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(e) You must remain in the research
room at your audio or film viewing sta-
tion at all times while your personal
equipment is in use. You must remove
your personal equipment from the re-
search room when you leave the room
for the day. We cannot be responsible
for any damage to or loss of your
equipment.

(f) We are not responsible for assist-
ing with ‘““hook-up’ to NARA viewing
equipment, for providing compatibility
between the personal recording equip-
ment and NARA viewing equipment, or
for the quality of the copies you make.
We provide you information on the
types of NARA equipment that we have
in the research room and on the cables
necessary for hook-up to our viewing
equipment.

(9) When you bring audio or video re-
cording tapes or cassettes into the un-
restricted area of the research room,
the research room attendant marks the
recording media ‘“NARA-approved per-
sonal property’ for identification pur-
poses. We inspect this media before you
leave the research room and when you
leave the research complex at the Na-
tional Archives at College Park.

(h) You may reserve a NARA-fur-
nished video copying station and 120-
minute blank video cassette, for a fee,
on a first-come-first-served basis for 90
minutes. If no one else is waiting to
use the station, you may reserve an ad-
ditional 90 minutes. You may not con-
nect personal recording devices to
NARA equipment at the video copying
station. You may use only NARA-pro-
vided tapes at the video copying sta-
tion. Fees for use of the station and
blank cassette are specified in §1258.12
of this chapter.

(1) You may not take any personal re-
cording device or media in the re-
stricted viewing area in the research
room.

Subpart D—Microfilming Archival
Materials

§1254.90 What is the scope of this sub-
part?

(a) This subpart establishes rules and
procedures for the use of privately
owned microfilm equipment to film
accessioned archival records and do-

§1254.92

nated historical materials in NARA'’s
legal and physical custody by:

(1) Foreign, Federal, state, and local
government agencies;

(2) Private commercial firms;

(3) Academic research groups; or

(4) Other entities or individuals that
request exemption from obtaining cop-
ies through the regular fee schedule re-
production ordering system of NARA.

(b) If you wish to microfilm Federal
agency records in the physical custody
of the Washington National Records
Center (WNRC), contact the director,
WNRC, about procedures for obtaining
permission from the originating agency
to film those records (see §1253.4). For
information about procedures for ob-
taining permission from the origi-
nating agency to film records in the
records center operation of one of
NARA'’s regional records facilities or in
the physical custody of the National
Personnel Records Center (NPRC), con-
tact the Regional Administrator of the
region in which the records are located
(see §1253.6), or the director, NPRC, for
records in NPRC (see §1253.5).

(c) Federal agencies that need to
microfilm archival records in support
of the agency’s mission must contact
the appropriate office as specified in
§1254.92(a) as soon as possible after the
need is identified for information con-
cerning standards and procedures that
apply to their microfilming of archival
records.

§1254.92 How do I submit a request to
microfilm records and donated his-
torical materials?

(a) You must submit your request to
microfilm materials to the appropriate
office.

(1) Submit your written request to
microfilm archival records or donated
historical materials (except donated
historical materials under the control
of the Office of Presidential Libraries)
in the Washington, DC, area to the As-
sistant Archivist for Records Serv-
ices—Washington, DC (NW), 8601
Adelphi Rd., College Park, MD 20740-
6001.

(2) Submit your written request to
microfilm archival records or donated
historical materials in a NARA re-
gional archives to the Assistant Archi-
vist for Regional Records Services
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§1254.94

(NR), 8601 Adelphi Rd., College Park,
MD 20740-6001.

(3) Submit your written request to
microfilm records or donated historical
materials in a Presidential library or
donated historical materials in the
Washington area under the control of
the Office of Presidential Libraries to
the Assistant Archivist for Presi-
dential Libraries (NL), 8601 Adelphi
Rd., College Park, MD 20740-6001.

(4) OMB control number 3095-0017 has
been assigned to the information col-
lection contained in this section.

(b) You must submit your request to
use privately owned microfilm equip-
ment four months in advance of the
proposed starting date of the micro-
filming project. If you submit your re-
quest with less advance notice, we con-
sider it and may approve it if we have
available adequate NARA space and
staff and if you can complete all train-
ing, records preparation, and other
NARA requirements in a shorter time
frame.

(1) You may include in your request
only one project to microfilm a com-
plete body of documents, such as an en-
tire series, a major continuous segment
of a very large series which is reason-
ably divisible, or a limited number of
separate series related by provenance
or subject.

(2) We do not accept additional re-
quests from an individual or organiza-
tion to microfilm records in a NARA
facility while we evaluate an earlier re-
quest from that individual or organiza-
tion to microfilm records at that facil-
ity.

(3) We establish the number of cam-
era spaces available to a single project
based upon the total number of
projects approved for filming at that
time.

§1254.94 What must my request in-
clude?

(a) A description of the documents
you wish to copy that includes the fol-
lowing elements:

(1) Record group number or agency of
origin or, for donated historical mate-
rials, title of the collection;

(2) Title of series or file segment;

(3) Date span; and

(4) Estimated volume in number of
pages or cubic feet.
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(b) The estimated amount of time
(work-days) that the microfilm copy-
ing project will take; the date that you
would like to begin the project; and the
number of persons who would require
training (see §1254.108(b)).

(c) The number and a description of
the equipment that you will use for
copying including:

(1) The name of the manufacturer
and model number; and

(2) The type of light source to be em-
ployed (fluorescent, tungsten, or elec-
tronic flash) and if electronic flash (i.e.,
strobe) or fluorescent, whether the
light source is filtered to omit ultra-
violet radiation.

(d) A statement of the procedures
that you will follow to ensure that you
copy all pages, that the images on the
microfilm are legible, and that the
microfilm is properly processed. At a
minimum, the procedures should meet
the requirements specified in part 1230
of this chapter regarding the micro-
filming of permanent records.

§1254.96 What credits must I give
NARA?

(@) You must agree to credit NARA
as having custody of the original docu-
ments. The credit must appear at the
beginning of a microfilm publication
and in any publicity material or de-
scriptions of the publication.

(b) If the original documents are Fed-
eral records, you must agree to include
on the film this statement: *“The docu-
ments reproduced in this publication
are among the records of the (name of
agency) in the custody of the National
Archives of the United States. (Name
of microfilm publication producer) does
not claim any copyright interest in
these official u.s. Government
records.”’

(c) If the original documents are do-
nated historical materials, you must
agree to include on the film this state-
ment: “The documents reproduced in
this publication are donated historical
materials from (name of donor) in the
custody of the (name of Presidential li-
brary or National Archives of the
United States). The National Archives
and Records Administration admin-
isters them in accordance with the re-
quirements of the donor’s deed of gift
and the U.S. Copyright Law, Title 17,
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