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Commonwealth of Kentucky
Auditor of Public Accounts

Title VI of the Federal Civil Rights Act
Implementation

“Initial Plan and “Plan Update” Form” 
Initial Plan    

 Plan Update 

AGENCY: Departmentfor Local Government/Kentucky Infrastructure Authority
DATE: June 26, 2012

Pursuant to KRS 344.015 and Section 2 of 45 KAR 1:080, state agencies receiving federal funds shall 
prepare and submit an annual Title VI plan update to the Auditor of Public Accounts and the Kentucky 
Commission on Human Rights by July 1, 1995 and by July 1 each year thereafter. Please complete the 
following information when submitting annual plan updates. 

Check the corresponding sections of the plan that the agency is:
(1) Required to update; and/or 
(2) Amending. 

Please include the updated wording under the applicable sections listed below in your Plan Update. 

The following sections are required to be updated annually: (6), (7), (9), (10), (12) and (13).  Please 
attach a Plan Update detailing updates or changes from the prior year Plan – do not submit your entire 
plan once it is on file with the Auditor’s Office. 

(1)  Glossary/Definitions

(2)  Overview

(3)  Scope Of Title VI Applicability To Programs And Activities

  (4)  Responsible Official 

(5)  Statement Of Assurance

(6)  Identify Programs Or Activities Subject To Title VI

  (7)  Complaint Procedures

  (8)  Compliance/Noncompliance Reporting 

(9)  Agency Training Plan

  (10) Evaluation Procedures Of Title VI Plan 

  (11) Public Notice And Outreach 

(12) Recordkeeping And Reporting 

  (13) Minority Representation On Planning Board Or Advisory Body 
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NOTE: This form DOES NOT substitute for the actual update that may need to be completed.
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Title VI Compliance Status Report
Department for Local Government/Kentucky Infrastructure Authority

(July 1, 2011 - June 30, 2012)

Yes No
1. Services from this facility are provided to clients without regard to 

race, color, or national origin. 

2. An employee has been appointed to serve as Title VI Coordinator for 
this agency.

3. Minorities are represented on the advisory board if at least 5% of the 
population in the geographic service area are minority persons. 

4. A written procedure exists for hearing and reviewing Title VI 
complaints.

5. Records are maintained regarding all alleged cases of discrimination.

6. Title VI posters (where possible) are prominently displayed and used 
to emphasize the Title VI program and complaint opportunities.

7. New employees are clearly informed about their responsibilities to 
clients under Title VI.

8. Contracts between this agency and another party include the formal 
Title VI “Statement of Compliance” clause.

9. Other parties which contract with this agency are clearly informed by 
this agency about their own responsibilities to clients under Title VI 
standards. 

10. All physical facilities and physical areas are made available to every 
client without regard to race, color, or national origin. 

NOTE: This form DOES NOT substitute for the actual update that may need to be completed.
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TITLE VI 

IMPLEMENTATION PLAN

FY 2012 Updated Sections

Department for Local Government

June 26, 2012 
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VI. PROGRAMS OR ACTIVITIES SUBJECT TO TITLE VI

a. List of Federal Programs:
DLG

CDBG Federal Block Grant (HUD) DLG administers grants to recipients
NSP Federal Grant (HUD) DLG administers grants to recipients
DRA Federal/State Grant DLG administers grants to recipients
LWCF Federal Grant (DOI) DLG administers grants to recipients
RTP Federal Grant (FHWA) DLG administers grants to recipients
ARC Federal Grant DLG administers grants to recipients
NFR Federal Grant Pass through
FC Receipt Federal Grant Pass through
EDA Federal Grant (EDA) DLG administers grants to recipients

KIA
Fund A Federal Grant KIA administers grants to recipients
Fund A2 Federal Grant (ARRA) KIA administers grants to recipients
Fund F Federal Grant KIA administers grants to recipients
Fund F2 Federal Grant (ARRA) KIA administers grants to recipients

b.  Description of Federal Programs: In addition to the information below, more detailed 
descriptions of grant programs, including eligibility requirements and applications forms 
are available through DLG’s website: www.dlg.ky.gov. 

