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PART 1
17 VAC 15-50-10 AUTHORI TY
These standards are established by The Library Board in accordance with the
provi sions of the Virginia Public Records Act, Chapter 7 (42.1-76 et seq.)
of Title 42.1 the Code of Virginia.
PART 2
17 VAC 15-50-20 SCOPE

These standards apply to all records generated on conputer-output mcrofilm
(COM that have been appraised as archival, having adm nistrative, |egal
fiscal or historical value as defined in Section 42.1-77 of the Code of
Virginia to warrant their permanent preservation. Such determ nations are
included in the officially approved retention and di sposition schedul es.
When such archival records are to be maintained on microfilm the silver
gelatin canmera mcrofilmis to be considered the permanent archiva

security copy. Thermally processed filmshall not be used unless a wet
processed silver-gelatin mcrofilmcopy is generated and preserved as the

archival canmera mcrofilm The camera mcrofilmshall not be used for

ref erence purposes and shall be inspected—approved—andaccessionedby the

Library and Archives and approved by the user to neet this standard. If the




COM original masters are to be stored by the I naging Services Branch

Records Managenent & | maging Services Division, The Library of Virginia,

then the originals nust also neet the "Guidelines for Film Mcrofiche or

Optical Media for Security Storage at The Library of Virginia". Filmnot

neeting this standard or the "Guidelines" will be returned to the Ofice of
origin.
PART 3
17 VAC 15-50-30 STANDARDS

Per manent records generated on COM shall conply with the foll ow ng
st andards approved by the American National Standards Institute (ANSI) and
t he Association for Information and | mage Managenent (AlIIM:

ANS] :

I T9.1 - 19891992 Imaging Media (Film - Silver-Gelatin Type - Specifications for Stability

| T9.2 - 19881991 |Imagi ng Media - Photographic Processed Films, Plates, and Papers - Filing

Encl osures and Storage Containers

[ T9. 11 - 19911993 Imagi ng Media - Processed Safety Photographic Film- Storage

| T9. 17 - 1993 Photography - Determ nati on of Residual Thiosulfate and O her Rel ated

Chemicals in Processed Photographic Materials - Methods Using | odine-

Anyl ose, Methylene Blue and Silver Sulfide




PH1. 151- 1983 Photograph(Flm - M crographic Sheet and Roll Filnms - Dinensions.

PH2.19 - 1986 Conditions for Diffuse and Doubly Diffuse Transm ssion Measurenents.

ANSI / Al | M

MS01 - 19881996 Reconmended Practice for Al phanumeric Conputer CQutput M croform -

Operational Practices for Inspection and Quality Control

M519 - 219871993 Recommended Practice for ldentification of M croforns

M523 - 19901998 Practice for Operational Procedures/Inspection and Quality Control of

First- Generation Silver Gelatin Mcrofilmof Docunents

M543 - 19881998 Reconmended Practice for Operational Procedures/Inspection and Quality

Control of Duplicate Mcroforms of Docunents and From COM

M545 - 1990 Recommended Practice for Inspection of Stored Silver Gelatin Mcroforns for

Evi dence of Deterioration



M528 - 19871996 Al phanunmeric COM Quality Test Slide

TR2 - 19801992 d ossary of |Imagi ng Technol ogy

17 VAC 15-50-40

17 VAC 15-50-50

PART 4

M CROFI LM STOCK

The film stock used to nake permanent archival security photographic or
m cr ophot ograph copi es of archival public records shall be safety-based
permanent record filmas specified in Arerican National Standards Institute

(ANSI ) P

19891992 Imaging Media (Film Silver-Gelatin type Specifications for

Stability.

PART 5

M CROFI LM NG PROCEDURES

Procedures to be followed in establishing and operating a COM m crographic

program for film ng public records shall conformto standards set down in

ANSI / Al | M M523- 1997 Practice for Operational Procedures/Inspection and

Quality Control of First-Generation Silver-CGelatin Mcrofilm of Docunents,

ANSI / Al l M M501- 49881996 Recommended Practice for Al phanunmeric Conputer-
Qutput Mcroforms - Operational Practices for Inspection and Quality
Control, ANSI/AIlM MS28-1987 Al phanuneric COM Quality Test Slide and MS43-
49881997 Recommended Practice for Operational Procedures/Inspection and

Quality Control of Duplicate Mcroforns of Docunents and From COM



17 VAC 15-50-60

17 VAC 15-50-70

17 VAC 15-50-80

17 VAC 15-50-90

M croi mages, including the generation intended for use, shall contain al
the significant record detail of the database, and shall be easily read and
reproduced. M croinages of the records shall be arranged, identified and

i ndexed so that any conponent of the records can be | ocated with reasonabl e

ease.

