contracts (property maintenance) 
  -general.................................................................................................................................... 83520-03 
  -per housing project .............................................................................................Estate #-23-Tender # 
 -portfolio report ................................................................................................................................ 83580-02 
 -PRHC land 
  -general.................................................................................................................................... 83310-01 
  -per PRHC property ............................................................................................................. Estate #-03 
  
PRHC LAND 
 -general ........................................................................................................................................... 83310-01 
 -acquisitions 
  -general.................................................................................................................................... 83310-01 
  -per PRHC property ............................................................................................................. Estate #-03 
 -appraisal 
  -general.................................................................................................................................... 83310-01 
  -per PRHC property ............................................................................................................. Estate #-03 
 -disposals/dispositions 



  DDDDD RRRRRR  AAAA FFFFFF TTTTTT 
  DD  DD RR   RR AA  AA FF   TT 
  DD  DD RRRRRR AAAAAA FFFFF   TT 
  DD  DD RR   RR AA  AA FF   TT 
  DDDDD RR   RR AA  AA FF   TT 

 
 
SUBJECT HEADINGS PRIMARY NUMBERS 
 
 

 

G:\data.wp5\ric.dir\orcs\:96/12/04 SCHEDULE 110225 ORCS/BCHMC INDEX P5 

  -general.................................................................................................................................... 83310-01 
  -per PRHC property ............................................................................................................. Estate #-03 
 -potential acquisitions 
  -general.................................................................................................................................... 83310-01 
  -per potential property ................................................................................................................address 
 -potential acquisitions (rejected) 
  -general.................................................................................................................................... 83310-01 
  -per rejected property................................................................................................83310-40-address 
 -properties listing (PPL)................................................................................................................... 83310-02 
 -transfers 
  -general.................................................................................................................................... 83310-01 
  -per property......................................................................................................................... Estate #-03 
 
PRIOR YEARS ADJUSTMENT MODULES (SOCIAL HOUSING PLANNING).................................. 82100-03 
 
PRIORITY PLACEMENT (HOUSING ALLOCATION) 
 -general ........................................................................................................................................... 84120-01 
 -battered women's issues .......................................................................................................81140-20-BAT 
 -battered women placement policy................................................................................................. 84120-00 
 -policy and procedures.................................................................................................................... 84120-00 
 -transition houses (battered women) issues ..........................................................................81140-20-BAT 
 -transition houses issues ........................................................................................................81140-20-TRA 
 -transition house (battered women) placement policy ................................................................... 84120-00 
 
PRIVATE LANDLORDS 
 (See SPONSORS/OPERATORS) 
 (See also HOUSING PROGRAMS) 
 (See also HOUSING PROJECTS) 
 -buildings 
  -per housing project ...................................................................................................................Estate # 
 -tenants 
  -general.................................................................................................................................... 84310-01 
  -per tenant ......................................................................................................................... Tenant name 
 
PRIVATE RENTAL HOUSING ISSUES (See MARKET (FOR PROFIT) HOUSING) 
 
PRIVATE RENTAL HOUSING PROGRAM (See HOUSING PROGRAMS) 
 
PROGRAM REFERENCE MANUAL .................................................................................................... 82100-06 
 
PROGRAMMING (URBAN GARDENING) ........................................................................................... 84350-07 
 
PROGRAMS - BCHMC DIRECTLY MANAGED BUILDINGS  
 -appliance replacement................................................................................................................... 83550-04 
 -emergency preparedness (See HOUSING PROGRAMS) 
 -fire and safety................................................................................................................................. 83550-08 
 -housing (See HOUSING PROGRAMS) 
 -life safety ........................................................................................................................................ 83550-08 
 -People,Plants and Homes........................................................................................................84350 series 
 -tenant.........................................................................................................................................84340 series 
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 -urban gardening........................................................................................................................84350 series 
 
PROGRAMS - HOUSING (See HOUSING PROGRAMS) 
 
PROJECT AS-BUILT DRAWINGS/BUILDING SPECIFICATIONS 
 -general ........................................................................................................................................... 83100-01 
  -per housing project ............................................................................................................. Estate #-05 
 -policy and procedures.................................................................................................................... 83100-00 
 
PROJECT COMMITMENT REPORT (ANNUAL) (SHAM)................................................................... 83200-03 
 
PROJECT DEFICIENCY REPORT....................................................................................................... 83560-02 
 
PROJECT LISTING (HPL)..................................................................................................................... 83000-02 
 
PROJECTS (See HOUSING PROJECT or ESTATE) 
 
PROMISSORY NOTES (HOUSING OPERATIONS AND DEVELOPMENT) 
 -general ........................................................................................................................................... 83220-01 
 -GST (copy) 
  -per housing project ............................................................................................................. Estate #-02 
 -GST (original)........................................................................................................ see ARCS 1130-20-GST 
 -PDF (copy) 
  -per housing project ............................................................................................................. Estate #-02 
 -PDF (original) ........................................................................................................ see ARCS 1130-20-PDF 
 -policy and procedures.................................................................................................................... 83220-00 
 
PROPERTY MANAGEMENT/MAINTENANCE  
 (See also HOUSING OPERATIONS) 
 (See also HOUSING PROJECT) 
 -BCHMC directly managed portfolio/report .................................................................................... 83510-02 
 -PRHC group homes portfolio/report.............................................................................................. 83580-02 
 -sponsor/operator managed projects portfolio/report..................................................................... 83585-02 
 
