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Chapter 45-Records 

Title 15-ELECTED OFFPCHALS 
Division 30-Secretary of State 

Chapter 46Records Management 

15 CSR 30-45.010 State Records 

PURPOSE: The director of records 
management and archives service under 
the direction of the secretary of state and 
the State Records Commission adminis- 
ters Missouri’s State Records Law, 
Chapter 109, RSMo. The director may 
establish standards, procedures and 
techniques for the effective management 
of records. This rule describes the general 
organization and functions of the 
Records Management and Archives 
Service division of the Office of Ihe 
Secretary of State regarding state 
records to comply with the requirements 
of section 536.023,RSMo (1986). 

Editor’s Note: The secretary of state has 
determined that the publication of this rule in 
its entirety would be unduly cumbersome or 
expensiue. The entire contents of the material 
referenced have been filed with the secretary of 
state. This material may be found at the Office 
oftheSecretaryofStateand isavailable toany 
interestedperson at a cost established by state 
law. 

(1) The Records Management and Archives 
division fulfills the statutory duty of the 
secretary of state for the management and 
safekeeping of state records. This division 
provides for the efficient and economical 
application of management and archival 
methods to the creation, utilization, mainte- 
nance, retention, preservation and disposal of 
state official records. The division is divided 
into two (2) areas, each with separate but 
interrelated tasks. 

(A) The Records Management division 
helps state agencies handle current records 
and documents. 

(B) The Archives division preserves his- 
torical documents and makes them available 
to the public. 

(C) Both areas are housed in the Records 
and Archives Center located at 600 West Main, 
Jefferson City, MO 65101. The phone number 
is (314) 751.3319. 

(2) Participants of the state records manage- 
ment program include all state agencies 
organized under the 1974 Reorganizational 
Act with the exception of the University of 
Missouri, the Missouri General Assembly and 
the Missouri court system. Over nine hundred 
(900) state agencies are currently being 
assisted by Ule program. 
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(3) The state records management program 
assists government agencies in a variety of 
ways by establishing a records retention 
schedule; providing storage for semi-active 
and inactive records, overseeing the destruc- 
tion of unneeded records and providing 
microfilming services. Copies of agency record 
retention schedules may be obtained at the 
Office of the Secretary of State. 

Auth: section 109.230, RSMo (1986). 
Original rule filed Aug. 25,1989, effectiue 
Feb. If. 1990. 

156SB30-45.020 LocalRecords 

PURPOSE: The director of records 
management and archives service under 
the direction ofthe secretary of state and 
the local records board administers Mis- 
souri’s Local Records Law. The director 
mayestablishstandards,procedures and 
techniques for the effective management 
of records. This rule describes the func- 
tions of the Records Management and 
Archives Service division of the Office of 
the Secretary of State regarding local 
records to comply with the requirements 
of section 536.023, RSMo (1986J. 

Editor’s Note: The secretary of state has 
determined that the publication of this rule in 
its entirety would be unduly cumbersome or 
expensiue. The entire contents of the material 
referenced have beenfiled with thesecretaryof 
state. This material may be found at the Office 
oftheSecretaryofStateandisauailable toany 
interested person at a cost established by state 
law. 

(1) The Records Management and Archives 
division fulfills the statutory duty of the 
secretary of state for the management and 
safekeeping of local records. It provides for the 
efficient, and economical application of 
management and archival methods to the 
creation, utilization, maintenance, retention, 
preservation and disposal of official records of 
local governments. 

(2) Participants of the local records manage- 
ment program include counties, municipalities 
and other political subdivisions. 

(3) The local records management program 
assists local governments by providing on-site 
visits and establishing records retention 
manuals. Copies of local records’ schedules 
can be obtained at the Office of the Secretary 
of State. 

Auth: sections 109.241 and 109.255, 
RSMo (1986). Original rule filed Aug. 25, 
1989, effective Feb. 11,199O. 

15 CSR 30-45.030 Local Records Grant 
Program Administration 

PURPOSE: This rule outlines the 
managementplanofthegrants-in-aidfor 
local records preservation. 

(1) The local records grant program supports 
local public records preservation efforts by 
means of grants-in-aid to custodians of local 
public records. The grants-in-aid will provide 
financial assistance for preservation efforts 
beyond the normal scope of work of the 
applicant custodian. This grants-in-aid pro- 
gram is a significant effort within the overall 
mission of the program to enhance the quality 
of archival preservation and records manage- 
ment of public records in local governmental 
entities of Missouri. 

