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The National Archives and Records Administration is pleased to
submit a written statement in support of its oral testimony at the
National Film Preservation Board Hearings on February 26, 1993.
NARA fully supports the work of the National Film Preservation
Board, and welcomes this opportunity to describe our efforts to
preserve the nation’s documentary heritage, to share our experience

with film preservation, and outline our needs for the future.

An independent agency of the U.S. Government, NARA has primary
responsibility for safeguarding federal records and other
documentary materials and making them available to the public. 2as
early as 1934, when the National Archives was established, Congress
authorized our agency to collect motion pictures and sound record
ings "pertaining te or illustrative of the history of the United
States." Implicit in this mandate was a recognition and apprecia
tion of the documentary value of motion pictures and sound record
ings for the study of American history.

Subsequently federal laws beginning with the Federal Records
Disposition Act of 1939, expressly identified government motion
pictures as records that must be treated in accordance with the
policies and regulations governing the management of all federal
records. Appended to this report are excerpts from the current

Code of Federal Regulations which describe some of the guidelines

and standards that the National Archives issues to Federal agencies
for the management and transfer of permanently valuable audiovisual

records, including motion pictures.
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In addition to federal rececrds, the National Archives has always
been authorized to accept motion pilctures from private sources that
are appropriate for preservation by the government as evidence of
its organization, functions, policies, decisions, procedures, and
transactions. The Gift Collection of the National Archives has
been immeasurably enhanced by the generous donations of patriotic
individuals and organizations.

Holdings:

The motion picture holdings of the National Archives are documen-
tary and record in character. They consist of edited and unedited
record footage, newsreels, instructional films, research and
development films, documentaries, and other genres dating from the
early films of Thomas Edison to the present era. The permanent
holdings contain a moving image record of the American experience
for the last one hundred years. In this brief statement we will
mention only a few outstanding examples:

~-Footage documenting the construction of the Panama Canal.

--0ver cne million feet of silent 35mm f£ilm produced by the Army
Signal Corps showing U.S. participation in World War I.

--Films from the New Deal agencies that document the poverty and
despair of the Great Depression and President Roosevelt’s programs
for improving the lives of the American people.

--Thousands upcn thousands of reels that show virtually every
aspect of World War 1II, such as invasion of the Normandy beaches,

the Allied liberation of the Nazi concentration camps, and the
248
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proceedings of the International Military Tribunal at Nuremberg.
~-And finally, extensive motion picture documentation of our

international relations as fostered by the overseas information
program of the U.S. Information Agency, and of the triumphs and

tragedies of our military operations during the war in Vietnan.

In addition to these momentous events the films in the National
Archives document old processes, industries, and crafts. Films in
the Ford Motor Company Collection show changes in the American
landscape, the expansion of highways, the growth of towns, cities

and suburbs.

Newsreels deserve a special mention because they form the founda-
tion of the National Archives Gift Collection, serving as a
systematic source of visual news until 1967 when News of the Day
and Universal Newsreel ceased production.

Each of the Presidential Libraries that are part of the National
Archives has significant holdings of motion picture film that
document the lives and administrations of the various presidents

from the 1920s to the present.

These films in their aggregate constitute a rich and unique record
of our national heritage. We are proud to note that the Board has
already selected two outstanding government documentaries for the

National Film Registry. They are "The River," produced in 1937 by
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the Farm Security Administration; and "The Battle of San Pietro,"

produced in 1944 by the War Department,

The responsibility for the preservation of motion pictures in the
National Archives is divided between the Motion Picture, Sound, and
Video Branch of the Nontextual Archives Division which has custody
of the films; and the Preservation Policy and Services Division,

which determines overall preservation policies and operates the

motion picture laboratory.

Presidential Libraries, administered within the NARA system, have

their own film collections with significant footage of each admin-

istration since Herbert Hoover. Prior to Johnson news agencies

donated most of the footage to the libraries, During the Johnson

administration cameramen from the Naval Photographic Center began

creating a filmed record of presidential activities. They did not

switch to video cassettes until the first Reagan term. About 14

million feet of film are in the Presidential Libraries.

The permanent holdings consist of over 400,000 reels of film,

including a large transfer of film from the Department of Defense

that will be completed this year. Since NARA does not hold nitrate

film, all the reels consist of safety and polyester film.

About 1/3 are reference prints and 2\3 consist of originals, nega
tives, and masters needed for preservation and reproduction. All
together, there is approximately 150 million feet of unique running
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footage. The formats are about 60% 35mm and 40% 16mm with some
reels of 8mm and 70mm. At least 15% is color film although that
percentage is rapidly increasing with the acquisition of large

accessions from the Department of Defense.

Preservation Priorities:

Film heoldings in the National Archives exhibit problems that are
common to all collections of archival films such as brittleness,
shrinkage, damage from use, vinegar syndrome, and color fading,
conditions already familiar to the Beoard from other testimony. oOur
preservation priorities are based on overall needs of the holdings,
as well as on the condition of specific films, levels of use, and
relative value. There is also an effort to expend resources in

ways that are most cost-effective.

Providing archival storage conditions is our first priority. Each
reel is stored on a core and inserted in a plastic or metal can,
though our goal is to place all reels in unsealed polyethylene

bags inserted inside a plastic archival storage container.

At the present time all reference coples are stored in the National
Archives building at approximately 68 degrees Fahrenheit, 50% RH.
Originals, masters, and negatives are kept separately in the

Pickett Street Annex in Alexandria, Virginia.

Black-and-white film and unprocessed accessions are stored at 65-70

degrees Fahrenheit with a relative humidity that ranges between 40-
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60%. However, one cold storage vault has been set aside for black-

and-white preprint at 50 degrees, 30%. Two other vaults are

designated for color film storage at 40 degrees, 30%.

The Kennedy Library stores its color film at 0 degrees, 30%.

We are pleased to report that in early 1994 the motion picture

holdings will be moved intoe Archives II, a state-of-the art

facility now nearing completion in College Park, Maryland. The
celd vaults for color film will operate at 25 degrees and 30% RH
and the black-and-white preprint vault at 65 degrees, 30% RH.

