
HOW TO APPLY FOR A LOCAL
RECORDS GRANT

Presenter Notes
Presentation Notes
Hello! My name is Bonnie Hood. I’m a Records and Grants Consultant for the Washington State Archives and I’m going to be telling you about our Local Records Grant program so you will be prepared to apply for a grant (when applications open during the month of February).

I’ll begin with an overview of the program 
Then dive into more detail about the three categories of grants in order to help you identify which is the best fit for your particular situation
Lastly, I’ll share what we are looking for in a grant application -- especially since the grant application was updated, last round, from the application used in previous rounds – and I’ll also outline the entire grant round process, from kicking off the application period to announcing the grant awards and on through reimbursement.
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Meeting, 1960, General Subjects Photograph Collection,
1845-2005, Washington State Archives, Digital Archives

Provide financial assistance to 

alleviate the burden of public 

disclosure and records retention 

compliance.
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THE GOAL OF THE LOCAL RECORDS GRANT PROGRAM

Presenter Notes
Presentation Notes
Washington’s Public Records Act requires state and local governments to make their records available to the public, unless the law specifically exempts the records from disclosure.

And under Chapter 40.14 of the Revised Code of Washington, public agencies are required to manage, protect, and provide access to their records.

These laws are in place to help ensure the open and accountable government that we all value, but complying with these laws can be burdensome, especially for small local government agencies.
 
The local records grants program was established to provide financial assistance to local government agencies, in order to help them comply with these public disclosure and records retention requirements. 
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Funding for the 
program

County auditor surcharge of 
one dollar for each document 

recorded.
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ABOUT CHAPTER 434-670 WAC

Presenter Notes
Presentation Notes
The Washington State Archives has been awarding grants since 2002, but in 2017, the state legislature formally called for the creation of the Local Records Grant Program, and in 2019 they approved a permanent funding source for the Local Records Grant Program. 

That funding source is the proceeds of a one-dollar surcharge when documents are recorded with county auditors. 

Two more money things of note is that this is a reimbursement style grant, so your agency will need to pay the expenses up front and then request reimbursement, and there is no cash match requirement, at all.
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Local Government Organizations 
 Cities and towns

 Counties

 School districts / ESDs

 Special Purpose Districts

×  State agencies

× Tribal agencies
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WHO CAN APPLY?

Presenter Notes
Presentation Notes
We welcome applications from any local agency, including:
Cities, towns, and counties in the state
School districts, ESDs and Charter Schools
And any of the state’s many special purpose districts

We are sometimes asked whether agencies who’ve received a grant in the past are eligible to apply for another grant and the answer is yes!

We’re also asked if an agency can submit an application in more than one category in a given grant cycle. However, in essence, you would be competing against yourself, limiting your odds rather than raising them, so we discourage that.

Instead, we urge you to make a judgment call on which project is the highest priority, or which project you are most prepared to tackle, or is the logical one to complete first, and apply for that one this year, and then apply again in another year for the other project. For example, it makes a lot of sense to complete an organize the file room grant before a digital imaging grant, so you know that what you are digitizing is what you actually need to digitize.

That sort of approach also shows us you’re being realistic and strategic with your resources.

I’m going to clarify this, since it’s a common question: if you are at a department of a City or County, say you work for the City Police, and another department of that same City or County is applying as well, say City Utilities, that is fine. You wouldn’t be considered in competition with yourself, and we do select applicants in that situation. 

However, if someone else at the same department as you, say City Police, is also applying for a grant, or you yourself apply for more than one of the three grant types in a single round, then you would be considered in competition with yourself, which will negatively affect your chances.
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•Organizing the File Room

•Digital Imaging
•Technology Tools
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THREE GRANT CATEGORIES

Presenter Notes
Presentation Notes
When we created the Local Records Grant Program, we looked at the biggest challenges local agencies face. The ones that, once fixed, would improve their records management and public disclosure request response processes.

We built 3 categories of grants to focus on those challenges.  

Read list …

Each category is intended to address a different set of needs and meet different goals, and therefore each one has different approved reimbursable expenses than the others.

Choosing the category that best matches your circumstances is going to make it easier for you to draft an effective application, and it will help you to make a real improvement at your agency, which is, of course, the goal.