A. U.S. Housing and Urban Development’s Community Development Block Grant 
(CDBG) program. Funds are designated for the following program areas:  

� Housing  
� Community Projects 
� Public Services 
� Public Facilities 
� Economic Development  
� Community Emergency Relief Fund
� Disaster Relief

The U.S. Department of Housing and Urban Development (HUD) funded Community 
Development Block Grant (CDBG) program for DLG to provide assistance to 
communities for use in revitalizing neighborhoods, expanding affordable housing and 
economic opportunities, providing infrastructure and/or improving community facilities 
and services.

Potential Beneficiaries: All cities and counties are eligible to apply for the funds with 
the exception of Ashland, Bowling Green, Covington, Elizabethtown, Henderson, 
Hopkinsville, Lexington-Fayette County, Louisville/Jefferson County Metro Government, 
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and Owensboro.  These entitlement communities receive CDBG funds directly from 
HUD.

B. The Neighborhood Stabilization Program (NSP) was established for the purpose 
of stabilizing communities that have suffered from foreclosures and abandonment. 
Through the purchase and redevelopment of foreclosed and abandoned homes and 
residential properties, the goal of the program is being realized. NSP1, a term that 
references the NSP funds authorized under Division B, Title III of the Housing and 
Economic Recovery Act (HERA) of 2008, provides grants to all states and selected local 
governments on a formula basis.  NSP1 Funds were awarded to 21 subrecipients from 
across the Commonwealth of Kentucky. They include nonprofit organizations and units 
of local government. All funding is to be spent on housing related activities to revitalize 
neighborhoods with high foreclosure rates. Kentucky received an additional round of 
funding in 2011 from NSP3 funds. 

Potential Beneficiaries: Nonprofit groups and units of local government. 

C. The Delta Regional Authority (DRA) is a federal-state economic development 
program restricted to a 21-county area of western Kentucky.  

Delta Regional Authority funds are used to help economically-distressed communities 
leverage other federal, state and local dollars for community development projects that 
focus on infrastructure development, business development/entrepreneurship and job 
training services. 

Potential Beneficiaries: Cities, counties, special districts and non-profit entities are 
eligible. No maximum project amount; no specific match required but priority is given to 
projects that leverage other funding sources.  

D. The Land and Water Conservation Fund (LWCF) provides federal grant funds to 
protect important natural areas, to acquire land for outdoor recreation and to develop or 
renovate public outdoor recreation facilities such as campgrounds, picnic areas, sports & 
playfields, swimming facilities, boating facilities, fishing facilities, trails, natural areas 
and passive parks. 

Potential Beneficiaries: Cities and counties, state and federal agencies are eligible to 
apply for funding. The maximum grant amount is $75,000. The minimum amount is 
$5,000. It is a 50% matching reimbursement program.
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E. The Recreational Trails Program provides grant funds to develop and renovate 
recreational trails for both motorized and non-motorized use. It does not fund equipment 
such as mowers and gators. 

Potential Beneficiaries: Eligible applicants are city and county governments, state and 
federal agencies, and non-profit organizations.  

F. The ARC is a federal-state economic development program which assists in the 
economic development of Appalachia through a diversity of projects in the areas of 
public infrastructure (water, sewer, solid waste, housing, and telecommunications), 
human resource development (education/workforce development, affordable/accessible 
healthcare, and leadership development) and business/entrepreneurial development. 

Potential Beneficiaries Local governments, special districts, and non-profit entities 
that include Kentucky's 51 most eastern and south-central Counties are eligible to apply 
for the grant dollars.  Thirty-two "distressed" counties also have access to a separate 
restricted allocation of funds. 

G. The National Forest Receipts program provides “pass-through” funds to counties.  
The State Local Finance Officer receives notice of wire transfer from the US Department 
of Agriculture Forest Service for funds to be distributed annually to various counties. 

Potential Beneficiaries:  Counties. 

H. The Flood Control Receipts program provides “pass-through” funds to counties.  
The State Local Finance Officer receives a check annually from the US Army Corps of 
Engineers.  The check is deposited with the KY State Treasurer, authorization for 
payment to Counties is processed and checks are then prepared to send this money to the 
Counties in accordance with the statement from the federal government which was 
enclosed with the check.

Potential Beneficiaries:  Counties. 

