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Local Records Program Grants

The Local Records Program distributes grant funds to local
governments to support preservation of and public access to local
records.

Funds are awarded twice annually, and any local government agency
is eligible to apply.

The grant program operates within the state fiscal year, July 1
through June 30.

Program Overview

The Commissioner of the Department for Libraries and Archives
awards grants after receiving recommendations from the State
Libraries, Archives, and Records Commission per 725 KAR 1:050.
Official award status occurs with the notification of award.



Eligible Applicants  

725 KAR 1:050 Section 1 

“Any local government office interested in improving the
management and preservation of its public records” is eligible
to apply for a grant. Successful applications will clearly
demonstrate how the grant funds will be used to preserve or
provide greater access to records in local governments.



Eligible Projects  

725 KAR 1:050 Section 3 

Grant funds can cover “any project which seeks to improve the

management and preservation of local public records”

 Security microfilming vital records or historically significant records 
 Rerecording projects – for rerecording damaged records or records originally recorded 

with a nonpermanent process and are now losing their image
 Document preservation projects
 Purchasing document conservation supplies
 Establishing a local government records management program or archives (salary grant)
 Arranging and describing archival holdings
 Purchasing supplies and equipment, such as shelving, cabinets, or microfilm readers  
 Improving storage conditions or providing for adequate environmental conditions in areas 

where records are stored
 Codification of ordinances for cities and counties



 Grant applicants with open Local Records Program grants
are not eligible to apply for a current grant until all prior
grants are officially closed.

 Grant applicants are eligible to apply for one (1) Local
Records Program Grant per grant cycle.

 Grant applicants that have previously received Local Records
grant funds for Codification may apply for a second
codification grant, but not for the same codes.

Key Points to Remember for Eligibility 



The Application Process

Review the Local Records 

Program Grants Guidelines 

and Grant Application

● Follow Guidelines and review Application at the 

start in order to gather all information needed 

Choose the Project
● What are the priorities of the office?

● Are particular records in need of preservation?



 Understand the responsibilities of all individuals involved in the grant
project.

 Develop a realistic estimate of the funds, staffing, and time needed to
undertake and complete the project during the grant period.

 Break the project into separate itemized Sections to allow vendors to
bid on each individual Section.

 List the Series number for all security microfilming, scanning, and
digitization project records, including salary projects. This information
can be found in the Local Government Records Retention Schedules
available on the KDLA website: Local Government Records Schedules

Kentucky Department for Libraries and Archives.

 For shelving grants, determine the per-unit cost, the number of units
desired, and the total cost. Include any shipping and/or installation
costs.

Prior to Contacting Your Regional Administrator (RA)

https://kdla.ky.gov/records/recretentionschedules/Pages/LocalRecordsSchedules.aspx


Invitation for Bid Proposal and Attachment

Invitation for Bid 

Proposal Attachment

● Be specific

● Itemize so multiple vendors can bid each 

section, within the section

Invitation for Bid 

Proposal

● Be Aware of the Requirements in the KY Model 

Procurement Code (KRS 45A) as well as any 

city/county specific procurement policies 

● Advertise the project





An Invitation for Bid Proposal Attachment(s) is required and must be itemized by Section; and
depending on project type – within the Section. It must include a detailed written description of the
project that describes the type of work to be completed, as well as any supplies and equipment
specifications. Be sure to list the title(s), date(s), retention series number(s), and volume of the
record(s) selected for the project.

Vendors bidding on security microfilming scanning/digitizing projects must conduct an onsite visit
and provide an approximate cost based on the estimated number of pages and/or images and
condition of the records. These vendors are required to follow Kentucky Department for Libraries

and Archives policies and procedures as outlined in Microfilming and Digital Imaging of Public

Records: A Procedural Guide, which is available on the KDLA website.

Micrographics services offerers must indicate the roll length that will be used and provide an

estimated roll count for each line item that is accurate to within one roll.

Vendors should include the cost of the transfer of digital images and indexes to KDLA in

their bid responses (Page 7, Local Records Program Grants Guidelines)

Vendors bidding on preservation or conservation projects must conduct an onsite visit to

survey any chemical or physical deterioration, or damage to the records in order to provide

an approximate cost to repair or extend the life of the record(s).



Invitation for Bid Proposal Attachment Examples

The attachment contains the project’s specifications. This document tells the 

vendor how to bid based on what you specify. 