PROPERTY TAXES 
 -PRHC property............................................................................................................................... 83310-05 
 
PROPOSAL (HOUSING PROJECT) 
 -general ........................................................................................................................................... 83230-01 
 -accepted project proposal .......................................................................................................... Estate #-11 
 -call (expression of interest) package............................................................................................. 83230-04 
 -evaluation report ........................................................................................................................... 83230-03 
 -rejected project proposal .................................................................................................................Interim # 
 -submission (pre evaluation).............................................................................................................Interim # 
  
PROPOSAL (HOUSING PROGRAM) 
 -general ........................................................................................................................................... 82200-01 
  -per program proposal ..................................................................................................82200-20-name 
 
PROPOSAL DEVELOPMENT FUND (PDF) 
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 -application 
  -general.................................................................................................................................... 83230-05 
  -per housing project ............................................................................................................. Estate #-01 
 -commitment 
  -general.................................................................................................................................... 83230-05 
  -per housing project ............................................................................................................. Estate #-02 
 -issues/reports/studies ..........................................................................................................81290-20-name 
 -promissory note (copy) 
  -per housing project ............................................................................................................. Estate #-02 
 -promissory note (original) ..................................................................................... see ARCS 1130-20-PDF 
 
PROPOSED CONSTRUCTION DRAWINGS 
 -general ........................................................................................................................................... 83100-01 
  -per accepted project proposal ............................................................................................ Estate #-11 
  -per submitted project proposal (pre evaluation) .....................................................................Interim # 
 
PROPOSED HOUSING PROJECTS 
 -general ........................................................................................................................................... 83230-01 
 -accepted proposals 
  -general.................................................................................................................................... 83230-01 
  -per proposal ........................................................................................................................ Estate #-11 
 -BCHMC direct management .....................................................................................83510-20-municipality 
 -call for expression of interest......................................................................................................... 83230-04 
 -evaluation report ............................................................................................................................ 83230-03 
 -inquiry/interest in housing development or operation 
  -general.................................................................................................................................... 83230-20 
  -by municipality....................................................................................................83230-20-municipality 
 -proposal call package.................................................................................................................... 83230-04 
 -rejected proposals 
  -general.................................................................................................................................... 83230-01 
  -per proposal .............................................................................................................................Interim # 
 -submitted proposals (pre evaluation) 
  -general.................................................................................................................................... 83230-01 
  -per proposal .............................................................................................................................Interim # 
 
PROVINCIAL FUNDS AND RESOURCES (See ALLOCATION OF HOUSING) 
 
PROVINCIAL RENTAL ASSISTANCE PROGRAM (PRAP)   
 (See HOUSING PROGRAMS) 
 
PROVINCIAL RENTAL HOUSING CORPORATION  
 (See PRHC) 
 
PUBLIC HOUSING 
 (See also HOUSING PROGRAMS) 
 (See also HOUSING PROJECTS) 
 -general ........................................................................................................................................... 81260-01 
 -issues/reports/studies ..........................................................................................................81260-20-name 
 -policy and procedures.................................................................................................................... 81260-00 
 -tenant advisory council ...................................................................................... see ARCS 0202-20-PHAC 



  DDDDD RRRRRR  AAAA FFFFFF TTTTTT 
  DD  DD RR   RR AA  AA FF   TT 
  DD  DD RRRRRR AAAAAA FFFFF   TT 
  DD  DD RR   RR AA  AA FF   TT 
  DDDDD RR   RR AA  AA FF   TT 

 
 
SUBJECT HEADINGS PRIMARY NUMBERS 
 
 

 

G:\data.wp5\ric.dir\orcs\:96/12/04 SCHEDULE 110225 ORCS/BCHMC INDEX Q1 

 - Q - 



  DDDDD RRRRRR  AAAA FFFFFF TTTTTT 
  DD  DD RR   RR AA  AA FF   TT 
  DD  DD RRRRRR AAAAAA FFFFF   TT 
  DD  DD RR   RR AA  AA FF   TT 
  DDDDD RR   RR AA  AA FF   TT 

 
 
SUBJECT HEADINGS PRIMARY NUMBERS 
 
 

 

G:\data.wp5\ric.dir\orcs\:96/12/04 SCHEDULE 110225 ORCS/BCHMC INDEX R1 

 - R - 
 
RECREATIONAL PROGRAMS (See TENANT ASSOCIATIONS AND PROGRAMS) 
 
REDEVELOPMENT / RENOVATION ISSUES 
 -general ........................................................................................................................................... 81280-01 
 -heritage sites .......................................................................................................................81280-20-name 
 -reports/studies .....................................................................................................................81280-20-name 
 -rural/urban housing..............................................................................................................81280-20-name 
 -zoning/rezoning ...................................................................................................................81280-20-name 
 
REDEVELOPMENT / RENOVATION - HOUSING PROJECT OPERATION 
 -general ........................................................................................................................................... 83560-01 
  -per housing project ............................................................................................................. Estate #-40 
 -policy and procedures.................................................................................................................... 83560-00 
 
REGISTER 
 -housing program agreements ....................................................................................... see ARCS 0146-02 
 -housing project listing (HPL).......................................................................................................... 83000-02 
 -housing programs .......................................................................................................................... 82100-02 
 -PRHC properties listing (PPL)....................................................................................................... 83310-02 
 -reports/studies (research and planning) ....................................................................................... 81010-02 
 -Society register (housing project listing - HPL) ............................................................................. 83000-02 
 
