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2009-2011 GUIDEBOOK
The Washington State Archives Local Records Grant Program, administered by the Office of the Secretary of State, provides financial assistance to local government officials to support records management and preservation efforts, particularly for records with permanent retention. This grants-in-aid program is a significant effort in the overall mission of the program to enhance the quality of archival preservation and public access to records of enduring value. (Chapter 434-670-010 WAC)  

This Guidebook is designed for local government agencies, that wish to apply for a Local Records Grant, and it contains information and application forms for all Grants.  

Applicants must consult with Regional Branch Archives staff to ensure a strong and well-designed project proposal that reflects best archival and records management practices.  

Call or e-mail the archivist contact at your Regional Branch to discuss what you would like to accomplish with a Local Records Grant, and to get help developing your project proposal.  

     Northwest Counties:  


Scott Roley

 
360-650-2813  

scott.roley@wwu.edu

Clallam, Island, Jefferson, San Juan, Skagit, Snohomish, Whatcom Counties 

     Southwest Counties:  

Erin Whitesel-Jones

 360-586-4894 

ewhiteseljones@secstate.wa.gov
Clark, Cowlitz, Grays Harbor, Lewis, Mason, Pacific, Skamania, Thurston, Wahkiakum Counties  

     Central/Eastern Counties:  

Scott Sackett


 509-413-3296

ssackett@secstate.wa.gov                                                   
Adams, Asotin, Benton, Chelan, Columbia, Douglas, Ferry, Franklin, Garfield, Grant, Kittitas, Klickitat, Lincoln, Okanogan, Pend Oreille, Spokane, Stevens, Walla Walla, Whitman, Yakima Counties
      Puget Sound Counties: 


Mike Saunders


 425-564-3950 

msaunder@bellevuecollege.edu                                  


King, Kitsap, Pierce Counties

Questions regarding the Grant Program, your project, or your application may also be directed to:
      Local Records Grant Coordinator:  

Patrick Williams 

360-586-0108 

pwilliams@secstate.wa.gov
Applications MUST BE POSTMARKED no later than September 10, 2009
Washington State Archives
1129 Washington St SE, 
Olympia, 98504
 1. INTRODUCTION
1.1  Purpose
Since 2002 The Washington State Archives Local Government Records Grant Program supports local public records management and preservation efforts. Digitization and preservation of these public records are a part of a sound Records Management plan.  The Grants are funded with fees collected by County Auditors.  This is a competitive grant program and the number of grant applications and the requested level of grant funding generally exceeds the total award amount available each grant cycle.  Grants are reviewed by Washington State Archives staff and forwarded to the State Archives Oversight Committee.  The Committee reviews and makes funding recommendations to the Secretary of State.  Agencies representing populations of all sizes are encouraged to apply.
1.2  Focus for 2009-2011 Grant Program

This cycle is giving local government agencies the ability to digitize archival records for continued preservation efforts and increased public access.  Backing up these archival records, regardless of format, benefits the applicant by providing a usable copy of essential records for daily use while assisting the preservation of the original record by decreasing daily usage.  All digital records will be indexed and hosted by the Washington State Digital Archives.
This cycle is concentrating on the following record series:

· Minutes 


(DAN GS50-05A-13)
· Ordinances 


(DAN GS50-05A-16)
· Resolutions 


(DAN GS50-05A-16)
· County Recorded Documents 
(DAN AU52-03B-01)
· Superior Court Case Files
(DAN CL65-01-08)
The grants (up to $10,000) are intended to fund projects that enhance or improve the preservation and management of an agency’s records.  Relocating the original records to the nearest Regional Branch of Washington State Archives will further benefit the applying agency by removing the cost associated with storage. State Archives staff will assist you in determining a sound grant project for your agency, and can answer any questions relating to your records. 

1.3  Timetable 
The grant project will begin on the date of the award letter from the Secretary of State and will run through May 31, 2011.  All work on the grant project must be complete and invoiced by May 15th, 2011.  