 Digital images or microfilming must be submitted to KDLA for QC and 

copies must be sent for security. 

 Specify that the local office requires microfilm copies, if wanted. 

 If digital images are created, the local office should ask for a copy for 

their office for security and use. The local office should ask for them to be 

organized or named to a standard filing convention. 

 2020 records: be mindful of Grant Review Criteria (critical records 

problems and urgency, significance and age of records (historical))

Please review the Local Records Program Grants Guidelines!

The following is not all inclusive – much depends on the type of project.



Example – Security Microfilming

Record(s) format

What is missing? 

Access to records (to bid) Site visit date 



Example – Security Microfilming, Digitization, & Equipment

This project has five sections. Each section could/may be awarded to a different vendor. Therefore, please bid on each section you are interested in 

receiving. If you are not interested in a particular section of this project, please submit a No Bid for that section(s).

Section I

Security microfilm the following records into 35mm, where applicable, using polyester-based film, in comic mode according to the blipping 

instructions in the memo dated Oct. 8, 1990, and deliver to the Kentucky Department of Libraries and Archives. Digital images will be provided by 

the county clerk’s office.

31 Deed Books: 210-241 (2007-2020). Series L1317. 

3 Marriage Books: 64-66 (2008-2016). Series L1234. 

Section II

Digitize images.

35 Deed Books: 48-83 (1920-1954). Series L1317

70 Marriage Books: 59 unnamed volumes and volumes 54-64 (1842-2014). Series L1234.

Section III

Index images.

35 Deed Books: 48-83 (1920-1954). Series L1317

70 Marriage Books: 59 unnamed volumes and volumes 54-64 (1842-2014). Series L1234.

Section IV

Marry digitized images into the county clerk’s document management system.

35 Deed Books: 48-83 (1920-1954). Series L1317

70 Marriage Books: 59 unnamed volumes and volumes 54-64 (1842-2014). Series L1234.

Section V

Provide archival-quality storage of a fragile, aging documents for transport and permanent retention.

50 18x24x4 archival boxes for bound volumes dating 1860-1953.

200 12.25x10.25x5 archival document cases for loose documents dating 1896-1991.

100 2-inch 3-ring binders for marriage records dating 1896-1984.

5,000 archival quality protective sleeves for marriage records dating 1896-1984.

Sealed bids must be returned to this office by mail or in person by the time of bid opening at 9 a.m. on March 12, 2021. Bids may be sent to:

What is missing? 

Record(s) format

Site visit date 

Access to records (to bid)



Example – Equipment 

What is etc?  



Example – Equipment (large format plotter/scanner) 

KDLA will fund a two (2) 

year service/maintenance  

agreement



Example – Salary

What is missing? 

Rate of Pay 



Example – Equipment & Supplies (Plat Cabinet/Sleeves – includes archival boxes)

Invitation for Bid Proposal 

Attachment 

Vendor Bid

Be specific – does the  

applicant need 

sleeves/envelopes?

Project specifications are 

not itemized by Section 



Example – Preservation

Excellent example –

continued on next slide





All Local Records Program Grants applicants must comply with state and local
procurement requirements to obtain bids as part of the grants process. Project costs
are necessary to complete the grant application and to provide a basis for the grant
budget. As a result, formal bids are required. Applicants must submit a minimum of
three (3) eligible bid responses for each itemized Section within the application
from a responsible bidder or offeror, as defined by statute.

Pursuant to KRS 45A.070 (6) of the Kentucky Model Procurement Code, “responsible
bidder or offeror” means “a person who has the capability in all respects to perform
fully the contract requirements, and the integrity and reliability which will assure
good faith performance.”

In conformance with KRS 45A.080 (3), you must advertise your Invitation for Bid
Proposal and Attachment(s). A copy of this advertisement must be submitted to
KDLA with the grant application. KRS 45A.080 (3) stipulates that responsible bidders
shall be given adequate public notice of the invitation for bids. The notice may be
posted on the Internet or publication in the newspaper or newspapers of general
circulation in the state. All bid responses, in their entirety, received by your office
must be submitted to KDLA with the grant application.



Example – Security Microfilming, Digitization, & Equipment

This project has five sections. Each section could/may be awarded to a different vendor. Therefore, please bid on each section you are interested in 

receiving. If you are not interested in a particular section of this project, please submit a No Bid for that section(s).

