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"INTRODUCTION o

1000 PURPOSE
This guide explains what-micrqfi]m is,‘how to start a microfilm program
and how to be sure your processed microfilm meets archival standards.
Except as noted, the guide addresses the microfilming of permanentr'"

records - those wherein the information must be retained permanently.

W1th few exceptions,: permanent records may be destroyed after an

acceptable1m1crof11m has been made. However, no pub11c record may be

destroyed W1thout written author1zat1on from the. State Arch1ves

1001  SCOPE
Thls gu1de app11es to atl departments, d1v1s1ons boards, bureaus,
comm1ss1ons, 1nst1tut1ons and agenc1es W1th1n the three branches of
state government; it also app11es to a]lvcount1es, mun1c1pa11t1es, '

_ special districts, school districts and other poiitica] subdivisions.
&\\ - .
N |

1002 GUIDE CHANGES

This guide is issued in loose-leaf format to facilitate changes. Those

pages containing changes will be annotated by the pertinent change

number and date of issuance.

1003 STATE ARCHIVIST RESPONSIBILITIES

-- Develop and establish micrographic standards and procedures.
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TITLE INTRODUCTION

-- Provide professional assistance, counsel and quality contro]l

~ services to agencies relating to m1crograph1cs technzques, systems
and programs. ) ?

-- Conduct training seminars and‘wofLshops in the app]iéation of

micrographjcé standards and procedures.

-- Preserve and protect microfilm deposited.in his custody.

-- Provide secyrity storage facilities with the correct temperature

and humidity.

Q

1004 AGENCY RESPONSIBILITIES
| -- Consult with the State Archives concerning p1ané%13 microfilm,
proposed system and equipment

-- State aQEncies-obtain authorization to microfilm by

following procedures outlined in Chapter II of "Records
= Management Manual."

--"Local_Government agencies-obtain authorization to micro-

film by inventorying your records and sending State Archivegyf
a copy of your inventory. A sample inventory sheet is

included in Exhibit I (See page Al-1).

© -- Maintain a microfilm log similar to that shown in Exhibit II, (See

|

\

| |

page A1-2) to record camera activity and keep track of roll *

numbers and records series filmed.
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1005

-~ Inspect your own m{crofilm and certify to the continuity of the
filmed record and legibility of the information. If, for any reason,
any image is not completely readable, or any.portion of the series
has not been filmed appropriate corrections or documéﬁ%ation must
be made to insure standards and to comply Qith Title 24-80-107,
CRS 1973, as amended, before tr;Bsfer/seCLrity deposit to the
State Archivist.‘

-- Forward the first roll of the original camera film to the State

| Archives before continuing with the project.

-- Arrange for instruction of your microfilm personnel by vendor(s)“
in the use and*maintenancé:of microfilm equipment.

- Makg any corrections requestEd'by the State Archives in their
Quality Control Review Report.

-- Contact the State Archives for aufhorization to make;any changes‘

in the established microfilm program or equipment.

COST BENEFIT ANALYSIS -

Before you imp]émgnt a micrographics program you should:

Compare thg cost efficiency of your present;system with proposed

~ systems. P

Analyze need for documents or information.

Consider the alternatives-to micrographics.

FES
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- Examiné*alternative methods of creating microfilm.
. i . L G
f—étompare for compatibility with microfilm systems already in use.
-~ Check out space requirements.

- Ana1yze requirements for temperature, humidity, electricity,

B Dlumb1ng

;ﬁf,etermlne need for add1t1ona1 sate111te equipment.

AT

 "jAdv1ce the State Archives of the type of equ1pment manufacturer

ﬁand mode1 you p1an to use.

preservation.of permanent records.

2000 GENERAL
The State Archives applies jndustry—wide'micrographic standards as
formulated by the National Bureau of Standards and the American
‘Natiohai'Standards Institute. Whether you plaﬁ to film and/or process
. microfilm in-house or uée_an outside seryice bureau, careful adherence‘
to these standards will ensure that your program produces optimum

resu]té.

4
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STANDARDS

Specific standards to be dealt‘hith herein include those that pertain to
microfilm stock, preparation of documents, microfilm roll documentation,
retakes, processing, dens%ﬁy, film inspection, microfilm box

Cor
documentation, storage and equipment maintenance.

