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Records that are scheduled in a NARA-
approved records schedule to be trans-
ferred to the National Archives of the
United States after a specified period
of time are subject to the certification
requirement only if the records are not
transferred as scheduled.

(b) In order to certify that records
must be retained for the conduct of
regular current business, an agency
should consider the following factors:

(1) Character of use (to be retained by
an agency, records should be used for
the normal routine business of the
agency at the time of certification);

(2) Frequency of use (to be retained
by an agency, records should be used
more than one time per month per file
unit); and,

(3) Preservation of the records (to be
retained by an agency, permanently
valuable records should be preserved in
accordance with NARA guidelines).

(c) The written certification of need
of a series of 30-year-old records for
current agency business must:

(1) Include a comprehensive descrip-
tion and location of records to be re-
tained;

(2) Cite the NARA approved author-
ity for the disposition of the records if
scheduled (SF 115 item number);

(3) Describe the current business for
which the records are required;

(4) Estimate the length of time the
records will be needed by the agency
for current business (if no date is pro-
vided by the agency, approved certifi-
cation requests will be effective for a
maximum of five years);

(5) Explain why the current needs of
the agency cannot be met by the serv-
ices NARA provides for records depos-
ited with the National Archives of the
United States; and,

(6) If the records are being retained
to enable the agency to provide routine
public reference, cite the statute au-
thorizing this agency activity.

(d) NARA will not accept an agency
certification that a specific body of
records over 30 years old, regardless of
physical form or characteristics, is
being used for the “‘conduct of the reg-
ular current business,” if that agency
is retaining such records primarily to:

(1) Provide to persons outside the
agency access which can be provided by
NARA; or
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(2) Function as an agency archives,
unless specifically authorized by stat-
ute or NARA.

[57 FR 22433, May 28, 1992]

§1228.266 Audiovisual records.

The following types of audiovisual
records appraised as permanent shall
be transferred to the National Archives
as soon as they become inactive or
whenever the agency cannot provide
proper care and handling of the
records, including adequate storage
conditions, to facilitate their preserva-
tion by the National Archives (see part
1232 of this chapter). In general the
physical types described below con-
stitute the minimum record elements
for archival purposes that are required
to provide for future preservation, du-
plication, and reference needs.

(a) Motion pictures. (1) Agency-spon-
sored or produced motion picture films
(e.g., public information films) whether
for public or internal use:

(i) Original negative or color original
plus separate optical sound track;

(ii) Intermediate master positive or
duplicate negative plus optical track
sound track; and,

(iii) Sound projection print and video
recording, if both exist.

(2) Agency-acquired motion picture
films: Two projection prints in good
condition or one projection print and
one videotape.

(3) Unedited footage, outtakes and
trims (the discards of film productions)
that are properly arranged, labeled,
and described and show unstaged,
unrehearsed events of historical inter-
est or historically significant phe-
nomena:

(i) Original negative or color origi-
nal; and

(if) Matching print or videotape.

(b) Still pictures. (1) For black-and-
white photographs, an original nega-
tive and a captioned print although the
captioning information can be main-
tained in another file such as a data
base if the file number correlation is
clear. If the original negative is ni-
trate, unstable acetate, or glass based,
a duplicate negative on a polyester
base is also needed.

(2) For color photographs, the origi-
nal color negative, color transparency,
or color slide; a captioned print of the
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original color negative; and/or cap-
tioning information as described above
if for an original color transparency or
original color slide; and a duplicate
negative, or slide, or transparency, if
they exist.

(3) For slide sets, the original and a
reference set, and the related audio re-
cording and script.

(4) For other pictorial records such as
posters, original art work, and film-

strips, the original and a reference
copy.

(c) Sound recordings. (1) Disc record-
ings:

(i) For conventional disc recordings,
the master tape and two disc pressings
of each recording, typically a vinyl
copy for playback at 33% revolutions
per minute (rpm).

(ii) For compact discs, the origina-
tion recording regardless of form and
two compact discs.

(2) For analog audio recordings on
magnetic tape (open reel, cassette, or
cartridge), the original tape, or the
earliest available generation of the re-
cording, and a subsequent generation
copy for reference. Section 1232.30(d) of
this subchapter requires the use of
open-reel analog magnetic tape for
original audio recordings.

(d) Video recordings. (1) For videotape,
the original or earliest generation vid-
eotape and a copy for reference. Sec-
tion 1232.30(c) of this subchapter re-
quires the use of industrial-quality or
professional videotapes for use as origi-
nals, although VHS copies can be
transferred as reference copies.

(2) For video discs, the premaster vid-
eotape used to manufacture the video
disc and two copies of the disc. Video
discs that depend on interactive soft-
ware and nonstandard equipment may
not be acceptable for transfer.

(e) Finding aids and production docu-
mentation. The following records shall
be 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 documentation that
are helpful or necessary for the proper
identification, or retrieval of audio-
visual records. Agencies should contact
the appropriate Special Media Archives

36 CFR Ch. XII (7-1-05 Edition)

Services Division unit, to determine
the type of hardware and software that
is currently acceptable for transfer to
the National Archives as an agency
electronic finding aid that will accom-
pany its audiovisual records. In gen-
eral, however, agencies must transfer
two copies of the electronic finding aid,
one in its native format with its field
structure documented, and a second
copy in a contemporary format avail-
able at the time of transfer that NARA
will be able to support and import to
its database.

(2) Production case files or similar
files that include copies of production
contracts, scripts, transcripts, and ap-
propriate documentation bearing on
the origin, acquisition, release, and
ownership of the production.

[61 FR 32336, June 24, 1996, as amended at 66
FR 27027, May 16, 2001]

§1228.268 Cartographic and architec-
tural records.

The following classes of cartographic
and architectural records appraised as
permanent should be transferred to the
National Archives as soon as they be-
come inactive or whenever the agency
cannot provide the proper care and
handling of the materials to guarantee
their preservation.

(a) Maps and charts. (1) Manuscript
maps; printed and processed maps on
which manuscript changes, additions,
or annotations 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 to
or interfiled with other 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 agen-
cy by which they were issued. Such
master sets should be kept segregated
from the stock of maps held for dis-
tribution and from maps received from
other agencies. A master set should in-
clude one copy of each edition of a
printed or processed map issued.

(3) Computer-related and computer-
plotted maps that cannot be repro-
duced by the National Archives be-
cause of destruction of the magnetic
tapes or other stored data or because of
the unavailability of ADP equipment.
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