An air filtration system will keep particulates and pollutants

within archival tolerances.

After providing archival storage conditions, our next priority is
to inspect and repair each reel of newly accessioned film. The
inspection process includes among other steps, attaching leader and

trailer, repairing of broken sprocket holes and weak splices, and

examining for deterioration and other damage. Due to the

large quantity of films received from the U.S. Information Agency
and the Department of Defense, inspec¢tion work has been accom-
plished as funds permit by contractors on National Archives
premises, thus reducing the backlog and eliminating the need to
ship large cquantities of originals outside our control. Following

an initial inspection subsequent preservation steps are determined.

Re-inspection takes place on a sampling basis.
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our othsr film preservation priorities may be described under the
heading of laboratory reproduction priorities:

(1) Early acetate filme such as diacetate and other low acetyl
films which undergo chemical and dimensicnal change as they age.
(2) Any deteriorating f£ilm, usually due to "vinegar syndrome," a
chemical process, accelerated by warm temperatures and moisture,
which destroy the film base.

(3) Color filme whose dyes are made from organic materials are
subject to fading. Color originals are copied to modern film stocks
with improved c¢olor dye stability.

(4) Magnetic film sound tracks. Inherently unstable, these are
copied to optical film sound.

(5) Films lacking reference coples. Reference copies are generally
made on video cassettes. Only reference copies are permitted for
research use and never originals or unique copies,

(6) Protection copies, such as intermediate dupe negatives or
master positives, internegatives or interpositives, which are used

for duplication to make copies for a fee.

In sum, the preservation priorities aim at a careful examination of
each reel and duplication to the extent necessary to produce an
original, an intermediate, and a print or video reference copy.

Oour strategy requires three sets of each title or subject, at the

minimum: the original for preservation to be held as long as
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possible; an intermediate for preservation and pericdic duplica
tion; and a reference copy. Federal agencies are required to set
these coples aside for permanently valuable films transferred to
the National Archives. There are numerous instances, however,
where the requisite copies are not available. For instance,
unedited footage typically is accessiconed only as an origiral and
print, with no intermediate. 1In the worst cases only used projec
tion prints are transferred as record copies, all other copies
having disappeared. Completing the record set for preservation then

becomes the responsibility of the National Archives.

Some urgency compounds this preservation need hecause of
significant research demand for access and reproduction.

First, in the last few years individual research visits to the
Motion Plcture, Sound, and Video Research Room have averaged more
than 5,000 annually. Virtually all researchers saw reference
prints or videocasettes of filme, Many researchers have also used
the Presidential library £ilm collections. Second, there is also a
significant demand for reproduction that is unique to the National
Archives because of the large concentration of media production
personnel among the researchers. A combination of nonfiction
films, extensive catalog cards, the public domain status of
government footage, and low fees attracts researchers from all over
the world who wish to obtain coples of archival films for new
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productions. Well known examples are "The World at War," "Eyes on
the Prize," "The Kennedys", and the recent documentary shown on PBS
"The Liberators." Almost every documentary shown in PBS’s series
"The American Experience" contains foctage from the National

Archives.

Progress to date:

Over the years, the National Archives has made substantial progress

in motion picture preservation.

First, the motion picture lab has the ecuipment and personnel to
perform most services for NARA’s preservation of its motion picture
footagae. Egquilpment consists of various 35mm and 16mm printers for
both black and white and color. All B&W film is processed in-
house. Our equipment is attuned to handle NARA’s unique film
records which are in fragile, aged or shrunken condition. Annual

footage printed is in the range of 1.5 to 2.0 million feet.

Second, In the early 1980’s the National Archives completed the
conversion of all its nitrate £1llm holdings to safety f£ilm,
including all remaining government record f£ilm of permanent
value. Except for the Library of Congress’s special program,
we bealieve there are no more signifcant holdings of nitrate

motion picture film within the federal establishment.

Third, in 1984 the National Archives constructed three large
255
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cold storage vaults for color film materials capable of
containing a total of as many as 21,000 cubic feet or 126,000
cans of 35mm film. This initiative occurred after the debate

in the early 1980’s among scientists, film archivists, filmmakers,
and Eastman Kodak about the fading of color films. The Kennedy
Library installed its color vault in 1979, one of the first of its

kind in the world.

Fourth, the National Archives has over the past decade promoted
the adoption of polyethylene terephthalate (PET or polyester)
based motion picture film due to the desirable characteristics of
PET as a substrate. The change has been slow due, primarily, to
the limited market existing for polyester-based motion picture
film and, consequently, to the reluctance of the industry to
adopt a petrochemical-based material as opposed to the cellulose
based materials in current use. Nonetheless, recent discussions
about "vinegar syndrome" have underscored the limitation of cellu-

lose acetate films and has renewed interest in polyester.

Our Universal Newsreel Collection was duplicated on BiW polyester
film in 1979 and 1980 in our lab to prevent further deterioration
and shrinkage. During fiscal year 1993 the Naticnal Archives Motion
Picture Preservation laboratories are completing their conversion
to B&W polyester-based film. Color footage of World War II opera

tions in Europe and in the Pacific shot on original Kedachrome has
256

(10)



2:25.83 n2:4s WED 3 . . .
T202 219 9324 NARA NYP @008 010
AR 0010

been copied to so211, a low fade emulsion on polyester base

developed by Eastman Kodak, with improved cyan dye stability.

Fifth, in 1985 the National Archives implemented its first
"government-owned, contractor-operated," film inspection contract,

For the next five years more than 60 million feet of new accessions

was inspected and repaired. After a hiatus of three years we are

about to begin another series of contracts to tackle the current

inspection backlog.

Sixth, the National Archives collaborated with the Library of
Congress in the mid-1980s to davelop plastic containers for motion
picture film in light of research at the time which indicated that
existing metal, fiberboard, and other containers were inappropri
ate, More recent research carried out by the Manchester Polytech-
nic has shown that metal containers can promote vinegar syndrome.
The plastic container has now been accepted as a standard through

out the archival community though some improvements in mechanical

features continue to be made.

