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MAINE STATE ARCHIVES

Chapter 3:
MICROFILMING STATE RECORDS

SUMMARY: These rules provide (a) standards to be used by State agencies for microfilming records; (b) criteria for using microfilm copies; (c) standards for storing microfilm copies of permanent records; and (d) information concerning microfilm services available from the Maine State Archives.

1.
APPLICABILITY


These rules apply to the agencies in the Executive Branch of State government.

2.
RESPONSIBILITY FOR ENFORCEMENT


The head of each agency shall be responsible for the application and enforcement of these rules.

3.
DEFINITIONS


The following definitions are established for terms used in these rules:


A.
"Agency" means any department, except for organizational units thereof which are administered under statutory authority exclusively within the unit, independent offices, boards or commissions, or aforesaid units, in the Executive Branch of State government, except the Office of the Governor.


B.
A "nonpermanent record" is any record that has been determined by the State Archivist to have a retention period that is less than permanent. Retention periods may be stated in records retention schedules approved by the Maine State Archives, or as a notification in writing to the agency involved.


C.
"Original microfilm" is camera microfilm whether produced by customary or Computer Output Microfilm (COM) methods, and regardless of emulsion or base.


D.
"Permanent records" means any record determined by the State Archivist to have sufficient value to warrant its continued preservation. by the State. Such determinations may take the form of approved agency records retention schedules or plans, an approved transfer of records to the Maine State Archives, or a notification in writing to the agency involved.


E.
"Records" means all documentary material, regardless of media or characteristics, made or received and maintained by an agency in accordance with law or rule or in the transaction of its official business. The term shall not include extra copies of printed or processed material of which official or record copies have been retained, stocks of publications and processed documents intended for distribution or use, or records relating to personal matters that may have been kept in an office for convenience.


F.
"Silver duplicate negative" is a second generation negative microfilm meeting the requirements of Federal Standard No. 125a whether produced from the original negative or from the original positive.


G.
"Silver master positive" is a second generation positive microfilm meeting the requirements of Federal Standard No. 125a produced from either the original negative or from the original positive.


H.
"Silver original microfilm" is camera microfilm meeting the requirements of Federal Standard No. 125a, Film Photographic and Film, Photographic, Processed (for permanent record use).

4.
COST BENEFIT ANALYSIS


State agencies desiring to have their records microfilmed shall request the Maine State Archives to conduct a cost benefit analysis to determine whether the proposed project or system is cost effective. No records shall be microfilmed unless the proposed project or system has been approved by the Maine State Archives as a necessary and feasible microfilm application.

5.
STANDARDS FOR MICROFILMING PERMANENT RECORDS


State agencies authorized to microfilm permanent records shall comply with the standards in Sections 6-8 which relate to preparing and filming permanent records, the selection of film stock, and the processing of film.

6.
PREPARING AND MICROFILMING PERMANENT RECORDS


A.
Integrity of records



The integrity of the original records authorized for microfilming shall be maintained by insuring that the microfilm copies are adequate substitutes for the original records and serve the purposes for which such records are created or maintained. The following measures and any others found necessary shall be observed in any State microfilming project to insure preservation of the integrity of the records:



1.
Copies shall contain all significant record detail shown on the originals.



2.
Copies of the records shall be so arranged, identified, and indexed that any individual document or component of the records can be located with reasonable facility.



3.
No photographic densities on negative copies higher than are required for the intended purposes shall be used. Where possible, densities on negative copies shall be between 1.0 and 1.2. On positive copies the background shall be kept as clear as practicable.



4.
A minimum resolution of 90 lines per mm. shall be obtained; and



5.
Military specifications and standards for microfilming and photographing engineering drawings and similar or related documents shall be followed whenever applicable.


B.
Roll microfilm



1.
The photographic images at the beginning of each roll of microfilm shall include information identifying the agency and subordinate organizational units whose records it covers; the title of the records (with identification of contents if not evident from series title); the microfilm roll number; indication of restrictions, if any; and, to the extent possible, the inclusive dates, names, or other data identifying the first and last records on the roll.



2.
Any indexes, registers, or other finding aids shall be microfilmed at the beginning of the records to which they relate.


C.
Other microforms



1.
Microfilming systems for unit microfilm records shall be so designed and implemented that the resulting microfilm file is an accurate representation of the original records.



2.
Any indexes, registers, or other finding aids shall be microfilmed and located in a readily identifiable place within the collection of microfilmed records.



3.
Systems (e.g., COM) producing original permanent records on microfilm with no paper original shall be designed so that they produce microfilm which meets the standards of this section.