I. EDA Grant:  This grant is funded by the Economic Development Administration 
with a match requirement from the State’s Local Matching fund for Flood Control.  The 
grant funds will be used to assist in the development of the Long Term Recovery Council 
(LTRC), Develop Long Term Recovery Plan, and to enhance the Commonwealth’s 
Hazard and Mitigation Planning System (CHAMPS) and create comprehensive support 
materials and outreach to promote LTRC sustainability, local long term recovery 
awareness and information management and viability. 

 DLG is working jointly with the Kentucky Division of Emergency Management 
and the University of Louisville, Center for Hazard Research to implement this program.

Potential Beneficiaries; Commonwealth of Kentucky
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J.        The Kentucky Infrastructure Authority administers the following federal grant and 
loan programs: 

Program: Federally Assisted Wastewater Revolving Loan Program

The Kentucky Infrastructure Authority’s (“KIA”) Federally Assisted Wastewater 
Revolving Loan Program also known as the State Revolving Fund (“Fund A”) was 
established in FY88.  KIA received Federal Capitalization Grants with state matching 
monies and leverage bond proceeds.  KIA provides construction and administrative costs 
in Fund A low interest wastewater type loans.  These borrowers may include city and 
county governments, sanitation districts and water/sewer commissions.

Program: Federally Assisted Wastewater Revolving Loan Program
(American Recovery and Reinvestment Act 2009) 

The Kentucky Infrastructure Authority’s (“KIA”) Federally Assisted Wastewater 
Revolving Loan Program (ARRA 2009) also known as the ARRA State Revolving Fund 
(“Fund A2”) was established in FY09.   

On February 17, 2009, President Obama signed the American Recovery and 
Reinvestment Act of 2009. This package was designed to create and maintain 3 to 4 
million jobs, jumpstart the economy and provide funding for carefully targeted priority 
investments with accountability measures built in. The Act provided $4 billion in 
CWSRF funding nationwide and $49,878,100 to Kentucky.  Because of the urgency for 
results, funding priority was given to wastewater projects that were ready to proceed to 
construction by June 17, 2009. Any remaining funding not committed by June 17, 2009 
gave funding priority to wastewater projects based on readiness to proceed, with 
consideration given to job creation, economic hardship and environmental benefits. All 
projects had a signed construction contract or a construction start date prior to February 
16, 2010. 

A one-time Capitalization Grant was received in April 2009 with no state matching 
money requirement.  KIA provides construction and administrative costs for Fund A2 low 
interest wastewater type loans.  These borrowers were allowed 52.1% principal 
forgiveness.  These borrowers included city, state and county governments, sanitation 
districts and water/sewer commissions.

Program:          Federally Assisted Drinking Water Revolving Loan Program 

KIA’s Federally Assisted Drinking Water Revolving Loan Program also known as the 
State Revolving Fund (“Fund F”), was established in FY97.  KIA received Federal 
Capitalization Grants with state matching monies and leverage bond proceeds.  
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Borrowers may include city and county governments, sanitation districts and water/sewer 
commissions, but must be public water system providers. KIA has provides construction 
and administrative costs for Fund F low interest drinking water type loans.  KIA has also 
provided set-aside funds to 15 area development districts/rural water associations for 
eligible costs related to the administration of Safe Drinking Water Act initiatives.

Program:          Federally Assisted Drinking Water Revolving Loan Program 
(American Recovery and Reinvestment Act 2009) 

The Kentucky Infrastructure Authority’s (“KIA”) Federally Assisted Drinking Water 
Revolving Loan Program (ARRA 2009) also known as the ARRA State Revolving Fund 
(“Fund F2”) was established in FY09.   

On February 17, 2009, President Obama signed the American Recovery and 
Reinvestment Act of 2009. This package was designed to create and maintain 3 to 4 
million jobs, jumpstart the economy and provide funding for carefully targeted priority 
investments with accountability measures built in. The Act provided $2 billion in 
DWSRF funding nationwide and $20,450,000 to Kentucky. Because of the urgency for 
results, funding priority was given to drinking water projects that were ready to proceed 
to construction by June 17, 2009. Any remaining funding not committed by June 17, 2009 
gave funding priority to drinking water projects based on readiness to proceed, with 
consideration given to job creation, economic hardship and environmental benefits. All 
projects had a signed construction contract or a construction start date prior to February 
16, 2010. 

