§1232.28

any change in these materials will be
published in the FEDERAL REGISTER.

(d) Store originals and use copies
(e.g., negatives and prints) separately,
whenever practicable.

(e) Store series of permanent and un-
scheduled x-ray films in accordance
with this section, and store series of
temporary x-ray films under conditions
that will ensure their preservation for
their full retention period, in accord-
ance with ANSI/NAPM IT79.11-1993, Im-
aging Media—Processed Safety Photo-
graphic Films—Storage. This require-
ment does not apply to x-rays that are
interspersed among paper records, as in
case files.

§1232.28 Maintenance and operations.

Agencies must:

(a) Handle audiovisual records in ac-
cordance with commonly accepted in-
dustry practices because of their ex-
treme vulnerability to damage. For
further information, consult the Amer-
ican National Standards Institute
(ANSI), Inc., 11 West 42nd Street, New
York, NY 10036; and the Society of Mo-
tion Picture and Television Engineers,
595 West Hartsdale Avenue, White
Plains, NY 10607.

(b) Use only personnel trained to per-
form their audiovisual duties and re-
sponsibilities and ensure that equip-
ment intended for projection or play-
back is in good working order.

(¢c) Loan permanent or unscheduled
audiovisual records to non-Federal re-
cipients only in conformance with the
provisions of part 1228 subpart E of this
chapter. Such records may be loaned to
other Federal agencies only if a record
copy is maintained in the agency’s cus-
tody.

(d) Take all steps necessary to pre-
vent accidental or deliberate alteration
or erasure of audiovisual records.

(e) Ensure that no information re-
corded on permanent or unscheduled
magnetic sound or video media is
erased.

(f) If different versions of audiovisual
productions (e.g., short and Ilong
versions or foreign-language versions)
are prepared, keep an unaltered copy of
each version for record purposes.

(g) Maintain the association between
audiovisual records and the finding
aids for them, such as captions and

36 CFR Ch. XII (7-1-08 Edition)

published and unpublished catalogs,
and production files and similar docu-
mentation created in the course of
audiovisual production.

(h) Maintain disposable audiovisual
records separate from permanent ones
in accordance with General Records
Schedule 21 and a records schedule ap-
proved by NARA for the agency’s other
audiovisual records.

§1232.30 Choosing formats.

Agencies must:

(a) When ordering photographic ma-
terials for permanent or unscheduled
records, ensure that still picture nega-
tives and motion picture preprints
(negatives, masters, etc.) are composed
of polyester bases and are processed in
accordance with industry standards as
specified in ANSI/ISO 543-1990 (ANSI
1T79.6-1991) Photography—Photographic
Films—Specifications for Safety Film;
and, ANSI/NAPM 1IT9.1-1992 Imaging
Media (Film)—Silver-Gelatin Type—
Specifications for Stability, which are
incorporated by reference. (Currently,
not all motion picture stocks are avail-
able on a polyester base.) It is particu-
larly important to ensure that residual
sodium thiosulfate (hypo) on newly
processed black-and-white photo-
graphic film does not exceed .014 grams
per square meter. Require laboratories
to process film in accordance with this
standard. Excessive hypo will shorten
the longevity of film and accelerate
color fading. Process color film in ac-
cordance with the manufacturer’s rec-
ommendations. If using reversal type
processing, request full photographic
reversal; i.e., develop, bleach, expose,
develop, fix, and wash. The standards
cited in this paragraph are available
from the American National Standards
Institute (ANSI), Inc., 11 West 42nd
Street, New York, NY 10036. These
standards are also available for inspec-
tion or at the National Archives and
Records Administration (NARA). For
information on the availability of this
material at NARA, call 202-741-6030, or
go to: hitp://www.archives.gov/
federal register/
code of federal regulations/
ibr _locations.html. This incorporation
by reference was approved by the Di-
rector of the Federal Register in ac-
cordance with 5 U.S.C. 552(a) and 1 CFR
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part 51. These materials are incor-
porated by reference as they exist on
the date of approval and a notice of
any change in these materials be pub-
lished in the FEDERAL REGISTER.

(b) Refrain from using motion pic-
tures in a final “A & B’ format (two
precisely matched reels designed to be
printed together) for the reproduction
of excerpts or stock footage.

(c) Use only industrial or professional
recording equipment and videotape,
previously unrecorded, for original cop-
ies of permanent or unscheduled re-
cordings. Limit the use of consumer
formats to distribution or reference
copies or to subjects scheduled for dis-
posal. Video cassettes in the VHS for-
mat are unsuitable for use as originals
of permanent or unscheduled records
due to their inability to be copied with-
out significant loss in image quality.

(d) Record permanent or unscheduled
audio recordings on Ys-inch open-reel
tapes at 3 3 or 7 V2 inches per second,
full track, using professional unre-
corded polyester splice-free tape stock.
Audio cassettes, including mini-cas-
settes, are not sufficiently durable for
use as originals in permanent records
or unscheduled records although they
may be used as reference copies.

§1232.32

The  disposition of audiovisual
records shall be carried out in the same
manner as that prescribed for other
types of records in part 1228 of this
chapter. For further instructions on
the transfer of permanent audiovisual
records to the National Archives see
§1228.266 of this chapter, Audiovisual
Records.

Disposition.

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

§1234.1 Scope of part.

This part establishes the basic re-
quirements related to the creation,
maintenance, use, and disposition of
electronic records. Electronic records
include numeric, graphic, and text in-
formation, which may be recorded on
any medium capable of being read by a
computer and which satisfies the defi-
nition of a record. This includes, but is
not limited to, magnetic media, such
as tapes and disks, and optical disks.
Unless otherwise noted, these require-
ments apply to all electronic informa-
tion systems, whether on micro-
computers, minicomputers, or main-
frame computers, regardless of storage
media, in network or stand-alone con-
figurations. This part also covers cre-
ation, maintenance and use, and dis-
position of Federal records created by
individuals using electronic mail appli-
cations.

[60 FR 44640, Aug. 28, 1995]

§1234.2 Definitions.

Basic records management terms are
defined in 36 CFR 1220.14. As used in
part 1234—

Data base means a set of data, con-
sisting of at least one data file, that is
sufficient for a given purpose.
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