7.
MICROFILM STOCK


The film stock used to make photographic or microphotographic copies of permanent records shall be safety-base permanent record film as specified in American National Standards Institute (ANSI) Ph1.25, Specifications for Safety Photographic Film; Ph1.28, Specifications for Photographic Films for Permanent Records; Ph1.29, Methods for determining the Curl of Photographic Film; and Ph1.31, Method of Determining the Brittleness of Photographic Film and shall comply with Federal Standard No. 125a. To provide adequate protection for permanent records, agencies using microfilm systems that do not produce an original microfilm meeting these standards for permanent records shall immediately make a silver duplicate negative or silver master positive which does meet the standards.

8.
PROCESSING FILM


The film used to make photographic or microphotographic copies of permanent records shall be so processed that the residual thiosulfate concentration shall be greater than zero but shall not exceed 1 microgram per square centimeter. An optimum concentration of 0.7 micrograms per square centimeter in a clear area is recommended. Agencies conducting their own microfilming program may determine whether their processed film meets this requirement by performing the tests specified in ANSI Ph4.8: Methylene Blue Method for Measuring Thiosulfate and the Silver Densitometric Method for Measuring Chemicals in Films, Plates, and Papers; or by submitting a sample for testing from a clear area of the film, measuring at least 2 square inches, to the Maine State Archives. A charge will be made for each sample tested by the Maine State Archives. COM-produced microfilm of permanent records shall meet the processing standards above. If the processing is to be of the reversal type it must be full photographic reversal and not the halide-type reversal.

9.
CRITERIA FOR USING MICROFILM COPIES OF PERMANENT RECORDS


The following criteria are required in using microfilm copies of permanent records:


A.
Original microfilm copies of permanent records shall not be used for reference purposes. Negative or positive copies of the original negative shall be used for reference purposes.


B.
Adequate measures shall be taken to keep the original microfilm clean and unscratched.

10.
STANDARDS FOR STORING MICROFILM COPIES OF PERMANENT RECORDS


This section prescribes standards required for storing silver original microfilm copies or silver duplicate negative or silver master positive copies of permanent records.


A.
Reels and cores



Microfilm stored in roll form shall be wound on cores or on reels of the type specified in ANSI Ph5.6, Standard Dimensions for 100-foot Reels for Processed 16-mm. and 35-mm. Microfilm. The materials used for the cores and reels shall be non-corroding such as plastic compounds or non-ferrous metals. The use of steel for reels shall be permitted provided the reels are well protected by lacquer, enamel, tinning, or other corrosion-resistant finish. Plastics and lacquers that might give off reactive fumes or exudations during storage shall not be used. The plastic materials must be free of peroxides. Paper strips or rubber bands shall not be used for fastening film on reels or cores. The materials used shall not ignite, decompose, or develop reactive fumes and vapors.


B.
Storage containers



The microfilm shall be stored in a closed container made of such inert material as metal or plastic of proven quality. The container shall be sealed when necessary to maintain prescribed humidity limits or to protect the film against gaseous impurities. If proper temperature and humidity controls are maintained as prescribed in subsection C and if there is good ventilation and clean air in the storage area, the containers need not be sealed. Open containers such as folding cartons may be used only if it has been established that the container material will have no adverse effect on the film over long periods of time.


C.
Storage rooms



Agencies retaining original microfilm copies of permanent records shall provide a fire-resistive vault or room. This storage area shall not be used as an office or working area. No flammable material shall be stored in this area. For full protection against exposure to fire and associated hazards, fire-resistive safe or insulated containers shall be placed within fire-resistive vaults or rooms constructed in accordance with recommendations of the National Fire Protection Association in their publication NFPA 232, Protection of Records, 1970. Particular care shall be taken to insure that the provisions of this section are applied effectively when original negative microfilm is stored in such places as underground installations and insulated fire cabinets where a high humidity is probable.


D.
Environmental conditions



The relative humidity of the storage vault or room shall not exceed 40 percent. Temperatures shall not exceed 70F. Rapid and wide-range cycling of humidity or temperature shall be avoided and shall in no instance exceed plus or minus 5 percent relative humidity or plus or minus 5 degrees F. in a 24-hour period. Where inactivity of the film permits, protection may be increased by conditioning and sealing the film at a lower humidity and/or storing the film at a lower temperature. Film stored at a relative humidity lower than 30 percent or a temperature lower than 60F shall be sufficiently warmed and reconditioned before use to avoid any possible damage in handling. If possible, approximately 0.05 inches of water pressure above atmospheric pressure shall be maintained within the room or vault and in the film inspection area by means of an independent air-conditioning system.