Seventh, through out much of the 1970s and up to the present time
the National Archives has transferred more than 8,000 hours of
1émm and 35mm film to video cassettes for access purposes. These
tapes are now available on a self-service basis in our research

room. The Presidential libraries also have a copying program.

Thi®s has benefited preservation by enabling us to retire vintage
257
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prints and by making relatively inexpensive study copies of films
that otherwise might not have been available for research for lack
of a reference copy. The savings in dollars compared to making
projection prints can be measured in millions. The value of

improvement in research ac¢cess is incalculable.

The general preservation program for motion pictures is guided by

the following principles:

--Maintain an accurate inventory.

--Provide archival storage conditions,

--Separate copies in storage.

--Inspect each newly accessioned reel and make necessary repairs
to restore it to its original condition.

-~Preserve the original film as long as possible and make film
copies in the original gauge,

--Acquire or make at least two copies of every film so that there

are an original, intermediate, and reference copy of each f£ilm.

The laboratory analyzes original film to determine subsequent
required exposures on new f£ilm stock, cleans original films,
exposes the appropriate new stock to the image information on the
original film, chemically processes the new £film stock and inspects

the new film elements %o ensure adequate fidelity.

All film copies are fully timed or properly exposed scene by scene.

The motion picture lab applies a high level of quality assurance
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relating to residual hypo level, developer agitation, and chemical
mix in order to maintain optimum quality and consistency in the
final preservation copies. Each hew copy receives a careful inspec
tion to ensure that it meets archival standards for timing, focus,
frame-line stability and other criteria widely accepted by the
industry.

Future Prospects:

Archives has achieved a great deal over the years identifying,
safeguarding and preserving the permanently valuable records of the
United States Government, together with newsreels and many other
valuable films donated by individuals and organizations, We
realize, however, that much work lies ahead, and that we may not
have the resources %fo protect all the nation’s documentary heritage
from the ravages of time, from the deterioration that threatens
film bases and black-and-white and color images. The National
Archives makes the best use of resources made available for our
program. But there is no assurance that funds will be available
beyond FY93 to reduce the backlog of uningpected film. Therefore
we will lack even the nost fundamental knowledge about the f£ilm’s
condition and will be unable to take the steps needed to prolong

its usefyl life.

Of the 400,000 or more film containers in our vaults only 20% or
less are made +to archival specifications. Depending on the mix of

lémm and 35mm, it will cost nearly $1,500,000 to purchase new
259
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plastic containers.

Laboratory reproduction of films will be the largest need well into
the next century. All future film-to-film copying should utilize
polyester film for permanence. The cellulose triacetate masters
and dupe negatives that have bkeen made over the years will have to

be monitored carefully and worked into copying priorities.

All original color film should be copied to modern low fade stock.
The National Archives has preserved color originals of combat
operations conducted during World War II. Nonetheless, millions of
feet of color original reversal and coloer negatives were shot
during the war in Vietnam, all of which must be copied to modern

stocks.

Thousands of reels of film which lack reference prints should be
transferred to video cassettes for research access, yet we can

barely devote one staff person to this activity.

Additional staff will be needed to monitor the holdings and to keep
up with the pace of reproduction as the film ages, if it is going

to be rescued before deterioration makes it no_longer reproducible.

Current staff development assumes on-the-jeob training. In view of
the decline of the non-~theatrical film industry, it will become
increasingly difficult to have skilled technicians to work with

old films. There is no guarantee that the commercial facilities
260
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will exist to service our needs as industry moves away from
photochemistry te electronic imaging and HDTV. A shortage of
black-and-white laboratories already exists. Yet to carry out

its responsibilites the Natienal Archives must be prepared to
operate its own laboratory and train its staff as best it can.
This underscores the need to keep abreast of issues in film
preservation as they are discussed in organizations like the
Society of Motion Picture and television Engineers and the Interna-
tional Federation of Film Archives. Staff should remain informed
and determine policies in accordance with recognized archival

practices and standards. Travel support is needed,

This statement has provided an overview of the motion picture
preservation program at the National Archives, Although
substantial progress has been made, we cannot take the
longevity of our holdings for granted. Active steps are needed,
What role new technologies will play in film preservation is not
exactly clear. This is an area we hope the Board will address

in its report.

Naticnal Archives and Recoerds Administration
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(3) Describe the eurrent buginess for
which the records are required:

(4) Estimate the length of time the
records will be needed by the agency
for curren! business (if no dat¢ i3 pro-
vided by the agency, approved certifi-
cation reques{s will be effective for a
maximurm of five years),

(5} Explain why the current needs of
the agency cannot he met by the serv-
ices NARA provides for records dspos-
ited with the Natiénal Archives of the
United States; and.

(8> If the records are being retained
to enable the agency to provide rou-
tine public refererce. cite the statute
suthorizing this agency activily.

(d) NARA will not aceept an agency
certification that a specific body of
records over 30 yoars old, regardiess of
physical form ot charscteristics, is
being used for the “conduct of the reg-
ular current business.” if that agency
iz retaining such records primarily to

(1) Provide to persens outside the
agenty acness which can be provided
by NARA; or

(2) Function as an agency archives,
unless specifically authorized by stat-
ute or NARA,

(97 FR 22433, May 28, 1992]
§ 1228.184 Audiovisual records.

Audlovisual records appraised as per-
rnanent should be transferred to the
National Archives as soon as they
becorne inactive or whenever the
agen¢y cannot provide proper care and
handling of the materials (see part
1232 of this chapter) to guarancee
their preservation. Additionzlly, the
following policies shall govern the
transfer of audiovisual records to the
National Archives:

(a) Motion pictures. The following
copies arc necessary for the preserva-
tion, duplication, and reference service
of motien pictures transferred to the
National Archives of the TUnited
States. Agencies shall transfer all spec-
lfied coples, if thev exist.