July 10 ‘09
    

Grant application available
September 10 ‘09   
    
Grant application deadline
September 28 ‘09    

Archives Oversight Committee reviews and recommends

October ‘09
    

Secretary of State makes award decisions

November ‘09
    

Awards announced






January 2010
    

Award Ceremonies with Sam Reed                                                                           January - June   
 

First disbursement of funds upon execution of contract

June 30 ’10
    

1st interim narrative report due

December 31 ’10


2nd interim narrative report due 

May 15 ’11
    

All work on grant projects must be complete and invoiced
May 31 ’11
    

Final narrative report due, and all unspent monies repaid
1.4  Eligible Applicants

Any local government or political subdivision with taxing authority may apply for Local Records Grant funds.  This includes (but is not limited to) cities and towns, school districts, conservation districts, law enforcement agencies, and port districts.  State and federal agencies are not eligible for this program.  Agencies representing populations of all sizes are encouraged to apply for the Grant. 

  1.5  Ineligible Projects 
Ineligible activities include, but are not limited to: projects already completed and expenses incurred prior to the start date of the grant period.  For a more complete list of ineligible activities, see the Administrative Rules at the end of this Guidebook or Chapter 434-670 WAC.

1.6  Approved Grant Project Categories
Approved project budget categories eligible for grant funding include:

· Imaging Services, such as microfilming, scanning, and duplicating microfilm. State Archives’ Imaging Services (IS) is the required vendor for all imaging projects (scanning, microfilming/duplication).  In the event that (IS) is unable to undertake or complete a project, grant recipients will be allowed to secure a different vendor. 
· Records storage supplies such as boxes.  All records receiving grant funds must be stored and transported in 1 cu ft archival boxes when possible.  These sturdy, acid-free boxes ($1.65 ea) are available through your Regional Branch, and costs can be included in your grant budget request.  

· Other services and commodities that is pertinent and necessary to the project.
1.7  Application Review and Award Process

The grant review process is a competitive one, with a set amount of grant monies available for distribution.  Projects that meet the criteria of the grant program, that are well conceived, fully described, and adequately supported in a complete application form, will receive the most favorable review.  State Archives Branch Archivists and the Local Records Grant Coordinator are available to provide assistance and guidance in completing the application prior to the application deadline.  Additional merit will be given towards applicants who plan to transfer the originals documents to the Regional Archives along with related meeting agenda packets or master indexes.
Applications are reviewed for eligibility, completeness, conformity to application requirements, soundness of budget and relevance to the purpose of the grant program.  The Washington State Archives Oversight Committee (AOC) evaluates applications and determines award recommendations (full, partial, or denial of funding.)  The proposed award list is forwarded to the Secretary of State for approval.  All applicants are notified by mail.

In evaluating applications, the AOC considers the importance and historical value of the records and the overall soundness of the proposed project. They are guided by the following criteria in making recommendations on applications: 

· Urgency of Problem:  Special consideration is given to offices with critical records problems. 

· Significance and Age of Records: The committee will give special consideration to those proposals addressing preservation of older records. 

· Soundness of Method:  The method of handling records should conform to a generally accepted archival theory and practice. This includes thorough examination, arrangement, and description to make records readily accessible for research. Similarly, for those projects that seek to treat individual items, the methods used must not harm the item and the process must be reversible. 

· Local Commitment to Conservation:  This includes provisions for adequate storage space and proper environmental controls, the designation of a knowledgeable person or persons responsible for maintaining the records, and adherence to all standards for archival microfilming or scanning as supported by the Washington State Archives.
1.8  Other Funding Sources

The State Archives also encourages local agencies to pursue other funding sources for preservation of historical records such as:

RCW 36.22.170 (1)(a) Except as provided in (b) of this subsection, a surcharge of five dollars per instrument shall be charged by the county auditor for each document recorded, which will be in addition to any other charge authorized by law. One dollar of the surcharge shall be deposited in the county general fund to be used at the discretion of the county commissioners to promote historical preservation or historical programs, which may include preservation of historic documents.  
2. GRANT INFORMATION
2.1  What can I expect from this grant? 
· Your records will be received by Imaging Services where they will be digitized and indexed according to previously formatted standards.  Each record will be indexed and imaged as a separate document.

· The digital versions of the originals will be hosted by the Washington State Digital Archives.  A link to your records can be attached to your agency webpage for easy public access.  

· Security Microfilm originals created by Imaging Services will stored in Olympia.  An inspection result and vault location will be sent to the customer upon accession of microfilm.
· If requested, a working copy of all records can be supplied either digitally or in microfilm.