2001 MICROFILM STOCK

- Standards call for the raw microfilm stock to be safety-base silver
. halide film. Such film will be marked with the word "safety”, the

symbo] "S" or with a tr1ang1e at intervals a]ong the edge. Before

~ purchasing raw film, make reference to these standards in your

purchase order or contract

" - As long as the first generation or original camera fi1m meets these
_ archival requ1rement<, any subsequenu copies may be s11ver, diazo,

ves1cu1ar or any other type of safety base, positive or negat1ve, film.

2002  PREPARATION OF DOCUMENTS

Documents should be "camera ready" before filming.' The'operafor is
' : 7 . '

more 1ikely to make mistakes if he or she is oéerating the camera

and sorting at the same time. “"Camera ready" means:

== Organize your documents in proper order.
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2003

2004

-- Remove all paper clips and staples.

-- Flatten folded documents.

-- Unfold folded corners on documents.

-- Attach very small documents to a 8%" X 11" sheet of paper so they
will not get lost in the ﬁachine. |

-- Back onionskin or other translucent documents with 20°1b. white
paper to make them more .Jegible. | | b |

— Repair torn documents with transpéreht méhding tape. DO NOT

use cellophane tape.

MICROFILM ROLL DOCUMENTATION

Standards ca]] for each roll of film to be documented 1n conform1ty

/

with a standard /format for identification and retr1eva1 of information,
anq for i$ to be acceptable in court. Instructions and sémp]es are
included in Exhibit III (See pages Al-3 thru A1-10).
. . {v{ : _ W
A\ ' .
PROCESSING A
Standards call for the processing to be conventional (develop,

rinse, fix, wash) with a residual thiosulfate ion concehtration not

to-exceed 0.7 micrograms per square centimeter in a clear area.

4
1
‘
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The American National Standards Institute standard PH 4.8 includes a
methylene blue test to determine the amount ¢f sodium thiosulfate
(fixer) remaining on the microfilm a?ter the final wash of the
developing process. This information is importqng becaﬁée_residua] ﬁ
thiosulfate causes stained and faded- images if left on the film.

Ensure that in your contract with a service bureau for film processing’
the performance of this test is specifiéd. The State Archives may

require a statement that such testing has been conducted. o

If processing is done in-house, it is essential that the processor
manufacturer's instructions regarding processing procedures (chemicals,
temperature, replenishment, cleaning, etc.) be followed gg;gﬁg letter

k2l

“to ensure the film meets archival standards. &
If you contract with a commercial firm for processing and/or
duplicating your film, be sure you include instruction on what to do
with the film after it is processed.

We recommend that you havg the %i]m returned to you before duplicate
copies are made. This will allow you to check the film for retakes

or other problems.
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~ If the film is satisfactory, send it out for your dup]ihate working

copy,'thh instructions that the‘original fi1m‘be sent to the State

‘ Archives'énd the dﬁp]icate copy to you. If there are errors or

problems with the film, make the necessary corrections and then arrange

to have the duplicate copy made.

DENSITY | .

Densit} is a numerical expression of the darkest area on the fiim.
The a]ldwab]e density range of camera copy microfilm is .75 to 1.4
on the density target; the optimum is .9 to 1.0. The density target
must be“a ¢lean Sheet'of non-watermarked white 20 1b. paper which

appears at the beginning of each roll of film.

Even thoﬁbh the density may vary throughout the roll, it is not

.necessary to take correct:ve act1on if it is due to differences in

3

" the co]or of the paper stock, age or condxtlon of the original

documents.

The exposure reading {voltage) should be the same for the succeed1ng
record material as itis for the density target. See Exh1b1t IV
(See pages Al-11 thru Al-12) for possible reasons for density

variations.

)
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-2006 INSPECTING PROCESSED FILM

-Standards call for each processed roll of film to be inspected on
‘your reader to be sure the fi1me& imaggs are legible and in order.;
If‘hbt, retakes must be made. ”* |

Since the State Archives does not inspect film specifically for
legibility and order, you should inspect each f011 for comﬁon defects

such as: : ’ 2

/B
Blurred or out-of-focus images. -

-- Folded corners.

Scratches and lines on film.

Overlaps.

Stretches or contractions.

1.
]

-- Chemica] residue. G

-- TFog.