Section I

Security microfilm the following records into 35mm, where applicable, using polyester-based film, in comic mode according to the blipping 

instructions in the memo dated Oct. 8, 1990, and deliver to the Kentucky Department of Libraries and Archives. Digital images will be provided by 

the county clerk’s office.

31 Deed Books: 210-241 (2007-2020). Series L1317. 

3 Marriage Books: 64-66 (2008-2016). Series L1234. 

Section II

Digitize images.

35 Deed Books: 48-83 (1920-1954). Series L1317

70 Marriage Books: 59 unnamed volumes and volumes 54-64 (1842-2014). Series L1234.

Section III

Index images.

35 Deed Books: 48-83 (1920-1954). Series L1317

70 Marriage Books: 59 unnamed volumes and volumes 54-64 (1842-2014). Series L1234.

Section IV

Marry digitized images into the county clerk’s document management system.

35 Deed Books: 48-83 (1920-1954). Series L1317

70 Marriage Books: 59 unnamed volumes and volumes 54-64 (1842-2014). Series L1234.

Section V

Provide archival-quality storage of a fragile, aging documents for transport and permanent retention.

50 18x24x4 archival boxes for bound volumes dating 1860-1953.

200 12.25x10.25x5 archival document cases for loose documents dating 1896-1991.

100 2-inch 3-ring binders for marriage records dating 1896-1984.

5,000 archival quality protective sleeves for marriage records dating 1896-1984.

Sealed bids must be returned to this office by mail or in person by the time of bid opening at 9 a.m. on March 12, 2021. Bids may be sent to:

Caution: the Section V 

bidding vendor cannot 

provide a No Bid for 

Sections I, II, III, and IV. 

The Section V bidding 

vendor does not offer the 

services requested in 

Sections I – IV.  



 Microfilm vendors must be certified through KDLA

 This is a competitive bid process

 Provide the records format to the vendor and how to access. For security 
microfilming projects, if you have digital images, provide them to prospective 
bidders.  

 Bids must be itemized by Section, and if applicable, within the Section

 Applications that do not include the Invitation for Bid Proposal and Invitation for Bid 
Proposal Attachment(s) are ineligible for funding 

 Applications that contain contractually signed (applicant/vendor) bid proposals are 
ineligible for funding 

 Salary grants are only awarded in the first Cycle (or Cycle 1) 

 Salary funds may not be combined with other funding requests within the grant 
application 

 The vendor site visit date must be included in the vendor bid(s)

Key Points to Remember for the Bid Process



Once all bid responses are received, you will select the lowest bid vendor(s) and include
the bid total(s) in the applicable Sections within the application. The application is
available on the KDLA website: Local Records Program Grants Kentucky Department for
Libraries and Archives.

Applicants should supply information detailing a plan of work, goals, and outcomes.
Relevant supplemental information or materials may be added to support your
application. These may include sample forms, letters of support, photographs, and/or
descriptions of items or services that are part of the project and have not been noted or
illustrated elsewhere. When completing the application:

 Complete all Sections

 Confirm who can sign the application and make sure it is signed

 Double check that all application materials are included

 Contact RA to review application specifications

https://kdla.ky.gov/records/recmgmtservices/Pages/LocalRecordsProgramGrants.aspx


Grant Application







Project Summary Example





How the Sections in the application should be filled out

From the “Excellent” 

example 

(Preservation) 

from Slides 18/19



The “Excellent” 

example 

(Preservation) 

from Slide 18



The “Excellent” 

example 

(Preservation) 

from Slide 19



The “Excellent” example (Preservation) 

from Slides 18 and 19 listed in the grant 

application

Vendor Bid



Fill out application –
use most current 

forms.

Answer all application 
questions.

Complete application 
with lowest bid  

vendor(s).

Your RA is available 
to review  and provide 

feedback on project 
specifications

Vendors not selected 
are not listed on 

application. 

The authorized 
official or head of the 
local agency signs the 

grant application.

Completing the Application



Grant Application
Contents

❏ Part A: Contact Information
❏ Part B: Project Summary
❏ Plan of Work (lowest bid vendor(s))

❏ Part C: Project Outcomes
❏ Part D: Certification

Grant Application Package
Contents

❏ Grant Application
❏ Invitation for Bid Proposal* and 

Invitation for Bid Proposal 
Attachment(s)

❏ Copy of Advertisement(s)
❏ All Vendor Bids* in their entirety

*No Invitation for Bid Proposal/Attachment 
or vendor bids are required for Salary 
Grants

You must submit the entire Grant Application Package.
Incomplete Applications and/or Application Packages will be ineligible 

for funding.