(1) Agency-sponsored motien piciure
films for distribution (informational
films):

(i} Original negative or color originz!
Blus separate optical sound track: and

(i) Intermediate master positive or
duplicate negative plus oprical sound
track: and

85
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(iil) Sound projection print.

(2} Agency motion picture films
made for internal use (program {Hmas)

(i) Original negative or ccler origiral
plus sound, and

(ii) Projection pring,

(3) Agency acquired motion picture
films: Two projection prints,

(4) Unedited outtakes and trims (tae
discards of film productione) may be
considered for deposit in the Natioral
Archives if they are properly ar-
ranged, labeled, and descrived and
show unstaged, unrehearsed events of
historical interest or historically sie-
nificant phenomena. The following
elementa should be included:

(1) Original negative or color orisi-
nal: and

(i) Work prigt.

(W) St pictures, The following ele-
ments are necesgary for the preserva.-
tion, duplication and reference service
of each pictoral image transferred to
the National Archives of the United
States. Agencies shall transfer all spece-
{{ied copies, if they exist.

(1) For black ang white photo-
graphsa, an origlnal negative and a ¢cop-
tiored print. If the original negative is
unstable safely, acerate, nitrate, or
glass. a duplicate negative is also
needed,

(2) For color photographs. the orizi-
nal color transparency or color negas
tive, a captioned print, and an interne-
gative i( one exiscs,

(3) For slide sets, the original and 2
reference set, and the related audio re-
cording and seript if one exists.

(4} For other pictorial records su:zh
as posters, ariginal artwork, and film-
strips. the original and a reference
print.

(c) Sound recordings. The following
types of audio documents are necus-
sary for the preservalion, duplicaticn.
and reference service of sound record-
ings transferred to the National Ar-
chives of the United States. Agencies
shall transfer all specified coples, if
Lhey exist.

(1) For conventional, mass-produced,
or multiple-copy disc recordings. the
master tape, the malrix or stamper of
each sound recording, and a disc press-
ing of each recording.

(2) For magnetic sound recordings
usually on audio tape (reel-to-reel, ca-

)
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sette, or cartridee), the original tape
or the earliest generation of the re-
cording available and a “dubbing™ if
one has been made.

(4} Video recordings. The original or
the earliest generation of the video re-
cording is necessary for the preserva-
tion. duplication, and reference service
of this medium, A kinescope of the re-
cording may be substituted.

(e) Finding aids and production doc-
umenlation. The Iollowing records
shall he transferred to the National
Archives with the audiovisual records
to which they pertain:

(1) Existing finding aids such as data
sheets. shot lists, continuities, review
sheets, catalogs, indexes, list of cap-
tions, and other docummentation,
whether in paper, electronic, or other
form, that are necessary or helpful for
the proper identification. retrieval,
and use of the audiovisual records; and

(2) Production case files or similar
{iles that include copies of production
contracts, seripts, transcripts, and ap-
propriale docurnentation bearing on
the origin, acquisitien, release, and
ownership of the production.

(42 FR 7318, Nov. 2, 1977. Redesignated at
50 FR 15723, Apr. 19, 19835, and 55 FR 27433,
July 2, 1990, as amended at 57 F'R 22433,
May 28, 1992]

¥ 1228186 Cartngraphlc and architectural
records.

The following classes of cartograph-
{e and architectural records appraised
as permanent should be translerrcd to
the National Archives as soon as they
become inactive or whenever the
agency cannot provide the proper ¢are
and handling of the materials to suar-
antee their preservation.

(a) Maps and charts. (1) Manuscript
maps; printed and processed maps on
which manuscript charges, additions.
or annotatione have been made for
record purposes or which bear manu-
script signatures to Indicate official
approval; and single printed or proc-
essed maps that have been attached te
or interfiled with ather documents of
a record character or in any way made
an Integral part of a record.

(2) Master sets of printed or proc-
essed maps in the custody of the
ageney by which they were issued.
Such master sets should be kept segre-

202 219 8324
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gated from the stock of maps held for
distribution and [rom maps received
from other agencies. A master set
should inelude one copy of each edi-
tion of & printed or processed map
izsued.

(3) Computer.telated and compu'.er-
plotted maps that cannot be repro-
duced by the Natlonal Archives be.
cause of destruction of the masgnatic
tapes or other stored data or because
of the unavailability of ADP equip-
mene.

(4) Index maps, card indexes, 1lsts,
catzlogs, or other finding aids that
may be helpful in using the maps
translerred.

(5) Records related Lo preparng,
compiling, editing, or prinling mups,
such gg manuseript field notebooks of
surveys, triangulation and other geo-
detic computations, and project fold-
ers containing specifications to he fol-
lowed and apprzisals of source materi-
als to be used.

(b) Aerial photography and rem.ole
sensing imagery. (1) Vertical and ob-
ligue negative serial film, conventicnal
aircraft.

(2} Annotated copy negatives, inter-
negatives, rectified negzatives. .and
glass plate negatives from vertical and
oblique aerial film, tonventional air-
eraft,

(3) Anncotated prints from aerlal
film, conventional aircraft,

(4) Infrared, ultraviolet, multispec-
tral (multihand), video, irmmagery radar,
and related tapes, converted to a film
bage.

(5) Indexes and cther finding aids in
the form of photo mosaics, flight line
indexes. ceoded grids, and coordirate
grids.

() Architectural and related engi-
neering drewings. (1) Design drawings,
preliminary eand presentation draw-
ings, and madels which document the
evalution of the design of a building or
structure.

{2) Master sets of drawings which
document the condition of a bulleing
or structure in terms of Its initial con-
struction and subsequent alterations,
This category includes final working
drawings. “as-built” drawings, shaop
drawings, and repair and alteration
drawings,

856 263
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(3} Drawings of repetitive o
ard detalls of one or more buil
structures,

(4) “Measured” drawings of
buildings and oririnal or pho
of drawings reviewed for appro

(5) Relaled finding aids aod
cations to be followed.