So – How do you decide which of the three grants is right for your unique situation?
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Inventory and organize agency paper records; 
destroy/transfer what is no longer required to be kept; 
create a plan to improve access and manage records 

going forward!                 
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ORGANIZING THE FILE ROOM GRANTS

Presenter Notes
Presentation Notes
Be honest …. Do you have a file room, basement, or maintenance building that looks like the picture on the left?

If the organization of your paper files seems like your agency’s biggest issue
You’re not sure what you have, or where specific records are located 
And it’s taking you too long to find your records when you need them …

You can apply for an Organizing the File Room grant

Organizing the File Room grants are intended to:

Help you inventory and organize your paper records
Destroy or transfer what you’re no longer required to keep
And create a plan to both improve access to records, and to manage them going forward




recordsmanagement@sos.wa.gov 
(360) 586-4901 7

ORGANIZING THE FILE ROOM GRANTS

All-metal file cabinets
All-metal shelving
New temporary staff
Part-time staff project hours
Records destruction services
Washington State Archives 
    records boxes
Supplies necessary for the 
    project (with prior approval)

Covered 
Costs:

Non-Covered 
Costs:

× Capital improvements to buildings
× Supplies non-essential to the project
× Fire-proof cabinets
× Generic banker’s boxes
× Overtime for existing staff
× Paper shredders
× Pressboard shelving/wood shelving
× Projects already completed
× Scanners/laptops/hardware
× Scanning or Imaging ServicesMaximum Award: $20,000

Presenter Notes
Presentation Notes
The maximum award for an Organizing the File Room Grant is 20 thousand dollars

This grant can be used to
Purchase equipment and supplies, such as metal shelving and file cabinets, archives boxes, and other supplies necessary for the project
Have records that are beyond their retention destroyed or transferred to the State Archives
And pay for extra staffing hours, in order to complete the necessary tasks

To clarify what we mean by “extra staffing hours”  ….
Our recommendation would be to fund extended hours for part-time staff up to 40 hours, if that’s possible,
Or use temporary staff to backfill for a regular staff person who is assigned to your project

The rationale for not hiring temporary staff to work directly on your organize project is that temporary staff will be unfamiliar with your agency and its records, which will make it difficult for them to identify and make sense of those records. Temporary staff also needs to be closely supervised and should not have any decision-making authority about the records. And when they leave at the end of the project, they would take their knowledge of the organization structure and processes along with them.

Be aware that an Organizing the File Room Grant cannot be used to cover overtime for existing staff, so nothing beyond 40 hours a week. And if the staff member is already 40 hours a week, grant funds cannot be used to cover the hours they work on the project. 

I should note here:  while this grant type may feel like it could cover a broad variety of organize-style projects, I highly recommend running the idea for your project by our Records Management team, first, if it’s more outside the box, because there were definitely some applications we received, last round, that didn’t fit the intent. 
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CONSIDER DIGITAL SIGNATURES
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DIGITAL IMAGING GRANTS

Scan and index a backlog of paper records 
to improve access, management, searching, and 

disclosure of records

Presenter Notes
Presentation Notes
The second category is Digital Imaging Grants

If your agency already has its paper records in order, and you have identified a specific set, or sets of records with long retention that you want to get scanned and indexed, you should consider applying for a Digital Imaging Grant

Applicants for Digital Imaging Grants can have records that are difficult to search, making it tough to respond to public records requests in a timely fashion.

Agencies use Digital Imaging Grants to get a specific set of records scanned and indexed and then they can set up processes to continue scanning future records in house.

The reason we emphasize specific set of records here is because we want you to keep your project manageable and doable within the timeframe and budget.
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DIGITAL IMAGING GRANTS

Covered Costs
Scanning and indexing services done by:
Washington State Archives Imaging 

Services
Private Vendor

Ideal candidates:
Records with long-term retention 

requirements
Frequently requested records

Non-Covered Costs
× In-house scanning projects (see Tech Tools 

Grant)

× In-house staff time

× Software/hardware for managing digitized 
records

× Storage for digitized records

Maximum Award: $50,000

Presenter Notes
Presentation Notes
The maximum award for Digital Imaging Grants is 50 thousand dollars.