KIA received a one-time Capitalization Grant with no state matching money 
requirement. KIA provides construction and administrative costs for Fund F2 low 
interest wastewater type loans.  These borrowers were allowed 54.1% principal 
forgiveness.  These borrowers included city, state and county governments, sanitation 
districts and water/sewer commissions, but all borrowers had to be public water system 
providers.

VII. COMPLAINT PROCEDURES

A.  COMPLAINT PROCEDURES

1. How a complaint shall be filed 
  

Complaints in relation to alleged discrimination under Title VI of the Civil Rights 
Act of 1964 may be filed using the forms attached in the Appendix.  If an 
individual refuses to submit a written complaint, the compliance officer shall 
record the information orally from the individual and shall provide a copy to the 
individual with a request that the information be confirmed by the complainant. 
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A complaint may be filed by anyone who believes that DLG has discriminated 
against a participant, beneficiary, or a class of beneficiaries on the basis of race, 
color, or national origin. 

Complaints must be filed within one hundred eighty (180) days of the activity 
which prompts the filing of the complaint. 

2. Where to file a complaint 

Complaints in relation to alleged discrimination under Title VI of the Civil Rights 
Act of 1964 may be filed with DLG’s Title VI compliance officer, Mike Hale.

Mike Hale, Title VI Compliance Officer
Department for Local Government 
1024 Capital Center Dr., Suite 340 
Frankfort, KY 40601 

3. Time frame within which the complaint shall be processed by the agency; and 

Upon receipt of a written complaint, the compliance officer shall review the 
complaint and shall file, within seven (7) days, a concise statement with the 
Responsible Official regarding the nature of the complaint and the steps to be 
taken to investigate or resolve the complaint 

4. Withdrawal of a complaint;

A complainant may withdraw a complaint at any time before final action by filing 
with the compliance officer a written statement of his or her desire to withdraw 
the complaint.

B. INVESTIGATIONS, REPORT OF FINDINGS, HEARINGS AND APPEALS.

1.  Investigations 

Upon receipt of the complaint by an individual or at the time the compliance 
officer becomes independently aware of actions which may constitute a violation 
of Title VI, the compliance officer shall take necessary action within thirty (30) 
days to investigate and recommend specific actions to resolve the complaint.  A 
report shall be filed by the compliance officer with the Responsible Official 
within that period. 

2.  Report of Findings 
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The complainant shall be notified in writing of the results of the investigation and 
any actions taken.

DLG shall attempt to maintain the confidentiality of the complaint and the name 
of the complainant. 

The complainant shall be notified in writing, within 30 days of the resolution of a 
complaint, by the Responsible Official or the Title VI compliance officer of the 
resolution of a complaint.  A statement of corrective action shall include specific 
statements of actions to be taken or prohibited actions and shall include a 
timetable for implementation.

3. Hearings and Appeals

A complainant may file a written appeal from the Responsible Official’s 
resolution of the complaint within 30 days of the receipt of the written notice of 
resolution.  Appeals shall be directed to the Deputy Commissioner of the 
Department for Local Government and shall be set forth in writing.  The 
complainant shall be notified of the final resolution of the complaint within 60 
days of the Deputy Commissioner’s receipt of the appeal. 

A complainant filing a written appeal may request an in-person hearing before the 
Deputy Commissioner of the Department for Local Government.  Such request 
shall be set forth in writing and shall be submitted contemporaneously with the 
written appeal.  The complainant shall be notified of the date, time and place of 
the hearing within 15 days of DLG’s receipt of the request.

IX. TRAINING

The Title VI implementation plan will be disseminated to all DLG employees along with 
complaint procedures.  Sub-recipients of grants will be notified of the Title VI 
implementation plan and complaint procedures at the time of any grant award. 

DLG may periodically hold Title VI training seminars for its employees, particularly for 
those individuals responsible for monitoring sub-recipients for Title VI compliance.  All 
new employees shall receive a copy of DLG’s Title VI plan as part of the orientation 
process.