142 PR 57315. Nov. 2, 1995, Redesiy
30 FR 15723, Apr. 19. 1985, and 85 §
July 2, 1960, a5 amended at 57 F
May 28, 1002}

# 1228188 Eiectronic records.

(a) Meagnetic tape. (1)
magnetic Lape is a fragile r
highly susceptible to the gener
€rror by improper care and h
To ensure that permanently s
information stored on magnetis
preserved, Federal agencies
schedule files for disposition
85 possible after the tapes are
When NARA has delermined
file is worthy of preservath
agency should transfer the file

National Archives as scon a¢ .

comes nactive or whenever the
cannot provide proper care as
dling of the tapes (see part
this chapter) to guarantee the
vation of the information th
tain.

{2) Agencies shall transfer el
records 10 the XNatipnal £
either on open reel magnetic
on tape cartridges. Open reel mr
1ape shall be on gne-half ineh
irack tape rgels recorded at 80
or 6250 bpl. Tape cartridees sha
track 3480-¢lass cartridzes recc
37.871 bpi. The dala shall be
in ASCII or EBCDIC with all €
OUs conlrol characiers remove
the data {(execept record length
tors for variable leneth rece
marks deslenmating a datum,
field, Wlock or file). blocked
higher than 32.760 bytes per
The open reel magnetic tapes
Llape cartridges on which the d
recorded shall be new or rec
tapes (see part 1234 of this ¢
which have been passed over
cleaner before writing and s
rewound under controlled tensi

(b) Other magnetic media. W
elcetronic file that has been di
ed for preservation by NARA i
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“} A summary of any defecis dis-
:red; and
) A summary of corrective action
R,
) An agency having in its custody a
ter microferm that is deteriorat-
as shown by the inspection, shall
are & siver duplicate in accord-
with §1230.14 to replace the de-
rating master. The duplleate film
be subject to the 2.year inspection
irement before transfer to g Fud-
Record Center or to the National
jves,
Inspection should be performed
environmentally controlled area
1 avoids pollutant gases and pur-
1les, temperatures In excess of
' (20 'C) or relative humidities
55%.
Temporery records. Inspection by
ing procedures descrlbed in
‘.2d2(a.) is recornmended but rot
ed,

24 Use of micraform records

The master microform shall not
d for reference purposes. Dupli-
shall be used for rsference and
rther duplication on a recurring
ir for large-seale duplication, ag
i for distribution of records on
orm. Agency procedures shall
that master microforms remain
nd undamaged during vhe oy
1 process,
igencies retaining the original
in agcordance wilh an approved
disposition scheduls may
gency standards for Lhe use of
Im records.

Dirpaosttion of miceolorm
rds.
disposition  of microform

shall be carried cut in the
nanner prescrived for cther
¢ records in part 1228 of this
with the following additional
nente:
2 silver gelatin original (or a
latin duplicate negative micro-
:cord created Inm  accordance
1230.14) plus ons microform
each permanent or unsched-
rd micrefilmed by an agency,
transferred to an approved
ecords center, the National

Natienal Archives and Records Administrati
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Archives, or to a Federal records
center, at the time that the records
are to be retired in accordance with
the approved records disposi{ion
schedule, Non-silver copies must be
packaged separately and stored sepa-
rately from silver originais.

(b) The microforms shall be accom-
panied by:

(1) Information identifying the
agency and orgahization, the title of
the records; the number or identifier
for each unit of film; the security ¢las-
sification, If any; the inclusive dates,
names, or other data identifying the
records to be included on & unit of
film;

(2) Any finding aids relevant to the
microform that are not coatained in
the microform: and

(3) The inspection log forms and in-
spection reports required by
£ 1230.22(a) (8) and (6).

{¢) The informsation required in this
paragraph (b) shall be attached to the
SF 135 when records are being trans.
ferred to a Pederal records center and
to the SF 258 when records are being
transferred te the legal custady of the
National Archives,

Subpert D—Centralized Micrographic
Services

§1230.50 BServices availuble,

NARA provides reimbursable miero-
filming services at many of its Federal
records centers, including the prepara-
tion, indeXing, and filming of records,
inspection of film, and labeling of film
containers. Agencies desiring micro-
filming services should contaet the
Office of Federal Records Centers, Na-
tional Archives (NC), Washington, DC
20408, or the director of the Federal
records center serving the agency's
records (see § 1228.150 of this chap-
ter),

{30 FRr 26935, June 28, 1985. Redexigneted
3t 55 FR 27435, July 2, 1990)

€1230,52 Feen for services.

The fees for microiliming services
will Be announced in NARA bulletins.
For microfilming services not listed,
contact the office shown in § 1230.50,

130 MR 26938 June 28, 1985. Redesignated
41 55 FR 27438 July 2 1930)

00057008

§ 1232.4

MANAGEMENT

Sec.

1232.1 Scope of part.

1232.2 Qbjectives,

1332 4 Agency program responsibilities,
17329 Centralized audiovisyal services.

AUTHORITY: 44 U.S.C. 2004 and 3101,

Sotner 50 FR 26838, Junie 28, 1985, un’ess
otherwize noted.

§1232.1 Scope of par,

This part prescribes policies and pro-
cedures for managing gudiovisual
records to ensure adequate and proper
documensation and appropriate dispo-
sition of audlovisual records.

§1212.2 Objectives.

The obiectives of audiovisual records
management are to achieve the effec-
tive creation, maintenance, use, and
dispesition of audiepvisual and related
records to be created and majntained;
establishing standards for mainte-
nance and dispositionl of audiovisual
and related records; eytablishing
standards for the physical security
and preservation of audiovisual
records: and reviewing audiovisual rec-
ordkeeping practices on a continuing
basis to itmprove procedutes.

B 12324 Agency program respnnsibilities,

ta) Each Federal agency, in provid-
ing for effective controls over the cre-
ation of records, shall establish an ap-
propriate program for the manage-
ment of audiovisual records which pro-
gram shall be governed by the foliow-
ing guidelines:

(1) Prescribe the types of records to
be created and maintained so that
audiovisual operations and their prod-
ucts are properly documented (guide-
lines describing the appropriate types
of records are in § 1228184 of this
chapter).