All densities shall be consistent throughout the mcroform The background

density on negative appearing camera—mcrofilmoriginal silver nmsters

shall neet or exceed 1.8. Background density on positive appearing camera

morofilmoriginal msters shall be no greater than 0.35. The
Base- Pl us-fog density of unexposed, processed, clear-base film shalk- nust
not exceed 0.10. Whena tinted base filmis used—the density shall not
exceed 03~ Measurenents are nade using a densitoneter properly calibrated

wi-th-froma step tablet. Provided by the lnformationtmaging Branch-
M—Fgl—m—%st—&t—e—lr'—b‘#&%&n‘d#@-h‘l#es—. i i i i O

Each mcrofil mshall have eye readable titling. This titling shall include
the office of origin, record series, inclusive information, date of filmng

and sequential nunbering of the mcroforns.

PART 6

PROCESSI NG



Processi ng nust be either conventional or full reversal, utilizing a

devel oper and fixer. Processors shall be certified by the manufacturer as

capabl e of producing archival quality processed fil m as—+eguired by ANSL

neet Methyl ene Blue requirenents as stated in ANSI 1T9.17 - 1993

Phot ography - Deternination of Residual Thiosulfate and other Chenicals in

Processed Photographic Materials - Methods using |odine-Anylose, Mthylene

Bl ue and Silver Sulfide.

17 VAC 15-50-100
Certification for archival quality processing shall be based upon the
Met hyl ene Bl ue test analysis. Processed mcrofilmnmust have an optinmum
concentration of greater than zero but shall not exceed 0—% .014 g/nf in a

clear filmarea. Film processed in-house shall be tested and certified

once every two weeks or as deened necessary by the Vi+rginia—State—tibrary

anrd—Arehi-ves | magi ng Services Branch, The Library of Virginia. Processing

services perfornmed off-site shall include provision requiring that the

Met hyl ene Bl ue test shall be perfornmed once every 24 hours.

17 VAC 15-50-110
A certificate docunmenting that the mcrofil mpasses the Methyl ene Bl ue test

shall be sent to the

Archives | magi ng Services Branch, The Library of Virginia. The certificate

shall contain the nane of the agency or governmental entity whose film was



processed, the date of processing, the date the Methyl ene Blue test was
performed, the test results, the processor used and the signature of the

person who did the test.

PART 7

17 VAC 15-50-120 HANDLI NG AND | NSPECTI ON

The total mcrofilnmng systemshall be evaluated to ensure that nicro-
i mmges conformng to the standards are produced. The final reproduction,
whether filmor hard copy print fromthe film nust be retrievable,

readabl e and reproduci bl e.

17 VAC 15-50-130
The original master shall be handled as little as possible, primarily
during the inspection procedure and when generating an internedi ate master.
Clean, lint free, white cotton or nylon gloves shall be worn when handling

the £idm original silver master. Food, snoking and other contan nants shal

not be allowed in areas where the original master is generated.




PART 8

17 VAC 15-50-150 STORAGE

The Conputer-output nmicrofilmshall be verified for conpl eteness and

accuracy by the Agency or governnental entity—thentransferred pronptlyto

storage. |If the original silver master is to be transferred to the | naging

Servi ces Branch, The Library of Virginia, for storage foll ow ng established

Retenti on and Di sposition Schedules, then it nust also neet the "Cuidelines

for Film Mcrofiche or Optical Media for Security Storage at the Library

of Virginia. Each microformshall be placed in enclosures that are free of

aci ds and peroxi des, neeting—ANSIPH1 53 - Photography (processing)—

Storage— and neet the requirenents in IT9.2 - 1991 |Inmaging Media -

Phot ogr aphi ¢ Processed Fil ns. Capera microfilmshall be stored accordingto

ANSIPH1- 43 - 1983

17 VAC 15-50-160
At approximately two year intervals, a sanple of randomy selected reels or

fiche in storage shall be inspected according to M545-1990 Recommended



9
Practice for Inspection of Stored Silver-Gelatin Mcroforns for Evidence of

Det eri oration.