Types of defects and ways to correct them are shown in’Exhibjt )

(See pages Al1-13 thru Al-17).

2007  RETAKES .
Retakes are necessary to correct any errors or defects on-the film
found during inspegtion. borreétions shou]éibe made as soon as
possible because the State Archives will not authorize destruction of

filmed orginals until the entire roll of microfilm meets standards.
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2008

e}

2009

N
STANDARDS %,

~Instructions for filming retakes and the ﬂocumentation of retakeé

are included in Exhibit Vi (See pages Al-18 thru Al-20). P
L . 2 =R

l:

MICROFILM BOX DOCUMENTATION (LABELS)

QUALITY CONTROL REVIEW SERVICE - ) 4

AY
it

Standards call for m1crof11m box documentat1on to 1nc1ude

\4

~= Ro11 number: Each record type should start w1th ro]] #1 and run
consecutively. & e ‘ SR

-- Agency name. A

-- Record title: Use exact wording as that on the authorization
issued by the State Archives.

-- Identification of beginning and ending documents on roll: by
date, alpha sequenée, numerical sequence or other.: ;:A

-- Retakes for .another roll of fi]m,'ﬁf applicable.

A sample box Tabel is shown_in Exhibit VII (See page Al- 21)
\;

e

Before you are authorized to destroy originaﬁ'documents; your film
must be reviewed by our Quality Control Unit-for conformity to |
standards. ThisiﬁérVice will prepafé and send to you a Quality
Control Review Report, as desc?ibed‘in Exhibit VIII (See pages

A1-22 thru A1-23).

<
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If the film is acceptable, the report will be signed by the State
Archivist and the destruction of originals will be authorized. If
the film is unacceptable tﬁe report will be returned to you unsigned,

o - 0

specifying whaf:corrections are needed. After the defects have been

corrected you will receive a signed, approved report.

e

STORAGE 4
Since one of:fhe primary reasoné for filming records is for security
of the record information and to maintain the evidential - value, the
film should be stoféd in an area removed from the briginal‘documents.
The- State Arch{ves is the only legal custodian of pubTic Fecords other
than the originating agency,&and, since it has facili;ieé which#meet
industry standards fdrﬂstorage-of microfilm, we recommend that
agencies .store their pefmanent record film with us. We will store your
microfilm at no cost, but we do require that the microfilm is:
-~ Rol1 form, . : B
-- First generation df camera cop& of silver hglide fiim (Silver

.{;a1ide microfivais stored separate from other types of

film because of damaging chemical interattions).,

-- Permanent records.
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2011.1

2012

EQUIPMENT MAINTENANCE

Agencies are encouraged to maintain good housekeeping practices to

assure optimum qué]ity in the production of microfiimed recordsi:

MICROFILMER (CAMERA)

-- Clean the mach1ne at least once a da/, and more often if
eL material being filmed is dustonr dirty.
~-- Clean glass guides (rotary camera only) first thing in the
- morning and again at noon.
-- Turn on the lights after un]oadinj*the camera and inspect the
rjhtefﬁor for dust or other foreign objects which.can be blown
\out w1th a rubber syringe or puffer.

~ -- Cover at night and during other extended per1ods of non- use.

READER AND READER PRINTER (OTHER EQUIPMENT)

[}

Maintain scheduled cieaning program.

Follow manufacturer's recommended procedures.
-- Be.very careful with lenses, condensers and other optical glass

surfaces.

Cover af‘nighf‘and during other extended periods of non-use.

COMPUTER QUTPUT MICROFILM (COM)

Standards call for Computer Output M1crof1]m for transfer/secur1ty

depos1t to the custody of the State Arch1ves to be:
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-~ Produced on silver halide film (original camera copy).

—fgéeposited in roll form. (Sﬁecify this in your contract).

-- Numbered in sequential ordeh.:

-~ Accompanied by written certification signed by the agency head,
as shown in Exhibit IX (See page Al-24).

-- Documented to show agency name, identity of record series and

period covered.

- -~ Have a density of 1.3 or higher.