Digital Imaging Grants can be used for scanning and indexing services provided by either Washington State Archives Imaging Services or by a private vendor. 

No preference is given to applicants for choosing our Imaging Services, but be aware that if you’re using a private vendor, you will need to oversee the project more closely to ensure imaging standards are met. Quality control is essential, because if your records aren’t scanned to standards, found in our Plan to Scan advice sheet, then you can’t shred the records that have met retention, which would be a sad end result of the grant.

Some ideal candidates for a Digital Imaging Grant are:
Records with long-term retention requirements that you don’t have the optimal storage for, in order to keep them long-term
Frequently requested records that you want to make more easily accessible

Note that Digital Imaging Grants cannot be used for staff time to prepare records for digitization. 

If you estimate you’ll need a lot of staff time to prepare your records, then an Organizing the File Room grant is the better start for you. You can always apply for a digitize grant another year.

Digital Imaging Grants also cannot be used to cover the purchase of hardware or software – so if you’re looking for hardware or software to complete a scanning project in house, then a Technology Tools Grant would be the better fit for you. 

Also, if you don’t have the software needed to store and access the records you digitize, then, again, a Technology Tools grant would be a better start. You can use that grant type to purchase an ECMS (electronic content management system) and have it ready to go in advance of getting a digital imaging grant.
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DIGITIZATION: FACTORS AFFECTING COSTS

Variety  Obstacles  Content  Access  Volume

Presenter Notes
Presentation Notes
Because digital imaging is so expensive, showing cost effectiveness in your application is really important. Digital Imaging grants are the ones that are the most likely to go off track and over budget, of the three types, because they are reliant upon an outside vendor, and while we can absolutely vouch for our Imaging Services, we can’t vouch for other vendors. 

We highly suggest reading vendor reviews before selecting yours, and, best case, speak to another agency who has used that vendor recently and can tell you what their experience was like. Good rule of thumb: if it seems too good of a deal to be true, it is too good of a deal to be true.

Being aware of the factors that impact imaging costs will help you develop a cost-effective project.

These include:
Variety – Are the records of a uniform size and shape, like a stack of 8 x 11 forms, or do they vary widely?
Obstacles – Do the records contain staples, clips, or folds that make them more time-consuming to scan?
Content – Are the records all text, or are there photos and detailed graphics that require changing settings? Is color important?
Access – How do you locate a specific record now, and what info will you need in order to be able to find that record when it’s in its digital form?
And, of course, volume – more records equals higher cost. That’s why we recommend narrowing your project down to a specific set of records.

Things you can do to show that your Digital Imaging Project will be cost-effective include:
Having the records well organized before you start
Already having an index so the vendor will only need to do minimal indexing, saving a bundle of money
Pre-weeding the records, so only records that need to be retained are included
And removing those staples and clips and, when possible, unfolding the records, yourself, before giving them over to the vendor

Examples of records that are easy to scan include: 
Minutes, ordinances, and resolutions – they’re typically uniform in size and can be put through a standard scanner without needing to stop for constant adjustments. The content is consistent, and requirements for access are well-defined and predictable.

And some records that are more difficult to scan include:  
Things like construction project plans or detective case files, because they probably include a variety of shapes and sizes that will hinder continuous scanning. Things like photos, folds, and staples will require extra preparation before the scanning can begin. Oversized items, like maps and plat plans, also greatly add to the cost of the project. So if a large format scanner will be needed, at all, you can expect your project to cost more.
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TECHNOLOGY TOOLS GRANTS

Purchase and install hardware/software 
to address the capture, management, and/or disclosure of records 

going forward

Presenter Notes
Presentation Notes
The third grant category is the Technology Tools Grant.

If you’re interested in purchasing tech tools in order to support your records management and public disclosure efforts, you should consider applying for a Technology Tools Grant.

This category of grant can be used to purchase hardware or software: 
To scan records in house
To track public records requests and redact information
To capture and manage electronic records such as emails and social media posts
Or to organize and manage your electronic records

One type of Tech Tool that agencies often consider purchasing is an Electronic Content Management System or ECMS. These systems are used to support the creation, management, storage and disposal of digital records, like emails.

