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manufacturer’s instructions for proc-
essing microfilm of these temporary
records. Follow the manufacturer’s rec-
ommendations for production and
maintenance of temporary microfilm
to ensure that the image is accessible
and usable for the entire retention pe-
riod.

Subpart D—Storage, Use and Dis-
position Standards for
Microform Records

§1230.20 How should
records be stored?

microform

(a) Permanent and unscheduled
records. Store permanent and unsched-
uled microform records under the ex-
tended term storage conditions speci-
fied in ISO 18911:2000 and ANSI/PIMA
1T9.2-1998, except that the relative hu-
midity of the storage area must be a
constant 35 percent RH, plus or minus
5 percent. Do not store non-silver cop-
ies of microforms in the same storage
area as silver gelatin originals or du-
plicate copies.

(b) Temporary records. Store tem-
porary microform records under condi-
tions that will ensure their preserva-
tion for their full retention period.
Agencies may consult Life Expectance
(LE) guidelines in ANSI/AIIM stand-
ards (see §1230.3 for availability) for
measures that can be used to meet re-
tention requirements.

§1230.22 What are NARA inspection
requirements for permanent and
unscheduled microform records?

(a) Agencies must inspect, or arrange
to pay a contractor or NARA to inspect
the following categories of microform
records stored at the agency, at a com-
mercial records storage facility, or at a
NARA records center following the in-
spection requirements in paragraph (b)
of this section:

(1) Master films of permanent records
microfilmed in order to dispose of the
original records;

(2) Master films of permanent records
originally created on microfilm;

(3) Other master films scheduled for
transfer to the National Archives; and

(4) Master films of unscheduled
records.

(b) The films listed in paragraph (a)
of this section must be inspected ini-

§1230.22

tially in accordance with ANSI/AIIM
MS45—1990. All films must be inspected
when they are 2 years old. After the
initial 2-year inspection, unless there
is a catastrophic event, the films must
be inspected as follows until legal cus-
tody is transferred to the National Ar-
chives and Records Administration:

(1) For microfilm that is/was pro-
duced after 1990, inspect the microfilm
every b years.

(2) For microfilm that was produced
prior to 1990, inspect the microfilm
every 2 years.

(c) To facilitate inspection, the agen-
cy must maintain an inventory of
microfilm listing each microform se-
ries/publication by production date,
producer, processor, format, and re-
sults of previous inspections.

(d) The elements of the inspection
shall consist of:

(1) An inspection for aging blemishes
following ANSI/AIIM MS45-1990;

(2) A rereading of resolution targets;

(3) A remeasurement of density; and

(4) A certification of the environ-
mental conditions under which the
microforms are stored, as specified in
§1230.20(a).

(e) The agency must prepare an in-
spection report, and send a copy to
NARA in accordance with §1230.28(b).
The inspection report must contain:

(1) A summary of the inspection find-
ings, including:

(i) A list of batches by year that in-
cludes the identification numbers of
microfilm rolls and microfiche in each
batch;

(ii) The quantity of microforms in-
spected;

(iii) An assessment of the overall
condition of the microforms;

(iv) A summary of any defects discov-
ered, e.g., redox blemishes or base de-
formation; and

(v) A summary of corrective action
taken.

(2) A detailed inspection log created
during the inspection that contains the
following information:

(i) A complete description of all
records inspected (title; roll or fiche
number or other unique identifier for
each unit of film inspected; security
classification, if any; and inclusive
dates, names, or other data identifying
the records on the unit of film);
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