SAMPLE APPLICATION

General Preservation -
For the purchase of a storage unit or conversion of plats to a plat cabinet
Purchasing a plat cabinet, or converting loose or bound plats to plat cabinet, are project types that fall under the General Preservation category. Comparable bids, following state and/or local procurement policy, from appropriate and reputable vendors must accompany the grant application. If the purchase of a plat cabinet is less than $5,000, only one bid is required.  The system may be either a cabinet or drawers, depending on the need of the locality. The sleeves for the plats must be inert, polyester film, such as Mylar or an equivalent. Conversion of the plats from the existing indexing system to the system used with the cabinets may be included.
When thinking about this type of project, strong consideration should be given to the possibility of reformatting the plats for inclusion in an existing or near-future electronic records system.  If no back-up of these plats exist, reformatting should be an imperative part of this project.
Shelving needed to store loose papers that have been processed under the grant program may be applied for at the full purchase price, providing that the procurement follows state and/or local policy. If the request for shelving is being made as a result of daily office recording and filing, or for storing historical volumes, an application may be made to the grants program for 50% of the purchase price, with matching funds coming from local sources. Specifications for shelving may be obtained from the grants office.
VIRGINIA CIRCUIT COURT RECORDS PRESERVATION GRANT APPLICATION

General Preservation – [insert one of the following]

[Plat cabinet]

[Conversion of bound plats to plat cabinet]

[Shelving]
[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
Indicate how you will use your grant funds.  Describe, for each project segment (budget item):

A.
Item of expenditure:  The purchase of a plat cabinet and the conversion of plats from volumes to hanging files. [This could also be the purchase of just a plat cabinet or a shelving unit]
B.
Indicate what series of records, with date range, will be converted into the plat cabinets or placed on the shelving units.  Also indicate what method of storage they are in now, e.g. plat books, folded in deed books, etc.

C.
Benefits to you or the general public resulting from this project
i.e., preservation of originals, improved accessibility, better management, etc.  Include information pertaining to problem or inadequacies with your current method of storing plats.

2.
Estimated Project Cost
This will be based lowest of three comparable bids for projects estimated to cost between $5,000 and $14,999, and four bids between $15,000 and $50,000.  Only one bid is required by state procurement guidelines if the bid is less than $5,000.  Local procurement guidelines may be more restrictive.
3.
Previous actions to protect records in your city or county.
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 by clerk's office to protect records in your city or county.

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?

Six months. [This may be one year if there are more than a dozen plat books involved in the conversion project]