X. GOALS AND EVALUATION PROCEDURES

DLG endeavors to reevaluate its Title VI goals on an annual basis, as part of the process 
of reviewing the agency’s Title VI plan.  The plan shall, each year, set forth DLG’s 
current goals and the process for evaluating and revising those goals and the agency’s 
progress towards those goals. 
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A. Goals

1. Report compliance activities in a timely manner.

2. Respond to and investigate all complaints within the timeframe and in 
accordance with the procedures outlined in Section VII. 

3. Obtain information from employees to determine if the plan is adequate to 
address their needs and the requirements of Title VI. 

B. Evaluation of Goals 

1. The Advisory Committee shall, at each meeting, review the agency’s goals 
and its progress towards these goals, and evaluate the effectiveness of the 
plan’s provisions as they relate to these goals. 

2. The Advisory Committee shall, at each meeting, establish a timeline for 
achievement of goals, and implement a process for monitoring the 
progress towards these goals. 

3. The Advisory Committee shall, at each meeting, promulgate a written 
report of the agency’s progress towards the identified goals.

4. The Advisory Committee shall, at each meeting, discuss and evaluate 
whether any corrective procedures are necessary to bring DLG closer to its 
goals

XII. RECORDKEEPING AND REPORTING

A. Complaints

1. The compliance officer will maintain a log of all complaints filed with 
DLG.

2. Grant personnel will certify annually that all sub-recipients have been 
notified of the Title VI implementation plan and complaint procedures. 

3. The compliance officer will maintain copies of standardized complaint 
forms and will ensure that they are available to the public for use. Forms 
will be available on DLG’s website.  The compliance officer shall 
maintain data sheets, including, the complaint log and performance 
reports, and copies of all complaint forms filed.  The compliance officer 
shall maintain such records for five years following the final resolution of 
a complaint.
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B. Reporting 

1. Changes in the Title VI implementation plan will be provided to employees 
and sub-recipients as changes are made.

2. Changes in the Title VI implementation plan will be forwarded to the State 
Auditor as changes are made.

3. Sections VIII and IX of this plan are incorporated herein as part of DLG’s 
recordkeeping and reporting procedures.   

4. No changes were made to sections VIII or IX in the current update. 

D. Participation data:

Because DLG acts as an administrator or a pass-through source for sub-recipients 
of federal funds, the agency is unable to provide data showing the extent to which 
members of protected parties are participating in the Title VI programs and 
activities.

DLG endeavors, through project monitoring and education, to ensure that each 
sub-recipient of federal funds is in full compliance with Title VI, and that each 
such entity ensures equal participation in programs funded by federal monies to 
protected parties.  Grant personnel will maintain records of all sub-recipients in 
order that DLG can determine if eligible parties are participating in the grants.

XIII. MINORITY REPRESENTATION

A.  Minority representation on Boards/Committees

BOARD/COMMITTEE MEMBERS MINORITY REPS PERCENTAGE
Kentucky Infrastructure 
Authority (KIA)*

11 0 0%

Appalachian Regional 
Commission**

14 1 7%

Delta Regional Authority 9 1 11%
Community Development 
Block Grant Review 
Committee

4 0 0%

Recreational Trails Review 
Committee

12 0 0%

Land and Water 
Conservation Fund Board

15 0 0%

Title VI Advisory Board 5 1 20%
*Membership is governed by statute.  ** Appointed by Governor
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B. Ensuring minority participation:

DLG continues to attempt to identify and employ qualified minority applicants.  Where 
minority representation in particular areas of the agency is low, DLG endeavors to fill 
vacant positions with qualified minorities. Whenever a planning or advisory body, such 
as a board or committee is an integral part of DLG’s programs, DLG shall take such steps 
as are necessary to ensure that minorities are notified of the existence of such bodies and 
are provided equal opportunity to participate as members.  Where members of a board or 
committee are appointed by DLG and where minorities comprise at least 5% of the 
affected area or the surrounding community, the facility or agency must appoint a 
minority representative to serve on the board or committee. 

DLG has also created a Title VI advisory committee to review and make 
recommendations regarding this implementation plan and to identify areas where 
improvement is needed.  The advisory committee is currently composed of five (5)
people, including one (1) minority as defined by Title VI. The advisory committee shall 
meet at least once each year.