(2) For contractor-produced audio-
visual re¢ords, establish contract speci-
ficatiens which will proteet the Gov-
ernment’s legal title and control over
all such andiovisual media and related
documentation,

(3) Keep inventeries indicating the
location of all generations of audiovis-
ual records, whether in sgency stor-
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age, a4 Federal records center, or in a
commercial faellity such as a 1aborateo-
ry or library distribution center.

(4) Schedule disposition of all audio-
visual records a$ soon as practicable
after creation, following the instrue-
tion in GRS 21, Audiovisual Records,
or a specific agency records schedule
approved by the Archivist of the
United States, The scheduling of per-
manent records must take into ac-
count the different record clements
identified in §1228.184, and must
always include related {inding aids.

(5) Review agency eudlpvisual rec-
ordkeeping practices for pogsible {m-
provernent.

(b) Each Federal agency, in estab-
lishing a program l0r prtcper storage,
maintenance, and use of audiovisual
records, shall implement the following
standards in its practices:

(1} Mitrote film. Remove nitrocellu-
lose-base motion pictures. still pie-
tures, and aerial film from records
storage areas and place them in vaults
mesting the standards préscribed in
NFPA 40-1982, Standard for the Stor-
age and Handling of Cellulogse Nitrate
Motion Picture Film, which is incorpo-
rated by reference. Because of their
age and inherent jnstabjlity, immeci-
ately offer nitrate films to NARA so
that they may be reviewed {or disposal
or copied and destroyed, as appropri-
ate. NFPA 40-1982 is availashle from
the National Fire Protection Asgsgcia-
tion. Batterymarch Park, Quincy. MA
02269. This standard i$ also available
for inspectlon at the Office of the Fed-
eral Reglister, Room 8301, 1i00 L
Street NW., Washington, DC, This in-
corporation by reference was approved
by the Director of the Pederal Regis-
ter in accordance with § U.S.C. §52fa)
and ! CFR part 51. These materials
are incorporated by refersrice as they
exist on the date of approval and &
notice of any change in these materi-
als will be published in the FEDERAL
REGISTER.

(2) Unstedble safety Alm. Identify
permanent or unscheduled audiovisual
records composed of diacetate ar other
early forms of acetate film that are
startinig to deteriorate and offer them
to NARA so that they can be copied.
Although not hazardous 1llke nitralte

36 CFR Ch. Xl (7-1-92 Bdition)

film, acetate film will deteriorale over
time,

(3) Siorege conditiony, (1) Provide
audiovisual records storage facilities
secure from unauthaorized access and
make them safe from fire. water,
flood, cheémircal or gas damage, and
from other harmful conditions. See
NFPA 232-1986, Standard for the Pro-
tection of Records issued by the Na-
tional Flre Protection Association,
whi¢h is incorporated by refererce.
The standard s available from the Na-
tional Fire Protection Association,
Batterymarch Park, Quinzy, MA
02268, This standard is also available
for inspection at the Office of the Fod-
eral Register, Room 8301, 1100 L
Street NW., Washington, D, This in-
¢orporation by reference was approved
by the Director &f the Federal Regis-
ter in accordance with 5 U.S.C. 553(a)
and 1 CFR part 51. These materials
are incorporated by reference as tney
exist on the date of approval ani a
notice of any change tn these materi-
als will be published in the FEDERAL
R EGISTER.

({i) Maintain good amhient storage
conditions for audiovisual records.
CGrenerally, the temperature should not
exceed 70 degrees F' and relative hu-
midity should be maintained in the
range of 40-80%. Avoid fluctuating
temperatures and humidities, Cooler
temperatures and lower relative hu-
midities are recommended for the
storage of color films, and. for that
reason, NARA will make a limited
amount of temporary space availadle
for the cold storage of Federal civilian
agencies’ golor originals, negatives,
and masters, provided the records are
scheduled as permanent and are inac-
tive,

(tii) For the storage of permanent or
unscheduled records, utilize audlovis-
ual storage contginers or enclosures
made of noncorroding metal. inert
plastics, paper produets and gther safe
materials recornmended and specified
in ANSI standards: PH1.43-1085, Sor
Photeography (Film)—Processed
Safety Film—Storage, PHI1.48-1982,
For Photegraphy (Film and Slides)—
Black-and-White Photographic Paper
Prints—~Practice for Storage; =and
ANSI/ASC PH1.53-1984. For Photog-
raphy (Processing)—Processed Films,
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Plates, and Papers—Filing BEnclosures
and Contalners for Storage. These
slandards, which are lncorporated by
reference, are available from ANSI,
Ine., 1430 Broadway, New York, NY
10018. These standards are also avail-
able for inspection at the Office of the
Federal Register. Poom 8401, 1100 L
Street NW, Washinston, DC. This 1n-
corporation by reference war approved
by Lhe Director of the F'epERAL RECIS-
TER in accordance with 5 U.S.C. 352(a)
and 1 CFR part 51, These rmaterials
are incorporated by reference as Lhey
exist on the date of approval and a
notice of any change in Lthese marari-
als will be published in the PEDERAL
RECISTER,

(iv) Maintain originals and use
coples (e.g., negatives and prints) sepa-
rately, whenever practicable.

(4} Maintenunce and aoperations. (i)
Because ¢f their extremne vulnerability
to damage, handle audiovisual records
in accordance wilth commonly accept-
ed industry practices. For further in-
formation, consult ANSI. Inc., 1430
Broadwsy, New York. NY '10018 and
the Society of Motion Picture and Tel-
evision Engineers, Inc., 862 Scarsdale
Avenue, Scarsdale, NY 10583. Use only
personne] trained to perform their
audicvisual duties and responsibilities,

(i) Maintain continugus custedy of
parmsanent ot unscheduled audiovisual
records. Make loans of such records
outside of the agency only if a record
copy is tnaintained in the agency's cus-
tody at all times,

(iil? Take al]l steps heceszary to pre-
vent accidental or deliberate alteration
or erasure of audlovisual records.