2.2  Project Bids and Expenditures

All procurements must meet local government purchasing requirements. 

Project implementation and expenditure documentation is required to support all grant fund payments made by the Washington State Archives.  If required, report forms and instruction sheets (with examples of approved documentation for commodities and services) will be included in a project packet that is mailed in the award packet. Other documentation may be necessary depending on your particular project.  All funds received must be deposited into an auditable interest-bearing account.
2.3  Staff Assistance

Retain this Guidebook for your reference and use after award of grant funds.  Many questions that will arise as you implement your project are covered in this publication.  Additional pertinent information, materials and forms will be sent to the project contact after grants are awarded.

Washington State Archives staff is available to guide and assist you in applying for grant funds and in successfully completing your project.  Contact information is on the first page of this Guidebook.
2.4  Grant Payments  

All Grant recipients will receive 60% of the award amount within 30 days of returning the signed contractual agreement.  An additional 20% will be disbursed upon receipt and approval of the second of the two interim narrative reports, which is due January 10, 2011.  Upon completion of the project and receipt of a final report (due no later than May 31, 2011, copies of invoices for all funds expended) the final 20% will be disbursed within 30 days after receipt.  If a project is completed prior to either interim reporting requirement, only a final report will need to be submitted for payment of the final balance due.  All funds received must be deposited into an auditable interest-bearing account. 

2.5  Reports 

The Local Records Grant Program rules stipulate that both narrative and financial components be reported during the project period.  Online forms will be available at www.secstate.wa.gov/archives/lrgp2009-11
Two interim narrative reports are required.  The first covers the period from the project’s commencement through June 30, 2010, and is due on July 10, 2010.  The second interim report covers the period from July 1, 2010 through December 31, 2010, and is due on January 10, 2011.  In addition, a final report is due upon completion of project, but no later than May 31, 2011.  Copies of invoices for grant project expenditures must be attached.  A check for unexpended grant monies, and/or unexpended interest earned on those monies, must be returned to the Washington State Archives within 60 days of the completion of the project. 
2.6  Project Changes
The State Archivist of Washington must receive a written request prior to any revisions to a project’s budget.  The written request must include the reason for the revision, the total dollar amount of funds to be reallocated, and identification of which budget categories and/or budget line items are to be reduced or increased, and by what amount.  Program change requests, such as added or deleted record series, also require a prior written request.

3. APPLICATION PREPARATION TIPS
3.1  Step One – Getting Oriented
· READ this Guidebook and Application to become familiar with the program.

· Determine if your agency, institution or organization is eligible for this grant program.
· Understand what your responsibilities will be if you are awarded a grant.

· Objectively evaluate your resources: Do you have a realistic estimate of the funds, staffing and time needed to undertake and complete your project within the grant cycle time frame?

NOTE: 
The best project proposals are focused, achievable and part of a long-term plan.
3.2  Step Two – Getting Started
· Call or e-mail the archivist contact at your Regional Branch to discuss what you would like to accomplish with a Local Records Grant.  This required step will help your agency to develop a strong and well-designed project proposal that reflects best archival and records management practices.

· KEEP this Guidebook!  You will want to refer to specific sections as you develop your proposal, and it will be a ready source of information to effectively administer an awarded grant.  
· Allow sufficient time to develop a successful proposal; do not procrastinate.

· Prepare a draft, edit and revise to achieve the best proposal possible.
3.3  Step Three – Putting It All Together
· Fill out the Application in digital format and print out the original for the necessary signatures.  

· Be sure to respond to all questions and sections to complete the application. 
· Have someone review your draft for clarity, typos and spelling errors.

· Make sure you have the two required signatures of agency officials.
· Submit only the required form; your proposal will be judged on content, not weight. 
4. APPLICATION INSTRUCTIONS 

Submit your original signed application, stapled in the upper left-hand corner.  Do not use tabs, dividers, binders or folders.
Applications MUST be postmarked no later than September 10th, 2009.  No faxed or e-mailed applications will be accepted.  Please use the following address:
Local Records Grant Program

Washington State Archives

1129 Washington St SE

Olympia, WA  98504
4.1  Local Records Grant 2009-11 Application
Section 1

Applicant Agency
· This refers to the local government entity (or a sub-unit thereof) with taxing authority as defined by Washington State Statute.  This agency is generally the direct beneficiary of the applied grant funds.  

