
SECURITY SYSTEM – CAMERA MONITORING
SAMPLE APPLICATION
Camera monitoring and recording systems may be funded in order to discourage the unauthorized removal of or damage to records. This type of system must be procured from a reputable supplier according to state and/or local procurement guidelines. The grants coordinator or a designee, with the clerk's assistance, will design a layout of the proposed system that will be included in the solicitation documents. This system includes a digital video recorder that does not require the use of video tapes. The maintenance cost for the first year will be included in the solicitation and covered by grant funds. Maintenance/repair/replacement costs after the first year are the responsibility of the clerk and/or locality.  
If the clerk later realizes that the system requires an upgrade (e. g., additional cameras, larger recording hard drive) in order to be effective, these may be sought through the grants program.

When the clerk is ready to undertake a camera monitoring project, the grants coordinator should be contacted to arrange a visit to the clerk’s office in order to complete a system layout design.  The clerk is highly encouraged to locate some type of blue print/floor plan of the area subject to the project.  This will be scanned by the grants coordinator and used in the development of the layout design, which in turn will become a part of the bid solicitation package.

The clerk may request from the CCRP grants office a list of vendors that supply this type of equipment and service.

VIRGINIA CIRCUIT COURT RECORDS PRESERVATION GRANT APPLICATION

Security System – Camera Monitoring
[Clerk's Name Goes Here], Clerk

[Name of City or County] Circuit Court 

[Address 1]

[City/Town, State Zip]

[Telephone Number]

[E-mail address]

[Date of Grant Application Deadline]
1. DESCRIPTION OF PROJECT

A.
Item of Expenditure:


Digital Camera Monitoring and Recording System

B.
Records Series Affected:


All records in the clerk’s office

C.
Benefits:

This camera system will help us monitor and protect all the records in our care. While we have one staff member whose desk is in the records room, she can not be in that room all of the time when customers are using the historical records.  This camera system will help us as a deterrent to those who would walk off with or damage a record, as well as help document the miss-placement of a record within the records room.
2. ESTIMATED PROJECT COST

Invitations for Bid were sent to four vendors in the area, and those companies are noted on the attached list.  [Company A] returned the lowest bid of $##,###.##.  [Company B] and [Company C] returned bids that were non-responsive, and [Company D] did not return a bid.  All pertinent bid documentation is attached.
3. PREVIOUS ACTIONS TO PROTECT RECORDS
Please refer to the document entitled Samples of Past and Future Preservation Activities to Protect Records, also found on the grants web page.
4. FUTURE ACTIONS TO PROTECT RECORDS

Please refer to the document entitled Samples of Past and Future Preservation Activities to Protect Records, also found on the grants web page.

5. ESTIMATED LENGTH OF GRANT PROJECT


6 months