C. The summary of race and national origins for DLG includes the following 
employees:

RACE/NATIONAL 
ORIGIN

NUMBER Percentage

White Females 43 55.84%
White Males 30 38.96%
Black Females 1 1.3%
Black Males 3 3.9%
Hispanic Females 0 0
Hispanic Males 0 0
American Indian Females 0 0
American Indian Males 0 0
Other Females 0 0
Other Males 0 0

Total 77 100%
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Commonwealth of Kentucky  
Department for Local Government  

Procedures on Providing Language Access to Customers  
With Limited English Proficiency (LEP) 

The procedures below apply to all of the Department for Local Government (DLG) 
organizational units and all services that are provided by DLG to LEP customers, whether 
delivered by DLG staff directly or by a contracted vendor.  

Background on Statute and Regulation 

Section 601 of Title VI of the Civil Rights Act of 1964, 42 U.S.C. Section 2000d et. seq. 
states:  “No person in the United States shall on the ground of race, color or national 
origin, be excluded from participation in, be denied the benefits of, or be subjected to 
discrimination under any program or activity receiving Federal financial assistance.”

In August 2000 President Bill Clinton signed Executive Order 13166, requiring all 
federal funding recipients to provide language access to people with limited English 
proficiency. Because the Cabinet receives federal funds, we cannot, based on national 
origin: 

� deny services, financial aid, or other benefits; 
� provide different services, financial aid or other benefits, or provide them differently 

from those provided to others in the program; or 
� segregate or treat individuals separately in any way in their receipt of any service, 

financial aid or benefit. 

Department/Office Responsibilities

To ensure that services are delivered to customers identified as being limited in English, 
DLG agencies shall be required to: 

1.  Identify each LEP customer and record the primary language of such customer.  
Record the customer’s primary language by notation for other employees’ 
information in future contact with the customer. 

2. Use approved interpreters and ensure that interpreters are provided at no cost to the 
customers (See page 3 for procedures on how to obtain an interpreter). 

3. Ensure that no unreasonable delay in services occurs during this process. 
4. Provide translated copies of essential program forms and documents to LEP clients.  

If such forms and documents are not already available, contact the Language Access 
Section to coordinate the translation of such documents (See page 3).  Help customers 
with limited English proficiency understand and complete forms. 

5. Ensure that staff are trained on cultural competency, effective communication and the 
use of interpreters/translators. 

      Worker’s Responsibilities 
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Even those customers who may speak and appear to understand some English may not 
necessarily have the skills to understand their rights and responsibilities, letters, and other 
forms of communication provided to them as recipients of DLG’s services.  Staff must 
identify customers who need language assistance and identify the customer’s primary 
language.

INTERPRETER AND TRANSLATER PROCEDURES 

The services of an interpreter or translator shall be utilized if staff is unable to 
communicate with the customer well enough to provide quality services, even if the 
customer states that he or she does not need an interpreter. 

STEPS
1. If a Spanish-speaking interpreter or document translator is needed, contact the 

Language Access Section at 502/564-2767, Extension 4106.  (Fax 502/564-3129). 
 2.   If the Language Access Section is not available or if the language is other than 
Spanish,
       access the Language Line at 1-800/874-9426. 
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This records retention schedule governs retention and disposal of records created, used and 
maintained by the Department for Local Government. Government records in Kentucky can only 
be disposed of with the approval of the State Archives and Records Commission (the 
Commission). This agency-specific schedule was drafted by Department for Local Government 
personnel and Public Records Division (PRD) staff, and reviewed and approved by the 
Commission.  This schedule provides the legal authority for the Department for Local 
Government to destroy the records listed, after the appropriate retention periods have passed. 

Department for Local Government personnel should use this agency-specific schedule in 
combination with the General Schedule for State Agencies (General Schedule), also approved 
by the Commission. The General Schedule applies to records that are created, used and 
maintained by staff at all or most state agencies. Agency-specific retention schedules are used 
only by specific agencies and apply to records that are created only by a particular state 
agency, or to records that a state agency is required to retain longer than the approved time 
period on the General Schedule. The General Schedule and agency-specific retention schedule 
should cover all records for the Department for Local Government.  