If your agency is thinking about purchasing an ECMS, be aware that the cost to implement one may be higher than our maximum grant award and you will need to have an existing file structure for your records before going into the project.

Also be aware of continuing costs that will stretch into the future, and be sure that your agency can cover them beyond the grant round.
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TECHNOLOGY TOOLS GRANTS

Covered Costs
 Software purchase and implementation

  Hardware purchase and installation
Vendor-provided software consultation/training costs

Non-Covered Costs
× Ongoing subscription fees
× Scanning backlog (see Digital Imaging Grant)

× Reimbursement for work already completed or already under contract
× Equipment non-essential for records management, like a projector
× RM consultation Maximum Award: $30,000

Presenter Notes
Presentation Notes
The maximum award for a Technology Tools Grant is 30 thousand dollars.

Technology Tools Grants cover the costs to purchase and implement hardware, like a scanner or shredder, or needed software.

Necessary vendor-provided consultation and/or training costs can be covered under this grant type. 

Technology Tools Grants cannot be used for work that’s already been completed, however, or that you’ve already contracted for. You can’t use these grants to purchase equipment that’s not essential to the project, and you can’t pay for scanning a backlog of records – that would be covered by a Digital Imaging Grant, instead.

I’ll note again that Technology Tools Grants are one-time grants, and don’t cover ongoing subscription or service fees, but they can be used to cover the first year’s subscription fees so you can get the tool up and running.

If you are applying for a Tech Tools Grant – your application will be stronger if you have identified funds for ongoing subscription or service fees.

(take a sip)

So hopefully you now have a better idea which category of grant is the best fit for your unique situation. 
I will stress, one more time, though, that the only one of the three types of grants that will reimburse any staff time is the Organize Grant; not the Digital Imaging or Technology Tools grant types. 

Before we get into talking about the Application questions,
I’d like to take you on a short tour of our Local Records Grant Program info on our website.
Main LRGP page
Each category with resources below
Scoring Criteria
Listserv signup
Reimbursement form and instructions
Include quote attachments w/application

Back to the presentation



Before:
• Essay questions

recordsmanagement@sos.wa.gov 
(360) 586-4901 13

EXPECT CHANGES TO THE GRANT APPLICATION

Now:
• Multiple-choice questions
• Short answer questions

Presenter Notes
Presentation Notes
As I mentioned briefly at the start, our grant application was revised for the 2023-24 grant round. The application from rounds previous to that relied heavily upon essay-style questions that were more difficult for applicants to answer while filling out their application, and also more time consuming for reviewers to read and parse the needed information from. The grant application is now a mix of multiple-choice questions and short answer questions, based upon the type of grant you are applying for. Better for you, better for us.

If you applied for a grant before that round, however, be aware that you won’t be able to copy and paste your answers from before, and be ready for the application to look and feel different from previous rounds.
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QUESTIONS TO CONSIDER

1. What is the severity of the problem you are trying to fix with 
the grant? How does the problem affect your agency’s ability 
to:

 Stay in compliance with records management and public disclosure;

 Maintain and properly dispose of your records;

 Carry out your agency’s mission;

 Capture and manage records going forward?

Presenter Notes
Presentation Notes
As you start working on your grant application, be thinking about the following questions, since they are the three categories, straight from the rubric the application reviewers use:

First – How severe is the problem you are trying to fix, and how does it affect your agency’s ability:
To be in compliance with records management and public disclosure requirements?
To carry out your agency’s mission? Is your problem a significant burden on your agency? 
And to capture, manage, and access records going forward?

Include details that will help reviewers understand the magnitude of your problem and its impact on your agency. And don’t be afraid that we’re going to send the Archives police after you if your problem is too severe – I promise we’re here to help, not to be punitive. Quite often what will help an application stand above another one isn’t how well written the application is, it’s how severe your problem is versus another agency, so don’t hold back.
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QUESTIONS TO CONSIDER

2. What is the likeliness of success?

 What are the specifics of your project?

 Are the parameters of the project very clearly defined?

 Do they address a specific set of records or a specific problem?

 Can your goals reasonably be met within the grant period?