(A) The following activities are supported 
through these grant categories: 

1. Preservation; 
2. Microfilming projects; 
3. Conservation projects,; 
4. Survey project/plannmg grants; 
5. Equipment (if essential to the project 

proposed); 
6. Educational activities (workshops, 

forums, symposia, internships, videos for 
educational purposes and exhibits); 

7. Inventories, finding aids, local guides; 
and 

8. Technical advisors/consultants. 
(B) The local records program awards 

grants with cost-sharing required. Cost- 
sharing must be in the form of in-kind 
contributions and cash contributions to the 
project. 

1. Grant funding. The local records pro- 
gram supports up to seventy percent (70%) of 
the project with outright funds. The applicant 
must contribute at least thirty percent (30%) in 
a cost-sharing match and at least one-third 
(l/3) (10%) of the total of this match must be in 
cash. Any costs relating to the project that are 
contributed by the applicant may be included 
as cost-sharing. Cost-sharing must be in 
nonlocal records program cash (no user fee 
money for the Local Records Preservation 
Fund collected by county recorders may be 
used) and in-kind contributions to the cost of 
the project. 

2. Certain projects may require more cash 
cost-sharing for specific items (for example, 
equipment purchases). 

3. Applicants that have a higher per- 
centage of cash cost-sharing will be given 
preference when all other things are equal. 
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4. The maximum grant will be fifty 
thousand dollars ($50,000). 

(C) The following are ineligible funding 
activities: 

1. Capital improvements; 
2. Existing/permanent staff positions; 
3. Equipment (nonessential to project); 
4. Payment to lobbyists; 
5. Hospitality expenses; 
6. Prizes/awards; 
7. Benefit activities; 
8. Conferences, lectures, etc. (not availa- 

ble to the public); 
9. Tuition reimbursement for academic 

credit; 
10. Projects already completed; 
11. Activities that have a religious pur- 

pose; 
12. Inventories/guides (not available to 

the public); 
13. Purchase of manuscripts/records; and 
14. Expenses incurred prior to the grant 

period. 
(D) The following groups may apply: 

1. All local government entities; and 
2. Private organizations that house local 

public records (local public records which are 
housed by private organizations also may be 
included in grant applications which are 
submitted by the local official who has 
authority over those records). 

(E) The following groups may not apply: 
1. Individuals; 
2. State agencies (local public records 

which are housed by state agencies can be 
included in grant applications that are 
submitted by the local official who has 
authority over those records); and 

3. Federal agencies. 
(F) Evaluation of Proposals. 

1. Grant applications will be screened first 
by the local records program staff for com- 
pleteness, conformity to application require- 
ments, soundness of budget and relevance to 
the objectives of the local records program, 
which in its mission is to enhance the quality 
of archival preservation and records manage- 
ment of public records in local governmental 
entities of Missouri. The staff will return 
proposals that do not meet local records 
program regulations to the applicant institu- 
tion for further development or clarification. 

2. The staff will prepare a summary to the 
Missouri Historical Records Advisory Board 
(MHRAB) on each complete application. Then 
the board will review the applications and 
make its recommendations on funding. The 
final ruling on whether the application shall be 
funded will be made by the secretary of state 
with the advice of the MHRAB. 

3. The applicant will be notified by a letter 
from the secretary of state as to whether the 
grant has been funded or rejected. 

4. When the application is in a sphere 
outside the expertise of the local records staff, 
the MHRAB or both, for example electronic 
records, technical advisors/consultants will be 
used. The advisor/consultant will be paid out 
of the Local Records Program Grant Fund. 

5. All grants will be awarded after consul- 
tation with and review by the local records 
staff and the MHRAB. 

(6) Grant Application Requirements. 
1. Specific items that must be included in 

the grant application are listed as follows: 
A. A statement of previous actions, if 

any, taken to protect the records that are the 
subject of the proposal; 

B. A letter of commitment from the 
funding authority of the applicant (for exam 
ple, school board for school projects, from a 
local donor who is providing cash for match, or 
both); 

C. A resume of qualifications for the 
grant administrator, the project records 
management officer (RMO) or both. A job 
description for the RMO should be included. 
Some projects may include the grant adminis- 
trator and project RMO as the same person, 
other projects may require a separate person as 
RMO who is primarily responsible for the 
implementation of the work and completing 
the various report forms. The local records 
program office will expect to communicate 
directly with the RMO during the grant cycle; 

D. The budget completed on the applica- 
tion budget form with explanations attached. 
This should include all anticipated expenses, 
such as estimates from vendors; and all cost- 
sharing, such as salaries and fringe benefits; 

E. A project summary, including a list 
of personnel and their roles; 

F. A description of records to be dealt 
with in the project, along with a statement of 
their significance. For example, will the work 
be applied to records with less than permanent 
standing in state retention schedules? If SO, a 
rationale must be offered for their utility in 
serving the public. Are the records in question 
of particular utility or in greater-than-normal 
demand by researchers?; 

G. Plan of work/narrative; 
II. Appropriate appendices. For exam- 

ple, samples of forms to be used for surveys and 
inventories, consultant’s reports, letters of 
support from community members, etc.; and 

I. A plan for the evaluation of the 
project results, The proposal should state how 
the success or failure of the project will be 
judged. 