This retention schedule applies to state agency records and information regardless of how it is 
created or stored. For example, information created and sent using e-mail is as much a public 
record as materials created or maintained in paper. Kentucky law defines public records, in part, 
as "documentary materials, regardless of physical form or characteristics, which are prepared, 
owned, used, in the possession of or retained by a public agency" (KRS 171.410[1]). This 
means that records management standards and principles apply to all forms of recorded 
information, from creation to final disposition, regardless medium . Records retention scheduling 
is important in developing, using, and managing computer systems and other electronic 
devices. Records management practices encourage cost-effective use of electronic media 
through accurate retention scheduling and legal destruction of records.  

All state government employees are responsible for maintaining records according to the 
retention schedule, whether those records are stored electronically or in paper. 
Information must be accessible to the appropriate parties until all legal, fiscal, and 
administrative retention periods are met, regardless of the records storage medium. 

This retention schedule covers the content of records created by the Department for Local 
Government, including records created or stored using computers and computer systems. The 
General Schedule for Electronic and Related Records applies to records related to computers or 
a computer system. Examples of these include system documentation and use records, backup 
files, or website format and control records.  

Audits and Legal Action 
Agency records may be subject to fiscal, compliance or procedural audit. If an agency should 
maintain records longer than the approved retention period, as may be the case with some 
federal audits, then all affected records should be retained until the audit has been completed 
and the retention period met. In no case should records that are subject to audit be destroyed 
until the audit has been completed and retention periods met, or the records have been officially 
exempt from any audit requirements.  

Records may also be involved in legal or investigative actions, such as lawsuits, administrative 
hearings or open records matters. These records must be retained at least until all legal or 
investigative matters have concluded, regardless of retention period. This includes all appeals of 
lawsuits.
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Vital Records 
Vital records are essential to the continued functioning of an agency during and after an 
emergency.  Vital records are also essential to the protection of the rights and interests of an 
agency and of the individuals for whose rights and interests it has a responsibility. Vital records 
are identified in the retention schedule with a (V). 

Confidential Records 
While all records created, used and maintained by government agency personnel are public 
records, not all of those records are open to public inspection. Whether a record is open to 
public inspection is determined by the state’s Open Records laws and other relevant state or 
federal statutes and regulations. Restriction of public inspection of confidential records may 
apply to the whole record or only to certain information contained in the record. 

Kentucky’s public records are considered open for public inspection unless there is some 
specific law or regulation that exempts them. Agency personnel who believe certain records are 
confidential should submit a citation from Kentucky Revised Statutes, Administrative 
Regulations, Code of Federal Regulations, or similar authority. State agency heads have the 
responsibility to know all the appropriate confidentiality laws, statutes and regulations 
that apply to the records maintained by their agency and to see that those laws are 
enforced. Even though a record series may or may not be marked confidential on a retention 
schedule, contradictory laws or regulations that are passed after the schedule has been 
approved must be honored. 

Copies of Records 
Agency personnel often make copies of records for internal use or reference purposes. 
Agencies should designate one copy as the official copy and make sure it is retained according 
to the records retention schedule. Agencies can destroy all other copies when no longer useful. 

Updating the Retention Schedule
Per 725 KAR 1:010, the head of each state government agency is required to designate a 
member of his or her staff to serves as a records officer.  The agency records officer represent 
that agency in its records-related work with the Public Records Division. The agency records 
officer is responsible for assisting the Public Records Division in drafting a records retention 
schedule, and in finding any  schedule updates to bring before the Commission. The retention 
schedule should be reviewed on a regular basis to suggest appropriate changes to the 
Commission. 
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Department for Local Government 

The Department for Local Government provides local governments with financial help in the way 
of grant and loan assistance, as well as advising local governments in matters of budget, 
personnel and other items relevant to those entities. These items include procurement, financial 
management, property tax rates, community revitalization or economic development, training of 
officials and intergovernmental relations between the commonwealth and the federal 
government. Subunits of the office include the Office of Legal Services, the Office of Finance 
and Administration, the Office of Federal Grants, the Office of State Grants, the Kentucky 
Infrastructure Authority and the Office of Field Services. 
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