REGISTRIES 
 -applicant registry  
  -BCHMC applicants for housing assistance........................................................................... 84110-02 
 -housing registries 
  -general.................................................................................................................................... 84210-02 
  -agreements ..................................................................................................................84210-25-name 
  -development of.............................................................................................................84210-25-name 
 -wheelchair accessible housing stock 
  -general.................................................................................................................................... 84210-02 
  -per registry ...................................................................................................................84210-25-name 
 
REJECTED PROJECT PROPOSAL (HOUSING DEVELOPMENT/OPERATION) 
 -general ........................................................................................................................................... 83230-01 
  -per proposal .............................................................................................................................Interim # 
 
RENOVATIONS  
 (See REDEVELOPMENT AND RENOVATIONS ISSUES) 
 (See also REDEVELOPMENT AND RENOVATIONS - HOUSING PROJECT OPERATION) 
 
RENTAL HOUSING (See HOUSING ISSUES)  
 
RENTAL VACANCIES ISSUES 
 -general ........................................................................................................................................... 81200-01 
 -market/for profit housing  
  -general.................................................................................................................................... 81240-01 
  -issues/reports/studies ..................................................................................................81240-20-name 
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 -non-profit housing .........................................................................................................................................  -general 
  -issues/reports/studies ..................................................................................................81260-20-name 
 -policy and procedures.................................................................................................................... 81200-00 
 
RENT BULLETINS................................................................................................................................. 84320-07 
 
RENT CALCULATION 
 -general ........................................................................................................................................... 84320-01 
  -per tenant ....................................................................................................................... Estate #-line # 
 
  -per tenant (ARP) .............................................................................................................. Tenant name 
 -bulletins .......................................................................................................................................... 84320-07 
 -daily rent calculation files 
  -general.................................................................................................................................... 84320-01 
  -daily files.........................................................................................................................84320-20-date 
 -heating allowance rates................................................................................................................. 84320-06 
 -income from assets/inputted rate of return (general).................................................................... 84320-04 
 -minimums tables/lists..................................................................................................................... 84320-05 
 -policy and procedures.................................................................................................................... 84320-00 
 -rent scale (BC) ............................................................................................................................... 81270-03 
 
RENT GEARED TO INCOME 
 (see RENT SCALE) 
 
RENT REVIEWS 
 -general ........................................................................................................................................... 84320-01 
 -ARP tenants ................................................................................................................................... 84320-01 
  -per tenant ......................................................................................................................... Tenant name 
 -BCHMC tenants ............................................................................................................................. 84320-03 
  -per tenant ...................................................................................................................... Estate #-Line # 
 -Non-profit Sponsor Led Housing tenants...................................................................................... 84320-01 
  -per tenant ............................................................................................................................ Estate #-06 
 -policy and procedures.................................................................................................................... 84320-00 
 
RENT SCALE 
 -general ........................................................................................................................................... 81270-01 
 -BC rent scale.................................................................................................................................. 81270-03 
 -issues/reports/studies ..........................................................................................................81270-20-name 
 -policy and procedures.................................................................................................................... 81270-01 
 -rent calculation for tenants........................................................................................................84320 series 
 
RENT SUPPLEMENT PROGRAM 
 -general .....................................................................................................................................82200-20-RS 
 -inquiries/interest in housing development or operation ............................................83230-20-municipality 
 -program development and administration...............................................................................82200-20-RS 
 -program evaluations/reviews...................................................................................................82300-20-RS 
 -program guidelines  
  -final version ......................................................................................................................82400-20-RS 
  -development of and drafts ...............................................................................................82400-30-RS 
 -program reports 
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  -annual / semi-annual........................................................................................................82300-30-RS 
  -weekly/monthly.................................................................................................................82300-40-RS 
 -project development and operation 
  -general...............................................................................................................................83000 series 
  -per housing project ...................................................................................................................Estate # 
 -project proposal 
  -accepted ............................................................................................................................. Estate #-11 
  -rejected.....................................................................................................................................Interim # 
  -submitted (pre-evaluation) .......................................................................................................Interim # 
 -project proposal call (expression of interest) package/phase ................................................83230-04-RS 
 -project proposal evaluation report ...........................................................................................83230-03-RS 
 
REPLACEMENT RESERVE 
 -general ........................................................................................................................................... 83560-05 
  -per housing project ............................................................................................................. Estate #-04 
 -policy and procedures.................................................................................................................... 83560-00 
 
REPORTS/STUDIES (See also subject of report/study) 
 -Aboriginal people .................................................................................................................81110-20-name 
 -allocation of housing ............................................................................................................81210-20-name 
 -construction of housing........................................................................................................81220-20-name 
 -families .................................................................................................................................81120-20-name 
 -Government Subsidized Housing Report ..................................................................................... 81260-02 
 -homeless/ness .....................................................................................................................81130-20-name 
 -land.......................................................................................................................................81230-20-name 
 -listing .............................................................................................................................................. 81010-02 
 -market (for profit) housing....................................................................................................81240-20-name 
 -mortgages and financing .....................................................................................................81250-20-name 
 -Native Peoples.....................................................................................................................81110-20-name 
 -non-market housing .............................................................................................................81260-20-name 
 -register............................................................................................................................................ 81010-02 
 -rent scale..............................................................................................................................81270-20-name 
 -rural housing ........................................................................................................................81280-20-name 
 -seniors..................................................................................................................................81150-20-name 
 -single persons......................................................................................................................81160-20-name 
 -special needs/disabilities (persons with) .............................................................................81140-20-name 
 -special purpose housing......................................................................................................81140-20-name 
 -subsidies/shelter allowances...............................................................................................81290-20-name 
 -urban housing ......................................................................................................................81280-20-name 
 