WORKSHOP ‘
Tonprovide you with additibﬁa] guidance the State Archives offers
honth]y microfilm workshops for micfbfi]m and supervisory personnel of

all state and local government agencies. These sessions, in

- . . W
conjunction with use of the“Guide to Micrographics Standards, will

_give you better understanding of the use of microfilm and the

importance of standards.
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2014  RESOLUTION |
DEFINITION: The ability of optical systems and photo-materialg{;o render
visible fine detail of an object; a measure:bf sharpness of anggmage,

expresSéd as the number of lines per millimeter discernible in an image.

Resolution in processed microfilm’is a function of film emulsion,
exposure, camera lens, camera adjustment, camera vibration and film

processing.

Resolution is measured by examining a microfilmed resolution test chart

under a micrdscope to ‘determine the smallest pattern in which lines can

3

‘be distinguished both horizontally and vertically.

Exhibit X, Page A1-25, shows a typical'test.chart for determining
resolution. Standard§ ca11 for a test chart to bé_fi]med along
with the fest of the documentation at the begihning of each roll
(See Exhibit’II1I, Page A1-3). State ArchiVes_w111 check)the chart (

to ensure that the film meets standards for definition and clarity.

Test charts are available from National MicrographiGS'Association o

check with your vendor.
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2015 STEP-TEST PROCEDURES

Standards call for a step-test to be taken to ensure and/or correct
any problems with the voltage dgnsify. The procedures for maki.ng
this test are as described inl_Exhibit XI (See pages A1-26 thru
A1-27). | |

3

7/
\

!
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EXHIBIT I - INVENTORY OF RECORDS

‘I\t is necessary to héve'background information to establish your records
program. Please indicate in the appropriate column what action you wish to

take.
| INVENTORY OF RECORDS { SUGGESTED FORMAT)
NAME OF TITLE OF : EARLIEST JHOW LOUG DO §
RECORD SERIES DATE [YOU WANT TO [EVENTUAL DISPOSITION OF ORIGINAL DOCUMENTS
KEEP IT DESTROY W/F DESTROY [W/F RET | PERM RET
VOUCHERS oo 1942 | 3 Years X ’
" KLIUTES OF THE BOARD ' 1885 | PERMANENT ' X
. After one
TAX RECEIPTS , 1885 1 10 Years vear
" After five
ASSESSMENT ROLL 1885 | PERMANENT vears v
CORRESPONDEHCE ‘ 1951 | PERMANENT X

KEY:  DESTROY: - DESTROY THE QRIGINAL DQCUMENTS {ENTIRE FILE) (BY LANDFILL OR SHREDDING)
M/F DESTROY - MICROFILM ATY INTERVALS AND THEN DESTROY CRIGINAL DOCUMENTS
M/F RET - MICROFILB FOR SECURITY ONLY - NO DESTRUCTION OF ORIGINALS -
PERM RET - RETAIN ORIGINAL DOCUMENTS PERMANENTLY - NO MICROFILM
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EXHIBIT II - MICROFILM LOG

We recommend this sucjgested format for a microfilm log. 'Additionaﬂy we
recommend this 1og be kept on the microfilm machine for use of the operator
to make entries.

MICROFILM LOG
AGENCY

Date: Rol}l
Start | Finish| No.

Volt-
age Series Title

First Document | Last Document

Comment

B e Mt SR

A
T
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. EXHIBIT III - FILM DOCUMENTATION

The fo]10w1ng illustration identifies the standard steps for document1ng
every roll of f11m in correct order.

‘9 “ Erg e!

Resolu1on Blank ' Beg:n : Acin Tue | Last SPACE A Roit
Crart - wnte | ] RoiNe N Cen Target SPACE RECCRCS | pocument Cen Prease
Paoer > Rewna

1 2 3, 4 5 6 7 8 9 10 1 12
Step 1. Film the resolution ehart.
o See Exhibit X, Page A1-24
Step 2. Film the density target.
| @ Use a clean sheet of white 20 1b. paper that is not watermarked.
Step 3. Film the “START ROLL" flasher. |
e Use one inch high letters
Step 4. F11m the "ROLL NUMBER" .
| o Use two inch h1gh numbers .
Step 5. Film the "AUTHENTICITY CERTIFICATE". | |
| e Type on your official 1etterhead; See Exhibit I1II, Page ‘A1-6. -
Step 6. Film the "TITLE TARGET". . : f _ ' _ o
, e Type on your 0ff1c1a1 1etterhead See Exhibit III, Page A1~8.
Step 7; Advance film one space ) o |

. o Leave clear film between documentat1on and mater1a1 to be filmed.
Step 8. F1lm your records.
Step 9. Film your last page of records
Step 10. Advance film one space

e Leave clear film-between the last page of your records and the
"AUTHENTICITY CERTIFICATE".