(v) Do not crase information record-
ed on permanent or unscheduled mag-
netic sound or video media.

(v) If different versions of audiovis-
ual productions (e.z.. short and long
versions or foreigmslanguage versions)
are preparcd, keep an unaltered copy
of each veryion for record purposes.

{(vi) Maintain the association be-
tween audijovisual records and tLhe
finding aids for them, such asg caplions
flnd published and unpublished cata-
OFs.

{3) Formals (i) When ordering pho-
tographic materials {or permanent or
unscheduled records, ensure thab still
plecture negatives and motion picturs

National Archives and Records Administration
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preprints (negatives, masters, ele,) zre
composed of celluloye Lriacerate or pol-
vegter bases and are processed in nc-
cordance with industry standards as
specified in ANSI/ASC PHI 28-1954,
For ©Photography (Pilm)--Archival
Records, Silver-Gelatin Type. on Cel-
Iulogse Ester Base, or ANSI/ASC
PH1.41-1954, For Photograpny
{Film)—Archival Records, Silver.Gela-
tin Type, on Polyester Basy, which sre
incorporated by reference. It ls par-
ticularly importan, to limjy residusal
sodium thiosuiphate on newly procs
essed photographic film. black and
white or color, to the range of 002 to
.004 grams per meter. Request labara-
tories to process film in seceordarce
with this standard, Excessive hypo will
shorten the langevity of film and ac-
celerate color fading. If using reversal
Lype processing, request full phoro-
graphic reversal; ie. develop. bleach,
expose, develop, fix, and wash, The
standards cited in this paragraph are
avajlable from ANSI. Inc.. 1430 Brosd-
way, New York, NY 10018. These
standards are also available for inspoc-
tion at the Office of the Federal Rez.
ister, Room 8301, 1100 L Strest NW.,
Washington, DC. This Incorporation
by reference was approved by the D).
rector of the Federal Register in ae-
cordance with 5 U.S.C. 552(a) and 1
CFR part 51, These malerialz ars in.
corporated by reference as they ex:.st
on the date of approval and a notice of
any change ip these materials will ne
published in the FEDERAL REGISTER.

(ii) Do not use motion pletures in a
final “A & B” format (fwo precisely
matched reels designed to be printad
together) for the reproduction of ex-
cerpts or stoek footage,

(iii) Use only iIndustrial or profes-
sional format video tapes (e.g., l-inch,
w-inch) for record copies of perma-
nent or unscheduled recordings. Limit
the use of consumer formsis (e 7,
VHS, Bela) tp distribution or refer-
ence copies ar to subjects schedulsd
for disposal.

tiv) Record permanent or unsched-
uled audio recordings on %-inch open-
reel tapes at 3% or 7% inches per
second, full track, using prefessional
unreccorded polyester splice-free 1ape
stock, Audie cassettes arc not guffi-

[doo7,008
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ciently durable to be used [or perma-
nent records,

(2) The disposition of audiovisual
records shall be carried out in the
same manner as that prescribed for
other types of records in part 1228 of
this chapter. For further instructions
6n the disposition of audiovisual
records see § 122B8.184 of this chapter,
Audiovisual Records.

[5%2 FRR 048, Jan. 0, 1987)

§12328 Centralized sudiovisual services,

(a) National Audicvisual Center.
The Natlonal Audiovisual Center
(NAC) serves as a central information
source Lo the general public and Fed-
eral agencies concerning the avajlabil-
ity of audiovisual products praduced
by or for the Government. NAC rents
and sells Federal audiovisual predue-
tions to the public and Pederal agen-
cies. NAC cornpiles and publishes Gov-
ernment-wide catalogs and uses other
information dissemination techniques
to inform the public aboul audiovisual
products available for sale and rent.
NAC develops crileria, establishes ap-
propriale termineclogy. and recoms
mends Government-wide practices for
the cataloging and indexing of audio-
visua] productions, and maintains a
data bank containing information on
Pederal audiovisual productions.

(by Agency reguirements. Agencies
must check commercial and Govern-
ment sources before autherizing
audiovisual productions or procure-
ments.

(1) Subject search. Prior to autheriz-
ing any type aof audiovisual produc-
tion, all agencies will attempr to deter
mine if existing productions are avail-
able to satisfy their needs. Agencies
should use the resources of NAC 10 de-
termine what Federal productions
¢xist bF requesting subject searches.
Standard Form 282, Mandatory Title
Check, may be used for this purpose.
Arpencies should also review commer-
cial media colleetions, cither through
catalogs or computer-based resources,
If there are no existing or commercial
productions available. the agency may
produce, within existing budget limita-
Lions, additional productions to sup-
port program responsibilities.

(2y Federal Audiovisual Produclion
Repart (SF 202). (1) Standard Form

NARA NNP
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202, Federal Audigvisual Productlion
Report, shall he prepargd {or all pro-
ductions by each agency when produa-
tion is avuthorized, except a5 noted in
OMB Circular A-114. Interagenty
report control number Q151-NAR-XX
has been assigned to this report in ac.
cordance with 41 CFR part 201-45.
Prior to production, pre.production
sections of the repeort, with informa.
tion mbout materials planned or ia
process shall be completed and sent to
NAC. Upon completion of an audiovi-
ual production, the post-production
sections of the SF 202 shall be com-
pleted and forwarded to NAC. This in-
formation will become part of the Cer-
ter's data base. Information {rom the
data bage will be provided to other
Federal agencies and the public.

