Samples of Past and Future Preservation Activities to Protect Records
The following are actions excerpted from previously submitted grant applications that will help guide a current applicant’s thoughts on what actions have been undertaken by your office to protect the records, as well as potential plans with the same outcome in mind.  
Do not “pad” the application with what has not been accomplished in your office.  These are listed for the purpose to help remember what has been done, as well as bring to mind ideas that will soon be carried out, or that are at least in the planning stages.
Previous Actions to Protect Records in Clerk’s Office

· Previous projects funded by the circuit court records program:

· preservation reformatting (chancery, negative photostats, deeds with unsecured marginals)
· obtained a microfilm reader printer 
· installed a smoke and fire detection system

· installed a camera monitoring and recording system 
· conserved historical book and/or paper records
· processed and rehoused loose records, such as chancery, marriage records, and wills

· Any of the above using local funds

· Recently moved into a newly constructed or renovated courthouse, thereby improving environmental and security conditions
· All of the permanent volumes were secured by Library of Virginia staff members as part of their Local Records Microfilming program.

· Regularly reformat deeds, plats, court order books, will and fiduciary books, judgments and assumed name books, and send a microfilm security copy to the Library of Virginia.

· Periodically review the Library of Virginia retention schedules and purge records in accordance with the appropriate schedule.

Future Actions by Clerk’s Office to Protect Records
· We will continue to apply for grants through the Library of Virginia and request funds from the Board of Supervisors in our annual budget. 
· This office will continue to reformat our permanent recordings, backing up the electronic record off-site and/or sending a security copy of microfilm to the Library of Virginia. 
· The Clerk plans to establish a disaster preparedness program for the Clerk's office and will include application for a grant to develop that program.
