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upon delivery of the publication if
there is no commercial distributor, or
when the commercial distributor is no
longer available, whichever occurs
first. We may choose to add our own
editorial material to the microform
copies.

(3) You must deliver detailed roll
lists with the microfilm. The lists must
give the full range of file titles and a
complete list of all file numbers on
each roll of microfilm. We prefer that
the list be provided in a fielded, elec-
tronic format to facilitate its use by
staff and researchers. If the electronic
format is a data file with defined or de-
limited fields, you should transfer with
the file the records layout identifying
the fields, any coded values for fields,
and explanations of any delimiters.

(4) Microfilm projects may donate to
us additional indexes and finding aids.
NARA and the microfilm project exe-
cute a deed of gift that specifies re-
strictions on NARA'’s use and dissemi-
nation of these products under mutu-
ally acceptable terms.

§1254.102 What requests does NARA
not approve?

(a) We do not approve any request
that does not include all of the infor-
mation we require in 8§1254.94 and
1254.96.

(b) We do not normally approve re-
quests to microfilm documents that:

(1) Have previously been microfilmed
and made available to the public;
(2) We have approved for

filming by another party; or

(3) We plan to film as a NARA micro-
film publication or which relate closely
to other documents previously micro-
filmed or approved for microfilming by
NARA. We may grant exceptions to
this provision at our discretion.

(c) We normally do not approve re-
quests to microfilm documents:

(1) Having restrictions on access that
preclude their reproduction;

(2) Known to be protected by copy-
right;

(3) Having high intrinsic value that
only authorized NARA personnel may
handle;

(4) In vulnerable physical condition;

(5) Having a high research demand
and which we would have to deny to
others for an extended period of time

micro-
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during the microfilming process. Where
possible, we assist you in developing
filming schedules that avoid the need
to close documents for a lengthy period
of time; and

(6) In formats, such as oversize docu-
ments, bound volumes, and others, that
would be subject to excessive stress
and possible damage from special
equipment you plan to use, as well as
documents fastened with grommets,
heavy duty staples, miscellaneous fas-
teners, or wafers and other adhesives
that cannot be removed without tear-
ing or breaking documents.

(d) We normally do not approve re-
quests from persons or organizations
that failed to produce usable microfilm
or to honor commitments they made in
previous requests, or for whom we have
had to rescind previous permission to
microfilm documents because of their
conduct.

(e) We do not approve requests to
microfilm records in NARA facilities in
which there is insufficient space avail-
able for private microfilming. We do
not permit private microfilming in our
records storage (stack) areas.

(1) Federal agencies microfilming
records in support of the agency’s mis-
sion may use the space set aside for
private microfilming. Agency micro-
filming takes priority over private
microfilming when there is insufficient
space to accommodate both at the
same time.

(2) When a NARA facility does not
have enough space to accommodate all
requests, we may schedule separate
projects by limiting the time allowed
for each particular project or by re-
quiring projects to alternate their use
of the space.

(3) We also do not approve requests
where the only space available for film-
ing is in the facility’s research room,
and such work would disturb research-
ers. We do not move records from a fa-
cility lacking space for private micro-
filming to another NARA facility for
that purpose.

(f) We do not approve requests to
microfilm records when there is not
enough staff to provide the necessary
support services, including document
preparation, training of private
microfilmers, and monitoring the film-
ing.
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(g) We do not approve the start of a
project to microfilm records until you
have agreed in writing to the amount
and schedule of fees for any training,
microfilm preparation, and monitoring
we must conduct that is necessary to
support your project. Our letter of ten-
tative approval for the project includes
an agreement detailing the records in
the project and the detailed schedule of
fees for NARA services for the project.
We give final approval when we receive
your signed copy of the agreement.

§1254.104 How does NARA determine
fees to prepare documents for
microfilming?

(a) As part of our evaluation of a re-
quest to microfilm documents, we de-
termine the amount of microfilm prep-
aration that we must do before you can
microfilm the documents and the esti-
mated cost of such preparation. We
base fees for microfilm preparation on
direct salary costs (including benefits)
and supply costs when we perform the
work. When a NARA contractor per-
forms the work, the fees are the cost to
NARA. Microfilm preparation includes:

(1) Removing document fasteners
from documents when the fasteners can
be removed without damage to the doc-
uments; and

(2) Taking any document conserva-
tion actions that must be accomplished
in order to film the documents, such as
document flattening or mending.

(b) We provide you detailed informa-
tion on the fees for microfilm prepara-
tion in the letter of approval. You
must pay fees in accordance with
§1258.14 of this chapter. When a body of
documents requires extensive micro-
film preparation, we may establish a
different payment schedule at our dis-
cretion.

§1254.106 What are NARA’s equipment
standards?

(a) Because we have limited space in
many NARA facilities, microfilm/fiche
equipment should be operable from a
table top unless we have given written
permission to use free standing/floor
model cameras. You may only use
planetary type camera equipment. You
may not use automatic rotary cameras
and other equipment with automatic
feed devices. We may approve your use

§1254.108

of book cradles or other specialized
equipment designed for use with bound
volumes, oversized documents, or other
formats, as well as other camera types
not specified here, on a case-by-case
basis.

(b) The power consumption of the
equipment normally must not exceed
1.2 kilowatts. Power normally avail-
able is 115 volts, 60 hz. You must make
requests for electricity exceeding that
normally available at least 90 days in
advance.

(c) You may not use equipment hav-
ing clamps or other devices to exert
pressure upon or to attach the docu-
ment to any surface in a way that
might damage the document.

(d) The equipment must not use a
heat generating light source in close
enough proximity to the documents to
result in their physical distortion or
degradation. All sources of ultraviolet
light must be filtered.

§1254.108 What are NARA’s require-
ments for the microfilming process?

(a) Your equipment must conform to
the equipment standards in §1254.106.

(b) You must handle documents ac-
cording to the training and instruc-
tions provided by our staff so that doc-
uments are not damaged during copy-
ing and so that their original order is
maintained. Only persons who have at-
tended NARA training will be per-
mitted to handle the documents or su-
pervise microfilming operations. We
charge you fees for training services
and these fees will be based on direct
salary costs (including benefits) and
any related supply costs. We specify
these fees in the written agreement we
require for project approval in
§1254.102(h).

(¢) You may microfilm documents
from only one file unit at a time. After
you complete microfilming, you must
return documents you removed from
files for microfilming to their original
position in the file container, refasten
any fasteners you removed to facilitate
copying, and remove any tabs you
placed on the documents to identify
items to copy. We will provide fas-
teners for replacement as necessary.

(d) You may not leave documents un-
attended on the copying equipment or
elsewhere.
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