Primary Project Contact 
· This is the individual responsible for implementing the project on a day-to-day basis.  State Archives contact will be with this individual during the grant project.
Authorizing Official 
· The signatory individual must be the authorized local governmental or political subdivision official with the statutory authority to enter into binding contracts and encumber funds for the applicant agency.  This official will also be the signatory agent for the Grant Agreement, which establishes a contractual relationship between Secretary of State, Washington State Archives and the awarded grantee.
Authorizing Agency 
· This is the local government entity or political subdivision with the authority to enter into binding contracts and encumber funds.

Application Prepared by 
· This entry identifies the individual responsible for gathering the application information and completing the forms.  State Archives will contact this person should specific information pertaining to the proposed project be required.

Legislative District 

· This information is used for statistical purposes and to notify elected officials when grants are awarded.  If you are unsure of the district, please call your local election authority.
Federal Employer Identification Number (FEIN)
· This number is necessary to set up your grant payment account.

Signature of official 
· Signature of the Authorizing Official establishes official approval of the submitted project proposal and budget. 

Section 2
Which records are you requesting to be digitized?
· Select one or more of the record series that you wish to have included in your project.  Include the year range for each series.  
Have you previously digitized or microfilmed any portion of these records? 
· This will help Archives Staff locate any previously preserved records.
Are there any gaps in the date ranges specified above? 

· This will help you and Archives Staff to research for any missing records.
Do you intend to transfer your records and associated files? 
· Additional merit will be given to those agencies that are willing to transfer the originals and associated files to the Washington State Archives.

Agency Discussed This Grant Proposal With Branch Archivist?
· This check-box serves as confirmation that your agency completed this required step.
How Many Archival Boxes will you be requesting?

· Each acid free box holds 1 cubic foot of records.  A discounted price of $1.65 per box is offered to transfer and hold your records.  Each box holds approximately 2,500 
5. ADMINISTRATIVE RULES
5.1  WAC 434-670

The Washington State Archives Local Records Grant Program

WAC 434-670-010.  WASHINGTON STATE ARCHIVES LOCAL RECORDS GRANT PROGRAM.  The Washington State Archives Local Records Grant Program, administered by the Office of the Secretary of State, provides financial assistance to local government officials to support records management and preservation efforts, particularly for records of permanent retention. This grants-in-aid program is a significant effort in the overall mission of the program to enhance the quality of archival preservation and public access to records of enduring value.  This grant program is governed by this chapter and by RCW 36.22.175.

 WAC 434-670-020.  ELIGIBLE AND INELIGIBLE ACTIVITIES.
1) The following activities, including but not limited to, are eligible for support through grants 

2) administered pursuant to this chapter:

a. Planning

b. Records Management

c. Preservation

d. Conservation

e. Professional consultants

f. Essential equipment

g. Reference tools, and

h. Education

i. Temporary Personnel

3) The following activities, including but not limited to, are ineligible for support through grants 

4) administered pursuant t this chapter:

a. Projects already completed

b. Expenses incurred prior to the grant period

c. Existing/permanent staff positions

d. Equipment nonessential to the project

e. Capital improvements to buildings

f. Payments to lobbyists

g. Hospitality expenses

h. Prizes/awards

i. Benefit activities (social, fundraisers, etc.)

j. Educational outreach not available to the public

k. Tuition reimbursement for academic credit

l. Activities having a religious purpose

m. Inventories/guides not available to the public and;

n. Purchase of manuscripts/records.

 WAC 434-670-030.  ELIGIBILITY.  Local government entities, including special purpose districts, are eligible to apply for grants under this chapter.  Entities other than local governments, such as individuals, state agencies, federal agencies, and private organizations are ineligible, but local public records housed by state agencies may be included in a grant application that is submitted and administered by the local official who has statutory authority over the records.
WAC 434-670-040.  EVALUATION OF PROPOSALS.  

1) Washington State Archives staff will review grant applications for completeness, conformity to application requirements, soundness of budget, and relevancy to the objectives of the Washington State Archives Local Records Grant Program.  [Staff may also consider, in addition to the factors specified above the potential for widespread citizen use, research value and value for ongoing governmental operation of the proposed project including improvements to existing operations.]

