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INTRODUCTION
The County Records Management and Preservation Grant Program, administered by the Records Management and Preservation Board (RMPB), operates under West Virginia Code 5A-8-15 and CSR100.1. Funds for the program derive from filing fees collected by the clerk of the county commission. County government offices may apply for funds through their county commission for records management projects in accordance with CSR 100.2, “General Management and Preservation of County Records,”  the “West Virginia County Records Management Manual” and the “County Records Retention and Disposition Schedules” to provide for the proper filing, processing, arrangement and disposition of  records to provide access and enhance preservation or to provide for proper and improved storage of long-term or permanent records. Priority will be given to projects addressing records needs and problems reported in the board’s “West Virginia 
Courthouse Facilities Improvement Authority Report,” 

http://www.wvculture.org/history/rmpb/WV_Courthouse_Facilities_I.html. Funding will be through the county commissions, which may submit applications in behalf of the office of the assessor, circuit clerk, clerk of the county commission, prosecuting attorney, sheriff and/or county commission. Grant applications must demonstrate the willingness of the applicant office and the county commission to comply with all grant reporting deadlines and budget, purchasing, and reporting requirements; and to provide internal staff support to ensure the success of the project and the improvement of the management and preservation of the records addressed in the grant. Grant recipients must provide at least a ten percent (10%) cash match for each dollar expended by the RMPB. Grant funds are awarded on a reimbursement basis, which requires submission of the official Request for Reimbursement or invoice form, to be submitted on a quarterly or ninety (90) day cycle.

Grant guidelines and application forms are announced and mailed to county commission offices on September 1, available on-line at www.wvculture.org/history/rmpb/rmpb.html, or by requesting a hard copy from the RMPB, c/o Denise Ferguson, West Virginia Archives and History, 1900 Kanawha Blvd. E., Building 9, Charleston, WV 25305-0300; phone: 304-558-0230; fax: 304-558-4193; or denise.l.ferguson@wv.gov. All applications must be completed and sent via certified mail with a postmark on or before November 1 or hand delivered by this date to the above office address. Faxed or other electronic submissions will NOT be accepted. 

All grant applications submitted by the deadline will be reviewed for completeness and applicants contacted no later than November 15 if there are any omissions or irregularities in the submitted application. The RMPB will review all qualified grant applications, and may request applicants to present details of their proposed project. Successful applicants are to perform and complete project work during fiscal year 2012-13 (July 1, 2012 through June 30, 2013).
Applicants are strongly encouraged to contact Denise Ferguson, county records archivist, or Joe Geiger, director of Archives and History, to discuss the application guidelines, projects and proposals, forms, or the general requirements of the grant program in advance of the November 1 deadline for submission.

BACKGROUND
The Records Management and Preservation Board recognizes the statewide need to address the accumulation of public records in the state’s fifty-five courthouses that document centuries of county government business. The absence of a statewide records management program for county governments, with policies, guidelines and technical assistance, has only exacerbated the accumulation of records in courthouses not designed to handle this volume, especially as these same facilities were required to accommodate expanding government services which taxed and consumed available space. The RMPB was created by the West Virginia Legislature (5A-8-15) to establish a program of grants to county governments for records management, access and preservation purposes. The work of the board is funded by the fees collected by the clerks of the county commission, authorized in the legislation creating the board. The board has approached this mandate by sponsoring a survey of county records conditions, issuing a county records manual, working on updating and developing records schedules, and filing legislative rules for a statewide county records management and preservation program and a County Records Management and Preservation Grant Program.

The board authorized a study of the records areas, condition of these areas, and the records in the counties. This report is available for review by each county and is used by the board to identify priorities to be awarded under its County Records Management and Preservation Grant Program. County assessors, circuit clerks, clerks of the county commission, prosecuting attorneys, sheriffs, and the county commission are encouraged to apply for funding through their county commissions for projects in these areas. 

The RMPB has issued an initial “Records Retention and Disposition Schedule” for the use of all county offices, which includes the “Revised Land Book Retention Policy” for assessors, sheriffs, and county clerks. Board-funded projects have improved the management and preservation of county records with production of backup microfilm, proper identification of many records exceeding the required retention period, new and improved filing and storage systems, improved preservation storage containers and binders, and the development of county records management plans. The RMPB staff is currently working on a Statewide Preservation Project to create backup microfilm for all Deed Books recorded in West Virginia counties.
ELIGIBLE PROJECTS
Personnel Costs ($10,000 maximum)

To conduct inventory of records and remove non-records, duplicates and accumulations of records, such as justice of peace books, personal property books, duplicate land books, and case files, that have reached or exceeded required retention periods from file rooms, vaults and storage areas, particularly attics and basements.

To scan and index records to the county’s existing software system. 
Current employees may be used for hours in excess of regular work hours if devoted totally to work approved in the proposal.
Records Storage and Shelving

To provide for proper and improved physical storage units and systems for records, such as manually operated mobile track shelving systems, steel shelving, map cabinet and/or Mylar map sleeves, and/or standard archives records boxes (10”x12”x15”).
Reformatting ($10,000 maximum)
To improve access and preservation of records through digitization and the creation of silver halide preservation microfilm. Projects to reformat original paper records to digital images must also include creation of preservation/security backup  microfilm to be stored at the West Virginia State Archives. 