Presenter Notes
Presentation Notes
Second – what is your proposed plan’s likeliness of success?

Is your work plan well thought out? Does it clearly address the problem you have? Is it realistic and reasonable?

Break down your solution into the steps you will take in your project, including a timeline.
 
Be specific, so reviewers can visualize how your project will rollout, and feel confident that you can pull off a successful implementation, and the scope of your project is defined and isn’t going to snowball into something unmanageable.

Can your project be completed within the grant period, or can you at least make significant progress within that time? The end of the grant round, and the last chance to file a reimbursement request will be the end of May, 2026, so what can you realistically do between the end of May, beginning of June, 2025 when contracts are finalized, and the end of the following May? This is more time than in the last few rounds, but still, make your plan realistic for the time allowed.

Talk about who will perform the work and what their roles will be.

Mention if you’ve discussed your project with someone at the archives, but please don’t assume that the people evaluating your application will have any prior knowledge of your project, beyond what you include in your application. Be careful not to leave out an important piece of your project because you talked about it with someone at the Archives.

What are the project costs? Include quotes or estimates when you have them.

How will you meet ongoing costs once the project is completed? Do you have a plan for the future?

In short, think about what a successful project would look like in the end and help the reviewers visualize how you will get there.
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Protest signs in trash can, 1982, Gant Eichrodt, 
General Subjects Photograph Collection, 1845-2005,

 Washington State Archives
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QUESTIONS TO CONSIDER

3. How will your project impact the public and your agency? Will 
your project improve:

 The safety and security of your public records and the working environment 
for your staff?

 Public access to frequently requested public records?

 Your business processes? Will your resources be used more efficiently?

 And will it protect your agency from risk and liability?

Presenter Notes
Presentation Notes
And third – How significantly will the project positively impact the public and your agency? 

Will both you and the public benefit from your project? Let us know how.

What are the specific results you expect to see, and are they sustainable?

Is this project going to get you to a place where you can independently continue with a stronger records management program going forward?

Addressing these three questions in your application will show reviewers that your agency is invested in managing your records, and that the project will solve the problem for good, instead of just a band-aid for now.

My personal advice is to have someone else read your grant application who is completely outside of your project. That could be one of us from the Records Management team, since we are very willing to talk or meet with you over Teams about your application and your project, and we can read a draft. It could also be someone at your agency who isn’t a part of the project, though. Just someone on the outside, because when you are ‘in’ your project you can easily leave out information that is so obvious to you that you’ve forgotten it isn’t obvious to an outsider. The forest for the trees type of thing. We see that every round.
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GRANT PROGRAM TIMELINE

 Grant application period opens

 Archives Advisory Committee meets to review and 

develop recommendations for funding

 Final review and approval by Secretary of State

 Grant awards announced

 Archives staff works with awardees to finalize contracts

Presenter Notes
Presentation Notes
This is our general timeline for the grant cycle:

We announced the 2025-26 grant round on our website and sent out an announcement to the Local Govt listserv on December 2nd – that was your cue to start thinking about possible projects and reaching out to us for advice and consultation.

The application period is Monday February 3rd through Friday February 28th, end of the day, which means the link to our Online grants application portal will appear(ed) bright and early February 3rd, and we will send (sent) out another Listserv announcement letting everyone know that the online portal is open(ed). No applications will be accepted after 11:59 pm on February 28th, so you can apply any time between the 3rd and the 28th. Not that we’re recommending applying at 11:59 PM on the last day – if you run into any issues after business hours the last day, we will be snug in our beds and unavailable! Better sooner rather than later.

Next Archives staff will review and score all applications against our established scoring criteria, which is the rubric that is posted on the grants page of our website

Then the scored applications will go to the Archives Advisory Committee, which is made up of county auditors, county clerks, and representatives from associations of local governments, including schools, cities, counties, and ports.

The Archives Advisory Committee will meet in May to develop recommendations for funding, which they will then submit to the Secretary of State’s Office
 
The Secretary of State does the final review and approval of grant awards in late May.