Step 11. Film the "AUTHENTICITY CERTIFICATE" once again.
Step 12. Film the "END OF ROLL" flasher.

e Use one inch high letters. |

¢ Record no images after this flasher,
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EXHIBIT III - FILM DOCUMENTATION

Keep the documentation items (Steps ]~6' & 11) in proper order in a file
folder on your microfilm machine with your microfilm log book.

SAMPLE FILM DOCUMENTATION"IV’OLLOHS.

NOTE: SEND FIRST ROLL TO STATE ARCHIVES FOR QUALITY CONTROL CHECK BEFORE
. CONTINUING PROJECT.

7

;
s
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EXHIBIT III - FILM DOCUMENTATION {continued)

ROLL NUMBER FLASHER
(YOU CAN USE WALL CALENDAR NUMBERS)
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EXHIBIT III - FILM DOCUMENTATION (continued)

Standards call for this certificate to be typed on your agency Tetterhead:

AUTHENTICITY CERTIFICATE

I hereby certify that the microphotographs reproduced on this film are

true copies of the original records and were microfilmed by

Name and

Address of'Vendor or Agency

£

in fu]]fi11ment of the provisions o Section 24-80-107, Colorado Revised

“ Statutesf1973, as amended. The records reproduced on this microfiim were

created during the normal course of officjal business of this agency. The

w

description and methods of arrangement and dating of the origina1 records

- have been retained.

Date

Signature of Authorizi

ng Agency Officer -

Title
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EXHIBIT III - FILM DOCUMENTATION (continued)

Standards call for this cert1f1caffyto be used in addition to your own if the

records are to filmed by someone’ other than yourself.
on the vendor's letterhead.

AUTHENTICITY CERTIFICATE

I hereby certify that

It should be typed

Vendor Company

0o

has microfilmed the documents on this roll of film in accord with

instructions received from the

\\J

Agency of Origin

o

Date Signature of Authorizing Officer
! for Vendor Company

Title
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EXHIBIT III - FILM DOCUMENTATION (continued)

Standards call for this to beﬂtyped on the'agency's Tetterhead.

TITLE TARGET

NAME OF AGENCY

TITLE OF RECORDS

BEGIN-END DATES OF RECORDS

SEQUENCE: ALPHABETICAL [ ]  CHRONOLOGICAL [ | NUMERICAL [ ]

OTHER (SPECIFY) [ ]

Y]

AFTER MICROFILMING, DISPOSITION OF ORIGINAL' RECORDS:

DESTROY [] - PERMANENT RETENTION[ | TRANSFER [ ]

- THE SECURITY COPY OF THIS MICROFILM IS ON FIVLE IN THE OFFICE OF THE

STATE ARCHIVIST. '

REDUCTION RATIO ' /1. mm film

MICROFILMING DATE

Month & year

AUTHORITY NUMBER
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EXHIBIT III - FILM DOCUMENTATION (continued)
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. E-XVHIBIT IV - DENSITY VARIATIONS

>

The possible reasons for den51ty var1at1ons on m1crof11m in descend:ng order
of 1mportance are:

A. Dens1ty too low (.1 - .74)

1. Insufficient exposure due to‘'camera being set incorrectly.
Other electrical items on the same circuit as the camera.
Insufficient line voltage.
Insufficient ‘development in processor.

Different emulsion number on fi]m,

.

Weak exposure 1ight bulbs.

Dirty glass guides. (Rotary cameras'only)'

0rigina1 material faded, dirty or colored.

B Ve B o o ~J o (3, £ w N

Outdated film.
~ 10. .Use of wrong f1]m in camera.
11. Wrong process1ng chemicals.

12f Process1ng temperature 15 too 1ow

B. Dens1ty 100 h1gh (1 41 - 3. 0)

1. Too much exposure due to camera being set 1ncorrect1y
Too much line voltage. |

. Too much déve]pﬁment in‘prbcessof.
‘Different‘émuTSionﬁnumber on film.