 Equipment ($10,000 maximum)

To purchase public access computer terminals for the records room and/or scanners for county government employees to use for digitizing long term and/or permanent records. The scanner must be compatible with the county office records management software package. Funding for these projects is contingent on the county’s commitment to provide installation, technology support, upgrades and maintenance necessary to network the computer(s) and scanner(s) to existing database or software programs. Equipment purchases also include shredders for destruction of confidential records that have met their retention requirement.

 Conservation ($5,000 maximum)

To restore, mend, encapsulate, rebind or recover original permanent records, record books  or original maps.
INELIGIBLE PROJECTS

Software programs or printers
Personnel costs for current or new permanent positions
Personnel costs to refund or supplement salaries of staff for regular work hours
Funds expended in preparation of the grant proposal
Funds expended before or after the grant period
Funds for improved climate control projects such as dehumidifiers, heating/cooling and fire suppression systems
APPLICATION REQUIREMENTS
1. 
Application packages must include a total of fourteen (14) copies, one of which must contain original signatures in blue ink, and must be submitted by registered mail, other signature carrier, or in person on or before November 1. 

2. 
Each application in the package must be complete and the application package must include:

A. 
Resolution of support, with authorizing signature of the president of the county commission.

B. 
A priority ranking by the commission where application package represents more than one office holder.

C. 
Letter of support signed by specific elected office holder(s) participating in the records project.

3. 
Applicants (single or multiple office holder projects) must include a letter of agreement to provide a cash match of ten percent (10%) for all approved budgeted expenditures for each dollar expended by the Records Management and Preservation Board.

4.
The cash match must be applied directly to that portion(s) of the project approved for grant funds by the board.

5.
Successful applicants must enter into a binding contract to expend all grant funds awarded in accordance with state purchasing laws and rules.

6.
Successful applicants are subject to the Single Audit Act of 1984 and OMB Circular A - 128, “Audits of State and Local Governments.”

7.
Successful applicants must agree to participate in pre-grant meetings and on-site visits.

8.         Successful applicants must agree to comply with quarterly reporting requirements and to 

           
provide a report detailing accomplishments, successes, failures, etc., and a final 


financial report within ninety (90) days of the completion of the project and no later than 

           
September 30 following end of the fiscal year.

PROJECT PERIOD
Projects run concurrent with the state fiscal year (July 1 – June 30). Projects approved for funding must be initiated within ninety (90) days or a letter of explanation for the delay must be submitted. The RMPB will review and may cancel the project if there is no explanation regarding the delay in implementation. Any grant funds that remain unobligated or unexpended at the end of the grant period (June 30) will be returned to the RMPB fund.
APPLICATION PROCESS
1. 
County commission presidents are mailed a copy of the guidelines.  The application forms are available on the RMPB webpage at www.wvculture.org/history/rmpb/rmpb.html, or by telephone 304-558-0230, mail, or e-mail request to denise.l.ferguson@wv.gov.

2. 
Applications for funds to support a qualified project require submission of the official grant application form, with original requisite signatures in blue ink and attachments to the RMPB by the county commission, in behalf of an elected county official, on or before November 1.  Thirteen copies of the original application must also be submitted. 

3. 
Applications are reviewed for completeness and acknowledged within two weeks of the submission deadline. It is the responsibility of applicants who have not received confirmation by November 15 to contact the RMPB office by calling 304-558-0230. Applicants who submit what appear to be incomplete applications or proposals will be notified in writing no later than November 15 and have fifteen days or until December 1  to provide materials required to make the application complete. Applications or proposals that remain incomplete after this date will not be considered for funding.
4. 
The Records Management and Preservation Board will:

A. 
Evaluate the proposal and assess it against the list of eligible projects for funding and how the proposal addresses and/or resolves the records needs and conditions documented in the “West Virginia Facilities Improvement Authority Report”;

B. 
Evaluate the applicant’s plan of work;

C. 
Evaluate the project for urgency of records’ problems or conditions and how the proposed project may resolve or improve management of records;

D. 
Evaluate proposals for application of nationally recognized standards for records management principles and procedures, and archival quality preservation practices;

E. 
Evaluate the proposal for position descriptions or personnel qualifications for handling and managing records and, where applicable, for records management or archival expertise, and qualification and demonstrated experience of potential vendors or equipment;

F. 
Evaluate proposed budget, cost estimates, time estimates, personnel used and estimated time, and potential vendor estimates;

G. 
Assess the probability that the grant will achieve its objectives, including for repeat applicants, performance and completion of previous grant(s).

5. 
The RMPB may require applicant office holders to respond in writing or by telephone conference call at its January 2012 meeting to provide additional information or support for the proposal or funding request.

6. 
Applicant county commissions may be approved for total funding for single or multiple projects, partial funding for single or multiple projects, or no funding.

7. 
Applicants approved for partial funding or not approved for funding will be informed in writing by February 1 and may submit within fifteen (15) days a written appeal documenting why the RMPB’s denial of application should be reconsidered.

8. 
Appeals submitted for reconsideration will be heard by the RMPB, which will issue its final administrative determination within thirty (30) days.

GRANT TERMINATION 
The RMPB may terminate a project for:

A. 

Failure to comply with any of the program guidelines, requirements and agreements;

B. 

Failure to submit required reports or properly documented invoice forms for reimbursements;

C. 

Making arbitrary or substantial changes in the submitted work or program as originally submitted without prior approval; 

D. 

Failure to perform stated project work in compliance with County Records Management Manual, retention schedules, and standard records management and archives procedures; or

E. 

Other verifiable or demonstrated adverse cause.

Grant recipient will be notified of reasons for considering such action in writing in advance and given thirty (30) days to provide just cause as to why termination should not be invoked.
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