The Grant Application Package may be submitted to 
the Local Records Branch by mail, email, or fax. 

Email is preferred. 

Nicole Bryan, Manager 
Local Records Branch

Kentucky Department for Libraries and Archives
P. O. Box 537

300 Coffee Tree Road
Frankfort, KY 40602-0537

Nicole.Bryan@ky.gov

Mailed Grant Application Packages will be accepted 
with postmarks on or before the due date.

mailto:Nicole.Bryan@ky.gov


Post Application Deadline Activities



After the application deadline, an administrative review is conducted on all
applications. This review checks the application for completeness (signatures,
current forms, number of bids)

Applications that pass the administrative review, undergo an Application
Recommendation to assess how closely the project meets the criteria defined
in 725 KAR 1:050. This recommendation is completed by your Regional
Administrator. After these pre-award activities are complete, the applications
are reviewed by the Local Records Branch as a whole and forwarded to the
Local Records Grant Review Committee for review and funding
recommendation to the State Libraries, Archives, and Records Commission.

The Commission makes recommendation to the KDLA Commissioner for
approval or denial of funding.



 Urgency of the problem, significance and age of the records.

 Value as a model and type for size and geographical location of the local
government.

 Soundness of the proposed methods.

 Commitment of local government resources of the project and commitment
to maintain the program or the lasting benefit of a specific project.

 Adequate security and protection of records.

 Compliance with all legal requirements regarding custody and public access
including complying with the requirements of the state’s Open Records Law
(KRS 61.870-876) and providing access to the public in an area with proper
security and supervision.

 Commitment by the local government to a comprehensive records
management program.

The Criteria are:



Award Process

Award Letter Grant Award 
Summary

Vendor 
Notification 

Letter

Vendor 
Obligation 
Statement

Contract
Project 
Status 

Report Form

If your office is awarded a Local Records Program
Grant, you will be notified by letter outlining the next
steps and will receive the following:







The Local Records Program requires the completion of Project Status Reports to
monitor project activities during the grant-reporting period. Only expenditures
incurred within the inclusive dates of the awarded grant and in the approved
budgeted line items are reported.

Project Status Reports are completed every six months for the duration of the
grant project. Reports are due on the dates listed in the Grant Award Summary,
which all grantees receive after notice of award. Reports should include copies
of all financial and programmatic records and supporting documents. Such
documentation include, but are not limited to, paid invoices, cancelled checks,
deposit receipts, bank statements, and time and attendance records.

Reporting Requirements







The grant project is closed when all project activities are complete, payment 
is rendered to the vendor(s), and the final Project Status Report is submitted 
and approved. The grant project is officially closed when the grant recipient 
receives a closeout letter from the KDLA Commissioner.

Project Close







Helpful Resources

KDLA website: 

https://kdla.ky.gov/Pages/default.aspx

Retention Schedules and Destruction Certificates:

https://kdla.ky.gov/records/recretentionschedules/pages/default.aspx

Local Records Grant Program: 

https://kdla.ky.gov/records/recmgmtservices/Pages/LocalRecordsProgramGrants.aspx

Grant Guidelines:

https://kdla.ky.gov/records/recmgmtservices/Documents/LRGrantGuidelines.pdf

Grant Guidance:

https://kdla.ky.gov/records/Documents/LRB_RMGuidance_GrantProgram_06.2020.pdf

Local Records:

https://kdla.ky.gov/records/recmgmtservices/Pages/LocalGovernmentRecordsServices.aspx

https://kdla.ky.gov/Pages/default.aspx
https://kdla.ky.gov/records/recretentionschedules/pages/default.aspx
https://kdla.ky.gov/records/recmgmtservices/Pages/LocalRecordsProgramGrants.aspx
https://kdla.ky.gov/records/recmgmtservices/Documents/LRGrantGuidelines.pdf
https://kdla.ky.gov/records/Documents/LRB_RMGuidance_GrantProgram_06.2020.pdf
https://kdla.ky.gov/records/recmgmtservices/Pages/LocalGovernmentRecordsServices.aspx