(ii) The Department of Defense will
compile its own production data using
DOD Form 1955, DOD Audiovisuzl
Production Report. Information about
these productions will be made avail-
able to NAC through the Defenge
Audiovisual Information Systera
(DAVIS),

(3) Annual Audiovisuel Reporl
Agencies shall file Standard Form 203,
Annual Audiovisual Report, detailing
all audiovisual aectivity each fiscal
vear. The report is due December 31
each year for the previous fiscal year,
and skall be forwarded to the National
Audiovisual Center, National Archives
and Records Administration, 8700
Edgeworth Drive, Capitol Heights, MD
20743-3701). All audiovisual produc.
tions, including productions excluded
from other reporting requirements of
OMR Circular A-114, shall be reported
cn the SF 203. Interagency report con-
trol number 0152-NAR-AN has been
assigned to this report in accordanc:
with 41 CFR part 201-45, The report is
used to acquire data on Federal audio-
visual activities, including overhead
for in-house expenses. This informa-
tion, when compiled, will be made
available, upon request, to all agencies
and to the public. Copies of ST 203
may be obtained from NAC. Agencies
shall ensure. through management
control and cost accounting systems,
the accuracy and consistency of audio-
visual production budget data provid-
ed to OMB and the SF 203 dats fur-
nished to NAC,

872
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Notional Archives and Record:

{4) Evaluation. Agencey mans
should perform appropriate evi
of audiovisual produetions and
evaluation in and{svisuzl mana
control sysiems to ensure go
cbiectives of the production
met.

ti} Each agency shall cave
evaluation program to assess tb
and effectiveness of jts aud
productlons,

(i) The complexity and cost
uations should be commensy
the cosi snd program impact
andiov]sual produclion being ¢
e¢d. Evaluation methods may
from a simple tally sheet to
sample responses to & mare ¢
survey with interviews and
forms.

{5) Liaison Fach agency sh
ward the name, malling addre
telephione nurnber of the office
is assigned responsibility far n
mient oversight of the agency's
visual activilias to the Office of
al Procurement Policy (OFPP
an Information copy to NAC
address; Nationa! Audiovisyal
National Archives and Records .
istration, 8700 Edesworth Driv.
{rol Heights, MD 20743-3701).
designated offices shall serve
main point of contact for QFY
NAC in all matters relating to ¢
mentwide sudiovisual policies.

{6) Slock footage. Agencies,
the Department of Defense,
offer to the Special Archives T
(NNS), NARA, motion pictur
takes, trims, and other ur
motion picture footare (with
footage value) accurmulated in §)
duction of audiovisual product
footage will be made avallable t¢
Federal apgencies and the
through services provided by th
¢ial Archives Divislon (mailiy
dress: Nalional Arehives (NNS),
ington, DC 2040%).

PART 1234—ELECTRONIC REC!
MANAGEMENT

Subpart A—Gencral

Rec.
1234.1 Scope of part.
1234.2 Definitions.
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(4) Evaluation. Agency management
yhould perform appropriate evaluation
of audiovisual productions and include
evaluation in audiovisusl managernent
control systems to ensure goals and
objeclives of the productions were
met.

(i) Each agency shall develop an
evaluation program to assess the value
and effectiveness of its awdlovisual
productions,

¢i{) The complexity and cost of eval-
vations should be commensurate leo
Lthe cost and program [mpact of the
audiovisual production being evaluat-
ed. Evaluation methods may range
from a simple tally sheet to record
sample responses to 4 more complex
survey with interviews and testing
forms

(8) Liagisorn. Each agency shall f{for-
ward the name, mailing address, and
telephone number of Lhe office which
Is assigried responsibility for manage-
ment oversight of the agency's andio-
visual activities to the Office of Feder-

Procurement Policy (OFPP), with
an information copy to NAC (mailing
address: Nationa! Audiovisual Center,
National Archives and Records Admin-
istration, 8T00 Edgeworih Drive. Cap-
[toi Heights, MD 20743-3701). These
designated offices shall serve as the
main point of contact for OFPP and
NAC in all matters relating Lo Govern-
mentwide audiovisual policies.

(6) Stock foolage. Arencies, except
the Department of Defense, sghall
offer to the Special Archives Division
(NNS), NARA. molion picture out-
takes, trims, and other unedited
motion picture fpotage (with stock
[coctage value) accumulated in the pro-
duttion of audiovisual products. The
footage will be made available to olher
Federal agencies and the public
through services provided by the Spe-
¢ial Archives Divisien (mailing ad-
dress: National Archives (NNS), Wash-
ington. DC 20408).

PART 1234—ELECTRONIC RECORDS
MANAGEMENT

Subpert A—General

Seq,
1234.1 Scope of part.
1234.2 Defiailions.

8202 219 9324
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§1234.2

Sec,
Subpart B—Program Requiresmenis

123410  Agency responsibilitles,

Svbpart C—Standards fet the Cruation, Use,
Proservation, and Disposition of Blgetronin
Recards

1234.20 Creatlon and use of data Iites.
123422 Creation &nd use o6f faxt docu-
ments.
1234.24 Judicial use of electronic recorls.
1234.26 Security of electronic regovds.
1234.28 Selection and maintenance ol elee
tronic records slorage media.
1234.30 Retention of electronic recards.
1234.32 Destruction of clectronie records.
AUTHORITY: 44 U.5.C. 2904, 3102, 3102, erc
aing,
Sornes: 55 FR 19218, May 8. 1990, unless
olherwise noted.

Subpart A—Genaral

§1234.1 Scope of part,

This part establishes the hasic re.
guirements related Lo the creation,
maintenance, use, and dispesition of
electronic records. Electronic records
include numeric, graphie, and text in-
formation, which may he recorded on
any medium capable of being read by
a computer and which satisfies the
definitlon of a record. This includes,
but is not limited Lo, magnetic media,
such as tapes and disks: and optical
disks, Unless otherwise noted. these
requirements apply to all electronic
records systems, Whether on micro-
compulers, minicomputers. or main-
frame computers, regardiess of storage
media, in network or stand-alone con-
figurations, Guidancg on electroaic
records management and related
issues may be obtained from the Na-
tional Archives and Records Adminis-
tration, Aepeéncy Services Dilvision
(NIA), Washington, DC 20448 and the
General Service Administration,
Office of Innovative Office Systems
(KO). Washington, DC 20405.

§1234.2 Definitions.

Basic records management terms are
dcfined in 368 CFR 1220.14. As used in
part 1234—

Date base means 4 set of data. con-
gsisting of at ieast one data file, that is
sufficient for a given purpose,

[dood, 008