E.
Control of air conditioning



Air conditioning shall be kept under sufficient control to meet the standards for temperature and humidity specified in subsection D. Dehumidifiers using desiccants shall not be used because there is a danger of abrasive or reactive dust particles settling on the film. Humidification before storage is not necessary unless the prevailing relative humidity in storage areas is less than 15 percent for long periods of time. Water trays or saturated chemical solutions shall not be used because of the serious danger of overhumidification.


F.
Protection against airentrained impurities



Solid particles that abrade film or react on the image shall be cleaned from the air supplied to microfilm storage and associated rooms by the use of dry media mechanical filters or electrostatic precipitators. These filters shall have an arrestance or cleaning efficiency of at least 80 percent when tested with atmospheric air in accordance with ANSI Ph5.4, Standard Practice for Storage of Processed Silver Gelatin Microfilm. Filtering media, casings, and castings, if used, shall be of the noncombustible type.


G.
Gaseous impurities



Such gaseous impurities as sulfur dioxide and hydrogen sulfide that may cause deterioration of microfilm shall be removed from the air. Silver-gelatin microfilm shall not be stored with other types of film in the same room or in rooms connected by ventilating ducts, because gases given off by the nonsilver-gelatin microfilm may damage or destroy the safety-film base.


H.
Microfilm inspection



At approximately 2-year intervals, a 1 percent sample of randomly selected rolls of microfilm shall be inspected. For each biennial inspection a different lot sample shall be chosen, allowing some overlapping of inspection to note any changes in previously inspected samples.



The guidelines in the National Bureau of Standards Handbook 96, Inspection of Processed Photographic Record Films for Aging Blemishes, shall be followed. The results of such inspection shall be reported to the Maine State Archives 30 days after the inspection is completed. Reports shall include the (1) quantity of microfilm of permanent records on hand, i.e., number of rolls, microfiche, jackets, etc.; (2) quantity of microfilm inspected; (3) condition of the microfilm; and (4) corrective action required, if necessary.

11.
DETERIORATING MICROFILM


An agency having custody of a previously produced original microfilm (or, if the original microfilm is no longer in existence, the master copy) of permanent records shall prepare a silver duplicate negative copy for its own use, if required, when it finds that such copies are deteriorating or in danger of deterioration. The agency shall also provide an identical copy plus one positive copy to the Maine State Archives.

12.
STANDARDS FOR MICROFILMING NONPERMANENT RECORDS


Agencies authorized to microfilm their own nonpermanent records shall comply with the following provisions:


A.
Records with retention value of 10 years or more



For records to be retained 10 or more years, the standards set forth in section 6 for microfilming, in section 9 for using microfilming, and in section 10 for storing microfilm copies of permanent records shall be used to insure preservation and availability of the information for the period of time required.


B.
Records with retention period of less than 10 years



Records to be retained less than 10 years may be microfilmed in accordance with agency standards and requirements for the retention of the records, including the option of using any film, processing system, or storage containers the agency may select.

13.
CENTRALIZED MICROFILM SERVICES


The following microfilm services of the Maine State Archives are available to State agencies:


A.
Technical advice and assistance in establishing and promoting agency projects and programs to preserve records, reduce volume, provide security copies, make duplicate copies, or improve information retrieval systems;


B.
A central reimbursable microfilm service for State agencies including the preparation, indexing and filming of records, and inspections of film; and


C.
Information on current uses of microfilm, new microfilm techniques, and developments in the field.

14.
PROCEDURES FOR ARRANGING FOR REIMBURSABLE SERVICES


State agencies desiring approved microfilm services should contact the Maine State Archives. An agreement of services to be provided will be negotiated before work is begun. This agreement shall specify (a) the location of the records to be filmed; (b) a description of the records, including their volume, size, physical condition, filing arrangement, and the nature and frequency of additions, changes, and deletions, etc.; (c) the size and format of the film to be used; (d) the type of camera to be used and the reduction ratio at which the documents are to be filmed; (e) the type of reader to be used; and (f) the number and type (silver, diazo, vesicular) of reference copies.

15.
FEES FOR MICROFILMING SERVICES


Microfilming services normally available are: 16-mm. rotary, 16-mm planetary, and 35-mm planetary microphotography; negative film processing; 16-mm cartridge loading; aperture card and micro-thin jacket mounting; and diazo duplication. A fee schedule for these services is available from the Maine State Archives.

16.
VIOLATION OF RULES


Violation of any provision of these rules, except those violations for which specific penalties are provided, is a Class E crime.
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