The Secretary of State then announces grant awards, and the Archives Staff works with the awardees to finalize their contracts so they can get started using their grant funds as quickly as possible

Finally, you are assigned one of our Records Consultants, who will be the person that will help you through your grant round process from there, right up to the finish line. They are there for you if you have any questions, need an online consult or in-person visit, or have a reimbursement form to submit. I personally consider them the hidden bonus of getting a Local Records Program grant. 
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GRANT PROGRAM PROCESS

During selection process, preference will be given to:

 Applicants with a demonstrated need

 Projects which improve public records retention, records 
management, and public disclosure 

 Smaller agencies

Presenter Notes
Presentation Notes
The main thing we’re looking for in your application is this: a project that will improve records retention, records management, and public disclosure at your agency

During the review and selection process, preference will be given to applicants with a demonstrated need, and a well-defined project with clear benefits.
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GRANT FUND DISBURSEMENT

How will grant funds be disbursed?

 Grant program is operated on a reimbursement basis

 Awardees purchase products/services as outlined in 
approved award; receive reimbursement after completing 
the terms of the contract 

Presenter Notes
Presentation Notes
If your agency is awarded a grant, you can start incurring project expenses as soon as your contract is executed and you have signed it. 

Big heads-up -- If you incur project expenses before your contract with us is signed and executed, we won’t be able to reimburse them. We have had to terminate a grant award because the awardee signed a purchase agreement with a vendor for a digitizing project prior to having the signed grant contract in place. You are required to attach a vendor quote with your application, but don’t go any further than the quote. Don’t sign anything with your vendor before you’ve signed with us.

Looping back around to reimbursements - as your agency spends funds on the grant project, you will submit reimbursement requests, along with proof of payment as instructed on the reimbursement form.

One exception to this is if you are awarded a Digital Imaging Grant and have chosen Washington State Archives Imaging Services as your scanning vendor – all billing for the grant project will be handled internally so you won’t need to pay any money or request reimbursement.

You will need to sign a separate contract with Imaging Services, however, just like you would with any vendor you choose to go with for digitization – a contract with us for the terms of the grant, and a contract with Imaging Services for the terms of the scanning project. However, like I said, the billing will be handled internally, so that can be nice.
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STEPS TO APPLY

Questions?

Stay 
Informed:Visit:

Phone: (360) 586-4901
recordsmanagement@sos.wa.gov

Subscribe to Local 
Government Updates 
to receive updates on the 
grant program (as well as 
updates to the records 
retention schedules, 
training opportunities, and 
records management 
advice)

Go to the Washington 
State Archives website 
sos.wa.gov/archives 
and click on ‘Local 
Records Grant 
Program’ on the left bar

Presenter Notes
Presentation Notes
The main things I want you to take away from this session are:

1. 	To visit and bookmark the Local Records Grant program webpage where we’ve posted all the key resources – here is the URL. You’ll see a link on the left bar of our homepage. That is where the application link will appear on February 3rd.

2. 	if you haven’t already, subscribe to our Local Government Updates listserv in order to receive updates on the grants program as well as records management advice, training opportunities, updates to the retention schedules, and job postings

3. 	Contact us if you have questions about the grants program or the application process, 

We are happy to be a sounding board for fleshing out your project 
And we will gladly review your draft application, as long as you give us a couple of weeks to provide feedback


mailto:recordsmanagement@sos.wa.gov
https://listserv.sos.wa.gov/scripts/wa-SOSWA.exe?SUBED1=LOCAL_GOVERNMENT_RECORDS_UPDATES&A=1
https://listserv.sos.wa.gov/scripts/wa-SOSWA.exe?SUBED1=LOCAL_GOVERNMENT_RECORDS_UPDATES&A=1
https://www.sos.wa.gov/archives/


THE RECORDS MANAGEMENT TEAM IS 
HERE FOR YOU WITH 

www.sos.wa.gov/archives
recordsmanagement@sos.wa.gov
(360) 586-4901 
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WASHINGTON STATE ARCHIVES

Presenter Notes
Presentation Notes
We are here as a resource for all of your records management questions, whether grant or retention schedule related – we provide consultation, training, and advice for both, and all our services are free.

So - here’s how to reach the records management team

(Email us at recordsmanagement@sos.wa.gov or call us at 360-586-4901)
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