2) The proposal may be returned to the applicant institution for further development or clarification, prior to application deadline.  

3) A summary will be prepared by the Washington State Archives for each complete application and forwarded to the Oversight Committee. The committee will review the applications at its annual public meeting and make funding recommendations to the Secretary of State. 

4) The Office of the Secretary of State will notify the applicant in writing as to whether the proposal has been funded or rejected.

5) The Office of the Secretary of State will notify the applicant in writing as to whether the proposal has been funded or rejected.

WAC 434-670-050.  GRANT APPLICATION REQUIREMENTS.  

In order to be complete an application must include:

1) Identification of local government entity and project personnel;

2) A description of the activity proposed for funding including:

a. Statement of purpose and goals;

b. Project summary;

c. Detailed analysis of plan, discussion of techniques and a timetable;

d. Project objectives; and

e. Specific end results or products.

3) A funding description, including:

a. Budget layout;

b. Budget explanation;

c. Need for outside funding;

d. Funding of future management and preservation projects; and

e. Local entity’s accounting methods and audit procedures.

4) Relevant Information, including:

a. Evaluation of results (how will the success or failure be measured);

b. Statement of any previous actions; and

c. Description of importance of the project in terms of an overall, long-range record management program

5) Authorization, including:

a. Being signed and dated by proper official; and

b. Identification of preparer of the application.

6) Support Material, including:

a. Letter of commitment from the applicant’s funding authority;

b. Resumes of project personnel, consultants, volunteers, etc., and descriptions of their grant-funded  duties
c. Required forms;

d. Identification of necessary services, equipment, supplies, etc.; and

e. Other relevant information

WAC 434-670-060.  GRANT CALENDAR. 

1) The grant period begins on the date of the award issued by the Office of the Secretary of State.  Grant projects must be completed in the awarded biennium. 

2) The grant payment and reporting schedule will be approved and published by the Oversight Committee for each grant cycle. All unused grant funds and interest in possession of the grantee must be returned to the Washington State Archives Local Records Grant Program within 60 days of completion.

WAC 434-670-070.  ACCOUNTING.  Grantees must keep financial records in accordance with the accounting practices generally applicable to their local government accounting practices and apply approved record retention schedules.  These records, as public records, shall be subject to inspection by the Washington State Archives staff and the Oversight Committee during regular business hours throughout the grant period.   If any litigation, claim, or audit is begun before the end of the retention period, records must be retained until such proceeding is resolved.   

WAC 434-670-080.  AUDITING REQUIREMENTS.  Grantees must comply with the audit requirements set forth in Washington statutes for local government units. The grantee is responsible for ensuring that the Washington State Archives receives copies of the audit report for any audit performed during the grant period or for the following three (3) years. Specific accounting requirements for the Washington State Archives Local Records Grant Program are:

1) Grant money must be deposited in an auditable, interest-bearing account. Interest received must be applied to the project.

2) Grant work must be monitored in progress. The Washington State Archives staff may visit the work site for review at any time during the project.


3) Changes in the approved grant, including changes of personnel, must be requested in writing to the Washington State Archives, Local Records Grant Program.

4) In the case of default by the grantee, the grant will be revoked and all unused funds must be returned to the Washington State Archives Local Records Grant Program. The Washington State Archives will notify the grantee of default in writing.

5) The grantee shall submit a final grant report by June 30.

6) Grantees must submit copies of all invoices with the final report, and

7) Grantees must adhere to local and state bid requirements and submit documentation with the final grant report.
WAC 434-670-090.  CONFLICTS OF INTEREST. 

1) The Washington State Archives Oversight Committee will not consider a proposal where a committee member or a member of the Secretary of State’s staff derives compensation from the proposed grant.

