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(on a reimbursable basis) when the 
microforms become 2 years old. 

§ 1230.30 How do agencies transfer 
permanent microform records to 
the legal custody of the National 
Archives? 

(a) Follow the procedures in part 
1228, subpart L, of this chapter and the 
additional requirements in this sec-
tion. 

(b) Originate the transfer by submit-
ting an SF 258, Agreement to Transfer 
Records to the National Archives of 
the United States, unless otherwise in-
structed by NARA. 

(c) If the records are not in a NARA 
records center, submit the information 
specified in § 1230.28(c). 

(d) Transfer the silver gelatin origi-
nal (or duplicate silver gelatin 
microform created in accordance with 
§ 1230.14) plus one microform copy. 

(e) Ensure that the inspection of the 
microform is up-to-date. If the 
microform records were recently pro-
duced, please note that NARA will not 
accession permanent microform 
records until the first inspection (when 
the microforms are 2 years old) has 
been performed. 

(f) Package non-silver copies sepa-
rately from the silver gelatin original 
or silver duplicate microform copy and 
clearly label them as non-silver copies. 

Subpart E—Centralized 
Micrographic Services 

§ 1230.50 What micrographic services 
are available from NARA? 

Some NARA records centers provide 
reimbursable microfilming services, in-
cluding preparing, indexing, and film-
ing of records, inspection of film, and 
labeling of film containers. Agencies 
desiring microfilming services from 
NARA should contact the Office of Re-
gional Records Services (NR), 8601 
Adelphi Rd., College Park, MD 20740- 
6001, or the director of the NARA 
records center serving the agency’s 
records (see § 1228.150(a) of this chap-
ter). The fees for microfilming services 
will appear in NARA bulletins, which 
are available on NARA’s web site at 
http://www.nara.gov/records/policy/bul-
letin.html or from the Modern Records 

Programs (NWM), 8601 Adelphi Road, 
College Park, MD 20740-6001. 
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RECORDS MANAGEMENT 
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AUTHORITY: 44 U.S.C. 2904 and 3101; and 
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SOURCE: 61 FR 32337, June 24, 1996, unless 
otherwise noted. 

Subpart A—General 

§ 1232.1 Applicability and scope. 

This part prescribes policies and pro-
cedures for managing audiovisual 
records to ensure adequate and proper 
documentation and authorized, timely, 
and appropriate disposition. 

§ 1232.2 Objectives. 

The objectives of audiovisual records 
management are to achieve the effec-
tive creation, maintenance, use, and 
disposition of audiovisual and related 
records by establishing standards for 
maintenance and disposition, physical 
security, and preservation and by re-
viewing recordkeeping practices on a 
continuing basis to improve proce-
dures. 

§ 1232.10 Definitions. 

For the purposes of this part, the fol-
lowing definitions shall apply (see also 
§ 1220.14 of this chapter for other defini-
tions). 

Audiovisual. Any pictorial or aural 
means of communicating information. 
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Audiovisual equipment. Equipment 
used for recording, producing, dupli-
cating, processing, broadcasting, dis-
tributing, storing or exhibiting audio-
visual materials or for providing any 
audiovisual services. 

Audiovisual production. An organized 
and unified presentation, developed ac-
cording to a plan or script, containing 
visual imagery, sound, or both, and 
used to convey information. An audio-
visual production generally is a self- 
contained presentation. Audiovisual 
productions may include motion media 
with synchronous sound such as mo-
tion picture film, videotape or other 
video formats, audio recordings, and 
other media such as synchronized 
audio and visual presentations such as 
multimedia productions. 

Audiovisual records. Records in pic-
torial or aural form that include still 
and motion media, sound recordings, 
graphic works, mixed media, and re-
lated finding aids and production files. 

Subpart B—Audiovisual Records 
Management 

§ 1232.20 Agency program responsibil-
ities. 

Each Federal agency, in providing for 
effective controls over the creation of 
records, shall establish an appropriate 
program for the management of audio-
visual records. This program shall be 
governed by the following require-
ments: 

(a) Prescribe the types of records to 
be created and maintained so that 
audiovisual activities and their prod-
ucts are properly documented. (Regula-
tions on the appropriate types of per-
manent audiovisual records are located 
in § 1228.266 of this chapter.) 

(b) Ensure that adequate training is 
provided to: 

(1) Agency personnel responsible for 
the disposition of audiovisual records; 

(2) Contractor personnel who have 
temporary custody of audiovisual 
records; and, 

(3) All users who create, handle, or 
maintain audiovisual records or oper-
ate equipment for their use. 

(c) Ensure that contract provisions 
protect the Government’s legal title 
and control over audiovisual records 
and related documentation produced or 

maintained by contract. Ensure that 
contract provisions identify as 
deliverables any working papers/files 
that are needed for adequate and prop-
er documentation. Include a provision 
that permits the Government to in-
spect contractor facilities used for the 
storage and handling of permanent or 
unscheduled audiovisual records. Agen-
cies shall inspect such facilities at 
least once each year. 

(d) Keep inventories indicating the 
location of all generations of audio-
visual records, whether in agency stor-
age or in another facility such as a lab-
oratory or library distribution center. 

(e) Schedule disposition of all audio-
visual records as soon as practicable 
after creation. General Records Sched-
ule 21 provides mandatory disposal au-
thorization for temporary audiovisual 
records common to most Federal of-
fices. Agencies must submit an SF 115, 
Request for Records Disposition Au-
thority, to NARA to obtain authoriza-
tion for the disposition of all other 
audiovisual records. The schedules cov-
ering permanent records must specify 
the different record elements identified 
in § 1228.266, and must always include 
related finding aids. 

(f) Periodically review agency audio-
visual recordkeeping practices for con-
formance with requirements and take 
necessary corrective action. 

[61 FR 32337, June 24, 1996, as amended at 66 
FR 27027, May 16, 2001] 

§ 1232.22 Nitrocellulose film. 
Nitrocellulose-base film once used in 

the manufacture of sheet film and mo-
tion pictures may be occasionally 
found in records storage areas. The ni-
trocellulose base, a substance akin to 
gun cotton, is chemically unstable and 
highly inflammable. 

(a) Agencies must remove nitrocellu-
lose film materials from records stor-
age areas. 

(b) Agencies must immediately no-
tify NARA about the existence of ni-
trocellulose film materials because of 
their age and instability. NARA will 
determine if they may be destroyed or 
destroyed after a copy is made for 
transfer, as appropriate. 

(c) If NARA appraises nitrate film 
materials as disposable, but the agency 
wishes to retain them, agencies must 
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