RESEARCH AND PLANNING.....................................................................................................................81000 
 (See subject) 
 
 
RESERVES (LAND) 
 -Aboriginal Peoples 
  -general.................................................................................................................................... 81110-01 
  -issues/reports/studies ..................................................................................................81110-20-name 
  -policy and procedures............................................................................................................ 81110-00 
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RESIDENT CARETAKERS ................................................................................................................... 83520-15 
 
RESIDENTS RECREATIONAL ACTIVITIES PROGRAM  
 (see TENANTS ASSOCIATION GRANTS) 
 
RESOURCE GROUPS (HOUSING DEVELOPMENT) 
 -contracts 
  -general.................................................................................................................................... 83200-02 
  -per housing project ............................................................................................................. Estate #-00 
  -policy and procedures............................................................................................................ 83200-00 
 
RESTRICTIVE COVENANTS/CAVEATS 
 -general .......................................................................................................................................... 83300-01 
 -sponsor/operator property .......................................................................................................... Estate #-02 
 -policy and procedures.................................................................................................................... 83300-00 
 -PRHC land 
  -general.................................................................................................................................... 83310-01 
  -per PRHC property ............................................................................................................. Estate #-02 
  -policy and procedures............................................................................................................ 83310-00 
 
RETIREMENT HOUSING 
 -general ........................................................................................................................................... 81150-01 
 -issues/reports/studies ..........................................................................................................81150-20-name 
 -policy and procedures.................................................................................................................... 81150-00 
 
RE-ZONING  
 -PRHC land 
  -general.................................................................................................................................... 83310-01 
  -per property......................................................................................................................... Estate #-03 
 -sponsor/operator land 
  -general.................................................................................................................................... 83300-01 
  -per housing project ............................................................................................................. Estate #-03 
 -rural / urban housing issues 
  -general.................................................................................................................................... 81280-01 
  -issues/reports/studies ..................................................................................................81280-20-name 
  -policy and procedures............................................................................................................ 81280-00 
 
RIGHTS OF WAY / EASEMENTS 
 -PRHC land 
  -general.................................................................................................................................... 83310-01 
  -per PRHC property ............................................................................................................. Estate #-02 
 -sponsor/operator land 
  -general.................................................................................................................................... 83300-01 
  -per housing project ............................................................................................................. Estate #-02 
 
ROOFING (PROPERTY MANAGEMENT/MAINTENANCE) 
 -general ........................................................................................................................................... 83520-01 
  -per housing project ............................................................................................................. Estate #-20 
 -contracts for BCHMC directly managed projects..........................................see ARCS 1065-20-Tender # 
 -contracts for PRHC group homes 
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  -general.................................................................................................................................... 83520-03 
  -per housing project ............................................................................................................. Estate #-23 
 
ROOFTOP LICENCES / LEASES 
 -on-site businesses/services in housing projects 
  -general.................................................................................................................................... 83570-01 
  -per housing project ............................................................................................................. Estate #-70 
  -policy and procedures............................................................................................................ 83570-00 
 
RURAL AND NATIVE HOUSING PROGRAM 
 (See RURAL AND REMOTE HOUSING PROGRAM) 
 
RURAL AND REMOTE HOUSING HOUSING PROGRAM........................................................82200-20-RUR 
 
RURAL HOUSING  
 (See also HOUSING PROGRAMS) 
 (See also HOUSING PROJECTS) 
 -general ........................................................................................................................................... 81280-04 
 -Aboriginal People 
  -general.................................................................................................................................... 81110-01 
  -issues/reports/studies ..................................................................................................81110-20-name 
  -policy and procedures............................................................................................................ 81110-00 
 -issues/reports/studies ..........................................................................................................81280-20-name 
 -policy and procedures.................................................................................................................... 81280-00 
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SCHOLARSHIP/BURSARIES PROGRAM (TENANT SUPPORT SERVICES) 
 -general ............................................................................................................................... 84330-30-SCHO 
 -applicants/applications (accepted) ..................................................................................... 84330-50 series 
 -applicants/applications (rejected) ....................................................................................... 84330-60 series 
 -development of................................................................................................................... 84330-30-SCHO 
 
SECONDARY SUITES 
 -market (for profit) housing issues .............................................................................................81240 series 
 
SECURITY SYSTEMS MAINTENANCE 
 -general ........................................................................................................................................... 83550-01 
  -per housing project .................................................................................................. Estate #-60 or -68 
 
SEMINARS 
 -for BCHMC employees.............................................................................................see ARCS 0220 series 
 -for sponsor/operator 
  -general.................................................................................................................................... 84220-01 
  -per seminar ..................................................................................................................84220-20-name 
  -policy and procedures..................................................................................................84220-20-name 
 
SENIORS 
 (See also HOUSING PROGRAMS) 
 (See also HOUSING PROJECTS) 
 -general ........................................................................................................................................... 81150-01 
 -congregate care issues........................................................................................................81150-20-name 
 -housing facilities issues .......................................................................................................81150-20-name 
 -housing strategies issues ....................................................................................................81150-20-name 
 -housing types issues ...........................................................................................................81150-20-name 
 -intermediate care issues......................................................................................................81150-20-name 
 -policy and procedures.................................................................................................................... 81150-00 
 -issues/reports/studies ..........................................................................................................81150-20-name 
 -sheltered housing issues .....................................................................................................81150-20-name 
 -supportive housing issues ...................................................................................................81150-20-name 
 -tenure options issues...........................................................................................................81150-20-name 
 