2) A board member shall abstain from reviewing or voting on proposals if she/he is directly or indirectly connected with a proposed project through employment at the same institution, [directly or] indirectly  supervises the project, or serves as an unpaid consultant to the project.
Local Records Grant 2009-11 Application 
Section 1
	Applicant Agency

      

	Agency Head (First, Last)     

     
	Position Title/Division

     
	Phone Number

                   

	
	
	

	Name of Primary Project Contact (First, Last)

      
	Position Title/Division

     
	Phone Number

                   

	
	
	

	E-mail –Primary Project Contact
     
	Fax Number

                   
	Legislative District

     

	
	
	

	Applicant Agency Address (Street, City, State, Zip Code)

     
     
     
     
	Mailing Address - if different (Street, City, State, Zip Code)

     
     
     
     

	Authorizing Agency Official (First, Last)

     
	Authorizing Official Position Title/Division

     

	Name of individual to whom the check should be mailed:       
     
     
     
	Address of individual to whom the check should be mailed: 
     
     
     
     

	Email Address

     
	Fax number

                   
	Phone Number

                   

	Application Prepared by (First, Last)

     
	Position Title/Division

     
	Phone Number

                   

	Notes or Additional Information:

     

	Federal Employer Identification Number (FEIN):

     

	Signature Showing Certification of Authority to Secure and Encumber Project Funds

	Signature of Agency Head
	DATE:
	Signature of Authorizing Official
	DATE:

	
	
	
	

	To be Completed by Washington State Archives Staff Only

	Application Complete & Accepted                                                   
	Grant Awarded or Denied (Date):                                                                  

	                                                                                                                                            Name                                                                 Date
	Notification Mailed             (Date):


Local Records Grant 2009-11 Application

Section 2

This information will be used to help Archives Staff prioritize the preservation of your records 

1. Which eligible record series are you requesting to be digitized?

 FORMCHECKBOX 

Minutes 
DAN (GS50-05A-13)
Year      

through 

Year     
 FORMCHECKBOX 

Ordinances 
DAN (GS50-05A-16) 
Year      

through 

Year     
 FORMCHECKBOX 

Resolutions


DAN (GS50-05A-16) 
Year      

through 

Year     
 FORMCHECKBOX 

County Auditors Recordings
DAN (AU52-03B-01) 
Year      

through 

Year     
 FORMCHECKBOX 

Superior Court Case Files 

DAN (CL65-01-08)
 Year      

through 

Year     
2. Have you previously digitized or microfilmed any portion of these records?

Yes FORMCHECKBOX 


Year      

through 

Year     


No  FORMCHECKBOX 

3. Are there any gaps in the date ranges specified above? 


Yes FORMCHECKBOX 


Year      

through 

Year     
No  FORMCHECKBOX 
 



4. Will you be transferring your original records to the Washington State Archives?


Yes FORMCHECKBOX 


No FORMCHECKBOX 

5.     Will you also be transferring associated indexes and/or Agenda Packets with the series?



Yes FORMCHECKBOX 


No FORMCHECKBOX 

6.     Have you discussed this grant application with your Regional Archives Contact?



Yes FORMCHECKBOX 


No FORMCHECKBOX 

7.     How many archival boxes will you be requesting?


     
2009-11

LOCAL RECORDS GRANT PROGRAM

Call or email the Archivist contact in your Region to get help with your Local Records Grant Application
     Northwest Counties:  


Scott Roley

 
360-650-2813  

scott.roley@wwu.edu

Clallam, Island, Jefferson, San Juan, Skagit, Snohomish, Whatcom Counties 

     Southwest Counties:  

Erin Whitesel-Jones

 360-586-4894 

ewhiteseljones@secstate.wa.gov
Clark, Cowlitz, Grays Harbor, Lewis, Mason, Pacific, Skamania, Thurston, Wahkiakum Counties  

     Central/Eastern Counties:  

Scott Sackett


 509-413-3296

ssackett@secstate.wa.gov                                                   
Adams, Asotin, Benton, Chelan, Columbia, Douglas, Ferry, Franklin, Garfield, Grant, Kittitas, Klickitat, Lincoln, Okanogan, Pend Oreille, Spokane, Stevens, Walla Walla, Whitman, Yakima Counties
      Puget Sound Counties: 


Mike Saunders


 425-564-3950 

msaunder@bellevuecollege.edu                                  


King, Kitsap, Pierce Counties

Questions regarding the Grant Program, your project, or your application may also be directed to:
       Local Records Grant Coordinator:  

Patrick Williams 

360-586-0108 

pwilliams@secstate.wa.gov
Application Deadline: September 10, 2009
Local Records Grant Program

Washington State Archives

1129 Washington St SE

Olympia, WA 98504

http://www.secstate.wa.gov/archives/lrgp2009-11
�
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Jerry Handfield					        Patrick Williams


State Archivist				Local Records Grant Coordinator
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