2. Potential subcontractors or consultants 
must be identified in the application. 

3. Applicants should also be sure that the 
proposal includes: 

A. A description of the importance of 
the project in terms of an overall/long-range 
records management program; 

B. A sound plan of work and discussion 
about techniques to be used; 

C. The qualifications of the staff who 
will be undertaking the project; 

D. A budget that is appropriate for the 
planned work; 

E. An explanation of the need for 
outside funding; and 

F. An explanation of how the project 
will be audited. 

(H) Grant Period. 
1. The grant period begins and ends on the 

dates specified in the grant letter. Grant 
monies may take longer to issue than the 
official grant letter. For grants of ten thousand 
dollars ($10,000) or more, a first payment of 
thirty-five percent (35%) shall be made as soon 
as practicable after the awarding of the grant. 
A second payment of thirty-five percent (35%) 
shall be made after one-third (l/3) of the 
project completion is verified through an 
interim report; with the remaining thirty 
percent (30%) paid upon project completion. 
Grantees receiving less than ten thousand 
dollars ($10,000) shall receive seventy percent 
(70%) of the grant funds as soon after the 
awarding of the grant as practicable. The 
remaining thirty percent (30%) of the grant 
shall be paid to the grantee after successful 
grant completion. While the grantee cannot 
charge expenses incurred before the grant 
period begins, charges incurred after the grant 
period begins, but before the monies are 
available, are allowed. 

2. Grants must be completed within the 
fiscal year (July 1 to June 30) in which the 
grant is awarded. One (1) extension may be 
given upon written permission of the secretary 
of state, pending funding by the general 
assembly. Under no circumstances will a grant 
be allowed to continue for more than two (2) 
years. 

(I) Accounting and Auditing Requirements. 
Grantees must keep financial records for each 
grant in accordance with agreed upon ac- 
counting practices. In the application, the 
proposal must state how the local accounting 
will be done. These records, as public records, 
shall be subject to inspection by the local 
records program staff and the Historical 
Records Advisory Board during regular 
business hours throughout the grant period 
and for the following three (3) years after the 
grant period ends. If any litigation, claim or 
audit is begun before the end of the three (3) 
years, the records must be retained until it is 
resolved. 

(J) Audits. Grantees must comply with the 
audit requirements set forth in Missouri 
statutes for local governmental units. The 
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grantee is responsible for ensuring that the 
local records program receives copies of the 
audit report for any audit performed during the 
grant period or for the following three (3) years. 
Specific accounting requirements for the local 
records grant program are- 

1. Grant money must be deposited in an 
auditable, interest-bearing account and in- 
terest must be applied to the project; 

2. Grant work must be monitored in 
progress. Local records program staff may 
visit the work site for review any time during 
the grant cycle; 

3. The grantee must submit an interim 
narrative report on the grant project. A form 
will be provided; 

4. Any changes in the project, including 
changes of personnel, must be submitted in 
writing to the local records program; 

5. In the event of default on the grant 
project by the grantee, the grant will be 
revoked and all funds must be returned to the 
local records program. The grantee will be 
notified by letter by the local records program 
and will receive thirty (30) days’ written notice 
of noncompliance before the grant is revoked; 
and 

6. The grantee will prepare a final report 
on the grant project. Forms will be provided for 
both segments of the final report. The final 
reuort will include: 

A. Proiect summarv: and 
B. Final financial report. 

(K) Conflicts of Interest. 
1. The Historical Records Advisory Board 

will not consider a proposal where a board 
member, or a member of the secretary of state’s 
staff, derives compensation (other than travel 
reimbursement), is the project director or 
provides direct and immediate supervision 
over the project. 

2. A board member will abstain from 
reviewing or voting on proposals if s/he is 
indirectly connected with a proposed project 
through employment at the same institution, 
indirectly (or remotely) supervises the project, 
wou!d serve as an unpaid consultant to the 
project or is an officer of the institution or 
association submitting the proposal. 

3. A board member may participate in 
discussion of, but not vote on, a grant proposal 
if s/he merely subscribes to membership in the 
local government entity or private organiza- 
tion submitting the proposal but holds no 
office. 

Auth: sectionsj9.319and 109.221, RSMo 
(Cum. Supp. 1990). Emergency rule filed 
June 19, 1991, effective June 29, 1991, 
expired Oct. 28, 1991. Original rule filed 
June 19, 1991, effective Oct. 31, 1991. 
Amended: Filed Nov. 6, 1991, effectiue 
May 14,1992 
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