SHAM (See Social Housing Activity Matrix) 
 
SHELTER ALLOWANCES 
 -general ........................................................................................................................................... 81290-01 
 -issues/reports/studies ..........................................................................................................81290-20-name 
 -policy and procedures.................................................................................................................... 81290-00 
  
SHELTERED HOUSING (SENIORS) 
 (See also HOUSING PROGRAMS) 
 (See also HOUSING PROJECTS) 
 -general ........................................................................................................................................... 81150-01 
 -issues/reports/studies ..........................................................................................................81150-20-name 
 -policy and procedures.................................................................................................................... 81150-00 
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SINGLE PERSONS 
 (See also HOUSING PROGRAMS) 
 (See also HOUSING PROJECTS) 
 -general ........................................................................................................................................... 81160-01 
 -issues/reports/studies ..........................................................................................................81160-20-name 
 -policy and procedures.................................................................................................................... 81160-00 
 
SITE PLANS 
 -general ........................................................................................................................................... 83100-01 
 -per housing project ..................................................................................................................... Estate #-05 
  
SITE PURCHASE COMPLETION CHECKLIST 
 -housing development 
  -general.................................................................................................................................... 83200-01 
  -per housing project ............................................................................................................. Estate #-00 
 
SLIDES 
 (See PHOTOGRAPHS) 
 
SMOKE DETECTORS (PROPERTY MANAGEMENT) 
 -fire and safety program.................................................................................................................. 83550-08 
 -fire protection systems maintenance 
  -general.................................................................................................................................... 83550-01 
  -per housing project .................................................................................................. Estate #-60 or -65 
 
SOCIAL HOUSING 
 (See CLIENT/TARGET GROUPS) 
 (See HOUSING ISSUES) 
 (See HOUSING PROGRAMS) 
 (See HOUSING PROJECTS) 
 
SOCIAL HOUSING ACTIVITY MATRIX (SHAM) ................................................................................. 83200-03 
 
SOCIAL HOUSING ANNUAL REVIEW (SHAR)................................................................................... 82300-02 
 
SOCIAL HOUSING PLAN (ANNUAL 3 YEAR PLAN).......................................................................... 82100-03 
 
SOCIETY (See SPONSORS/OPERATORS OF HOUSING PROJECTS) 
 
SOCIETY-LED HOUSING 
 (See also HOUSING PROGRAMS) 
 (See also HOUSING PROJECTS) 
 -general ........................................................................................................................................... 81260-01 
 -issues/reports/studies ..........................................................................................................81260-20-name 
 -non-profit housing issues.....................................................................................................81260-20-name 
 -sponsors/operators 
  -general.................................................................................................................................... 84200-01 
  -per sponsor .......................................................................................................... 84200-30-Sponsor # 
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SOLICITOR'S REPORTING LETTER................................................................................................. Estae #-02 
 
SPECIAL FACILITIES/PURPOSE HOUSING 
 (See also HOUSING PROGRAMS) 
 (See also HOUSING PROJECTS) 
 -general ........................................................................................................................................... 81140-01 
 -building specifications...............................................................................................................81220 series -issues/r
 -policy and procedures.................................................................................................................... 81140-00 
  
SPECIAL PURPOSE (See SPECIAL FACILITIES/PURPOSE HOUSING)  
 
SPECIFICATIONS (CONSTRUCTION) 
 (See BUILDING SPECIFICATIONS) 
 
SPONSORS/OPERATORS OF HOUSING PROJECTS 
 -general ........................................................................................................................................... 84200-01 
  -per sponsor .......................................................................................................... 84200-30-Sponsor # 
 -acts and constitutions 
  -general.................................................................................................................................... 84200-01 
  -per sponsor .......................................................................................................... 84200-20-Sponsor # 
 -address changes 
  -general.................................................................................................................................... 84200-01 
  -per sponsor .......................................................................................................... 84200-30-Sponsor # 
 -annual information form 
  -general.................................................................................................................................... 84200-01 
  -per sponsor .......................................................................................................... 84200-30-Sponsor # 
 -audited financial statements 
  -general.................................................................................................................................... 84200-01 
  -per sponsor .......................................................................................................... 84200-30-Sponsor # 
 -board of directors 
  -general.................................................................................................................................... 84200-01 
  -per sponsor .......................................................................................................... 84200-30-Sponsor # 
 -ceremonies (groundbreaking/opening) 
  -general.................................................................................................................................... 84200-01 
  -per housing project ............................................................................................................. Estate #-08 
 -listing .............................................................................................................................................. 84200-02 
 -management review of Sponsor 
  -general.................................................................................................................................... 84200-01 
  -per sponsor .......................................................................................................... 84200-30-Sponsor # 
 -management review of Sponsor housing project 
  -general.................................................................................................................................... 83520-01 
  -per housing project ............................................................................................................. Estate #-24 
 -name changes 
  -general.................................................................................................................................... 84200-01 
  -per sponsor .......................................................................................................... 84200-20-Sponsor # 
 -register............................................................................................................................................ 84200-02 
 -tenants annual rent reviews 
  -general.................................................................................................................................... 84320-01 
  -per housing project ............................................................................................................. Estate #-06 
 -workshops/seminars/conferences 



  DDDDD RRRRRR  AAAA FFFFFF TTTTTT 
  DD  DD RR   RR AA  AA FF   TT 
  DD  DD RRRRRR AAAAAA FFFFF   TT 
  DD  DD RR   RR AA  AA FF   TT 
  DDDDD RR   RR AA  AA FF   TT 

 
 
SUBJECT HEADINGS PRIMARY NUMBERS 
 
 

 

G:\data.wp5\ric.dir\orcs\:96/12/04 SCHEDULE 110225 ORCS/BCHMC INDEX S4 

  -general.................................................................................................................................... 84220-01 
  -per seminar ..................................................................................................................84220-20-name 
 
SPRINKLERS  
 -fire and safety program.................................................................................................................. 83550-08 
 -fire protection systems maintenance 
  -general.................................................................................................................................... 83550-08 
  -per housing project .................................................................................................. Estate #-60 or -65 
 
STANDARDS  
 -allocation of housing -applicants ................................................................................................... 84120-00 
 -building construction specifications (BCHMC).............................................................................. 83100-03 
 
STATEMENTS OF ADJUSTMENTS (PURCHASE OF LAND) ........................................................ Estate #-02 
 
STATE OF TITLE CERTIFICATE....................................................................................................... Estate #-02 
 
STATISTICS  
 (See REPORTS/STUDIES) 
 (See subject of statistics)  
 
STATUTORY DECLARATION (CONTRACTORS - CONSTRUCTION) 
 -general ........................................................................................................................................... 83220-01 
  -per housing project ............................................................................................................. Estate #-00 
 
STATUTORY DECLARATION OF OFFICERS (LOAN).................................................................... Estate #-02 
 
STREET YOUTH (See YOUTH) 
 
STUDIES/REPORTS (See REPORTS/STUDIES) 
 
SUBMITTED PROJECT PROPOSALS (HOUSING DEVELOPMENT / OPERATION) 
 -general ........................................................................................................................................... 83230-01 
  -per proposal (pre evaluation)...................................................................................................Interim # 
 -accepted proposals 
  -general.................................................................................................................................... 83230-01 
  -per accepted proposal ........................................................................................................ Estate #-11 
 -rejected proposals 
  -general.................................................................................................................................... 83230-01 
  -per rejected proposal ...............................................................................................................Interim # 
 
SUBSIDIES/ASSISTANCE 
 (See also HOUSING PROGRAMS) 
 (See also HOUSING PROJECTS) 
 -general ........................................................................................................................................... 81290-01 
 -issues/reports/studies ..........................................................................................................81290-20-name 
 -policy and procedures.................................................................................................................... 81290-00 
  
SUBSIDIZED HOUSING 
 (See also HOUSING PROGRAMS) 
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 (See also HOUSING PROJECTS) 
 -general ........................................................................................................................................... 81260-01 
 -Government Subsidized Housing Report ..................................................................................... 81260-02 
 -issues/reports/studies ..........................................................................................................81260-20-name 
 -policy and procedures.................................................................................................................... 81260-00 
  
SUMMARY OF TENANTS AND RENT SUBSIDY REQUIRED - SHARP SYSTEM PRINTOUT 
 -general ........................................................................................................................................... 84310-01 
  -per housing project ....................................................................................................... Project/ID# -06 
 
SUPPORT SERVICES (CLIENT SERVICES) 
 -general ........................................................................................................................................... 84330-01 
 -applicants for support services 
  -general.................................................................................................................................... 84330-01 
  -per application (accepted) .......................................................................................... 84330-50 series 
  -per application (rejected) ............................................................................................ 84330-60 series 
 -development of 
  -educational services ....................................................................................................84330-30-name 
  -employment services ...................................................................................................84330-30-name 
  -medical services...........................................................................................................84330-30-name 
  -mental health services ................................................................................................84330-30-name 
 -policy and procedures.................................................................................................................... 84330-00 
 
SUPPORTIVE HOUSING (SENIORS) 
 (See also HOUSING PROGRAMS) 
 (See also HOUSING PROJECTSS) 
 -general ........................................................................................................................................... 81150-01 
 -issues/reports/studies ..........................................................................................................81150-20-name 
 -policy and procedures.................................................................................................................... 81150-00 
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 - T - 
 
3 YEAR SOCIAL HOUSING PLAN ....................................................................................................... 82100-03 
 
TAXES 
 -GST 
  -general.................................................................................................................... see ARCS 1210-03 
  -per housing project ............................................................................................................. Estate #-01 
 -property  taxes (PRHC) 
  -general.................................................................................................................................... 83310-05 
  -per PRHC property ............................................................................................................. Estate #-03 
 
TECHNICAL DRAWINGS (MECHANICAL & ELECTRICAL) 
 -general ........................................................................................................................................... 83100-01 
  -per housing project ............................................................................................................. Estate #-05 
   (microfiche)......................................................................................................................Estate # 
 
TENANCY AGREEMENT 
 -general ........................................................................................................................................... 84310-01 
  -per tenant (active) ......................................................................................................... Estate #-Line # 
  -per tenant (ARP) .............................................................................................................. Tenant name 
 
TENANT/S 
 -annual rent reviews 
  -general.................................................................................................................................... 84320-01 
  -BCHMC tenants ..................................................................................................................... 84320-03 
  -per housing project ............................................................................................................. Estate #-06 
 -associations 
  -general.................................................................................................................................... 84340-01 
  -per housing project ............................................................................................................. Estate #-80 
  -Vancouver and District Public Housing Tenants Association...................................... 84340-20-VAN 
 -associations insurance 
  -general........................................................................................................... see ARCS 0450-01-TEN 
  -per association.................................................................................................................... Estate #-80 
 -current (active) 
  -general.................................................................................................................................... 84310-01 
  -per tenant ...................................................................................................................... Estate #-line # 
  -per tenant (ARP) .............................................................................................................. Tenant name 
 -deceased........................................................................................................................................ 84360-04 
 -former (vacated) 
  -general ................................................................................................................................... 84360-01 
  -per tenant ........................................................................................................................Tenant Name 
  -status X = ex ....................................................................................................................Tenant Name 
  -status X1 = debt .........................................................................................................Tenant Name X1 
  -status X1 = debt written off ..............................................................................................Tenant Name 
  -status X2 = conflict.....................................................................................................Tenant Name X2 
  -status X3 = conflict & debt .........................................................................................Tenant Name X3 
 -form letters/notices 
  -general.................................................................................................................................... 84300-03 
  -forms management...........................................................................................see ARCS 0285 series 



  DDDDD RRRRRR  AAAA FFFFFF TTTTTT 
  DD  DD RR   RR AA  AA FF   TT 
  DD  DD RRRRRR AAAAAA FFFFF   TT 
  DD  DD RR   RR AA  AA FF   TT 
  DDDDD RR   RR AA  AA FF   TT 

 
 
SUBJECT HEADINGS PRIMARY NUMBERS 
 
 

 

G:\data.wp5\ric.dir\orcs\:96/12/04 SCHEDULE 110225 ORCS/BCHMC INDEX T2 

 -issues/reports/studies ....................................................................................................... 84300-20-subject 
 -notice of vacancy 
  -general.................................................................................................................................... 84360-01 
  -per tenant (vacated).........................................................................................................Tenant Name 
 -notice to terminate report............................................................................................................... 84300-04 
 -over-housed issues........................................................................................................................ 84120-08 
 -People,Plants and Homes (urban gardening) 
  -general.................................................................................................................................... 84350-01 
  -per housing project ............................................................................................................. Estate #-90 
 -policy and procedures.................................................................................................................... 84310-00 
 -previous accomodation forms 
  -general.................................................................................................................................... 84320-01 
  -per housing project ............................................................................................................. Estate #-06 
 -priority placement policy ................................................................................................................ 84120-00 
 -programs (tenant associations) 
  -general.................................................................................................................................... 84340-01 
  -per housing project ............................................................................................................. Estate #-80 
 -rent calculation 
  -general.................................................................................................................................... 84320-01 
  -per tenant ...................................................................................................................... Estate #-line # 
  -per tenant (ARP) .............................................................................................................. Tenant name 
 -request for transfer 
  -general ................................................................................................................................... 84110-01 
  -per tenant (copy)............................................................................................................. Estate #-line# 
  -per application......................................................................................................................Applicant # 
 -Residents Recreational Activities Program (RRAP) (See Tenants Association Grants TAG) 
 -services (support) 
  -general.................................................................................................................................... 84330-01 
  -agreements ..................................................................................................................84330-30-name 
  -development of.............................................................................................................84330-30-name 
 -status (See former) 
 -tenancy agreement 
  -general.................................................................................................................................... 84310-01 
  -per tenant ...................................................................................................................... Estate #-line # 
  -per tenant (ARP) .............................................................................................................. Tenant name 
 -Tenants Associations Grants (TAG) ............................................................................................. 84340-04 
 -transfer request 
  -general.................................................................................................................................... 84110-01 
  -per tenant (copy)........................................................................................................... Estate #-Line # 
  -per tenant (ARP) .............................................................................................................. Tenant name 
  -per application......................................................................................................................Applicant # 
 -urban gardening (People,Plants and Homes) 
  -general.................................................................................................................................... 84350-01 
  -per housing project ............................................................................................................. Estate #-90 
 -vacated (See former) 
 
TENANTS ASSOCIATIONS GRANTS 
 -general ........................................................................................................................................... 84340-04 
  -per tenant association......................................................................................................... Estate #-80 
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TENANTS RIGHTS ACTION COALITION.................................................................see ARCS 0200-20-TRAC 
 
TENURE OPTIONS (SENIORS) 
 -general ........................................................................................................................................... 81150-01 
 -issues/reports /studies .........................................................................................................81150-20-name 
 
TERM DEPOSITS........................................................................................................... See ARCS 1130-20-TE 
 
THREE YEAR SOCIAL HOUSING PLAN............................................................................................. 82100-03 
 
TITLE CERTIFICATE 
 -PRHC land 
  -general.................................................................................................................................... 83310-01 
  -per PRHC property ............................................................................................................. Estate #-02 
 -sponsor/operator land 
  -general.................................................................................................................................... 83300-01 
  -per housing project ............................................................................................................. Estate #-02 
 
TITLE SEARCH 
 -PRHC land 
  -general.................................................................................................................................... 83310-01 
  -per PRHC property ............................................................................................................. Estate #-02 
 -sponsor/operator land 
  -general.................................................................................................................................... 83300-01 
  -per housing project ............................................................................................................. Estate #-02 
 
TRANSFER (FOR DIFFERENT ACCOMMODATION) 
 -general ........................................................................................................................................... 84110-01 
 -application for tenant request (copy).................................................................................... Estate #-Line # 
 -per tenant (ARP) ...................................................................................................................... Tenant name 
 -application file...............................................................................................................................Applicant # 
 
TRANSITION HOUSE 
 (See also HOUSING PROGRAMS) 
 (See also HOUSING PROJECTS) 
 -general ........................................................................................................................................... 81140-01 
 -issues/reports/studies ..........................................................................................................81140-20-name 
 -policy and procedures.................................................................................................................... 81140-00 
  
TRANSITION HOUSE PRIORITY PLACEMENT POLICY .................................................................. 84120-00 
 -general (applicants-housing allocation)......................................................................................... 84120-01 
 -battered womens'issues ........................................................................................................81140-20-BAT 
 
TREE ASSESSMENT (LAND) 
 -issues ...................................................................................................................................81230-20-name 
 -housing development 
  -per housing project ............................................................................................................. Estate #-03 
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 - U - 
 
UNDER-HOUSED ISSUES ................................................................................................................... 84120-09 
 
UNDERTAKING TO INSURE 
 -housing development phase 
  -general.................................................................................................................................... 83400-01 
  -per housing project ............................................................................................................. Estate #-02 
 
URBAN GARDENING (See PEOPLE,PLANTS & HOMES) 
 -general ........................................................................................................................................... 84350-01 
  -per housing project ............................................................................................................. Estate #-90 
 -POLICY AND PROCEDURES...................................................................................................... 84350-00 
 
URBAN HOUSING 
 (See also HOUSING PROGRAMS) 
 (See also HOUSING PROJECTS) 
 -general ........................................................................................................................................... 81280-01 
 -issues/reports/studies ..........................................................................................................81280-20-name 
 -Native (Aboriginal) Peoples issues......................................................................................81110-20-name 
  -reports / studies............................................................................................................81110-20-name 
  



  DDDDD RRRRRR  AAAA FFFFFF TTTTTT 
  DD  DD RR   RR AA  AA FF   TT 
  DD  DD RRRRRR AAAAAA FFFFF   TT 
  DD  DD RR   RR AA  AA FF   TT 
  DDDDD RR   RR AA  AA FF   TT 

 
 
SUBJECT HEADINGS PRIMARY NUMBERS 
 
 

 

G:\data.wp5\ric.dir\orcs\:96/12/04 SCHEDULE 110225 ORCS/BCHMC INDEX V1 

 - V - 
 
VACANCIES - APPLICANTS - HOUSING ALLOCATION ................................................................... 84120-06 
 
VACATED TENANTS 
 -general ........................................................................................................................................... 84360-01 
 -deceased........................................................................................................................................ 84360-04 
 -policy and procedures.................................................................................................................... 84360-00 
 
VANCOUVER AND DISTRICT PUBLIC HOUSING TENANTS ASSOCIATION....................... 84340-20-VAN 
 
VENTILATING SYSTEMS (HVAC) 
 -mechanical & electrical systems maintenance 
  -general.................................................................................................................................... 83550-01 
  -per housing project .................................................................................................. Estate #-60 or -66 
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 - W - 
 
WASTE MANAGEMENT  
 (See also ARCS 1460 series for BCHMC office facilities) 
 -program.......................................................................................................................................... 83520-11 
 -property management/maintenance 
  -general.................................................................................................................................... 83520-01 
  -per housing project ............................................................................................................. Estate #-20 
 -contracts for BCHMC directly managed buildings ........................................see ARCS 1060-20-Tender # 
 -contracts for PRHC group homes 
  -general.................................................................................................................................... 83520-03 
  -per housing project ............................................................................................................. Estate #-23 
 
WHEELCHAIR ACCESSIBLE HOUSING 
 (See also HOUSING PROGRAMS) 
 (See also HOUSING PROJECTS) 
 -applicants 
  -per application file ................................................................................................................Applicant # 
 -applications ..................................................................................................................................Applicant # 
 -housing stock registry 
  -agreement ....................................................................................................................84210-25-name 
  -development of.............................................................................................................84210-25-name 
 -units ( see housing stock)  
 -registry agreement ...............................................................................................................84210-25-name 
 -registry development............................................................................................................84210-25-name 
 
WORK ORDERS (BCHMC directly managed units) 
 -general ........................................................................................................................................... 83520-01 
 -per housing project ..................................................................................................................... Estate #-26 
 
WORKSHOPS 
 -for BCHMC staff..................................................................................................See ARCS 0220-20 series 
 -for sponsor/operator 
  -general.................................................................................................................................... 84220-01 
  -per workshop................................................................................................................84220-20-name 
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YOUTH 
 (See also HOUSING PROGRAMS) 
 (See also HOUSING PROJECTS) 
 (See also SUPPORT SERVICES) 
 -persons with special needs 
  -general.................................................................................................................................... 81140-01 
  -issues/reports/studies ..................................................................................................81140-20-name 
 -street (homelessness) 
  -general.................................................................................................................................... 81130-01 
  -issues/reports/studies ..................................................................................................81130-20-name 
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ZONING 
 -PRHC land 
  -general.................................................................................................................................... 83310-01 
  -per property......................................................................................................................... Estate #-03 
 -sponsor/operator land 
  -general.................................................................................................................................... 83300-01 
  -per housing project ............................................................................................................. Estate #-03 
 -rural / urban housing issues 
  -general.................................................................................................................................... 81280-01 
  -issues/reports/studies ..................................................................................................81280-20-name 
  -policy and procedures............................................................................................................ 81280-00 
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