Wrong processing chemicals.

Use of wrong film in camera.

Processing temperature is-too high.
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EXHIBIT IV  DENSITY VARIATIONS (continued)

C. Density fluctuates throughout the roll, or across the film

1. Line voltage fluctuation. |

2. Other electrical devices on the same circuit as the camera are-
turned off and on, e.g. refrigerator, coffee pot, electrical
heater.
Dirty glass guides and/or mirrors. (Rotary cameras only)
Original material is faded, dirty or colored.

One or more exposure 1ights bulbs burned out, or weak.

Incorrect processing.

.  Camera malfunction. ' | &

oo

Operator error.
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EX{IBIT V - MICROFILM INSPECTION DEFECT>GUIDE

The fo11owinglis a éﬁide to microfilm defects that will aid you)ih
recognizing and correcting sdme of the more commoh filming errors. The
State Archives will annotate on the Quality Control Review Report the
letter/number referenﬁe to the quide, specifying the proba51é defect.
In the event that the problem cannot be determined by checking the
Microfilm Inspection Defect Guide, we suggest'you contact your service

representative immediately.

This guide was reproduced by permission of Rbdd S. Exelbert, Publisher/

Editor, Microfilm Techniques, 250 Fulton Avenue, Hempstead, New York 11550.
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" EXHIBIT V - MICROFILM INSPECTION DEFECT GUIDE (Continued)

‘ A IMPROPER EXPOSURE OF FILM

1. AEEL TOO LIGHT

_ 2.ONE HALF SIDE OF REEL TOO LIGHT

B UNEVEN DENSITY ON IMAGES

i1}

8. WASHBOARD

8. WASHBOARD

-. 8. DARK STREAK

Flilming Datecis

A. IMFROPER EXPOSURE OF FILM
1. Allimagesicalight. kimis underexpased

i
2. One side of duplex image (fronl & back
of documen! sige by sxte on film} tao light
images on one hait the width of the him are
underexposed

3. All images are 1co dark — fim ss over-
exposed

B, UNEVEN DENSITY ON IMAGES

4, Light leading edges on 'mages

]
S. Lignt trading edges on images

8. Washboard -~ allernating hght & dark
areas across the image. shght dlur

7. Light streak — hght area through the
Images running the length of the him

8. Dark streak — dark area through the.

images running the iength of the film,

Probable Causes

Electrnical voilage setling 1o tamps too Iow —
not enough hght

Disty gtass guides. miteors or tamns

Qirty” murrors ot lamp bank — usually the
rear lamp bank

Electrical voltage sething 1o tamps oo hignh
— tog much nqhy,

o

M. trip me. m out of adj:

{upping late. shutter opens late'

Snutler not opeming sacn enough

Shutter cicsing too soon.

Fum Drive Ralier dirty or glazed.
Fluctualing electrical power supply, joose
connections, poawer Corgd plug not secure
1n wall receplacle

Dirt ar fareign object on Qlasy guides, mir-

i0rs, exposura lamps or jens. Exposure lamp
burnec out :

Large white object on glass guiges. Expo-
sure iamps not evanly matched

Romedies

increase voltage to lamps For om:vmum voliage set-
ting. run a step series — (Camera voltage step test |}

Clean mirrors. gtass guides and lamps Be sure lo

ciean boin tront and Back fFamp banks

Clean mirrors and |il’nD§.

Decrease voltage to iamps. For optimum selling run
a step senres ~ [Camera voitage step test }

Call tor sarvicerman — to adiust thp mechamism and/
of theck for binds sn the shutler mechamsm. clean,
adjusl ana jubricare

Cali for serviceman ~ to agiust inp mechanissm

Ciean the him dove rotiar in the camera with a Clean
cloih dampened with plain water.

Chach for loose electrical conneél-ons such as power
cord 1n wall receptacie :

Clean off ¢irt or remove foreign object from glass
guides, mirors, lamps or lens Replace the defective
exposure lamp — if lamps are 1 year old or mora re-
place all 1the lamps in that hank Lt

Remove foreign object trom glass guide. Replace any
expgsyse 1amps which arent matchga n style and
wallage

o

]

i
/
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TITLE

EXHIBIT V - MICROFILM INSPECTION DEFECT GUIDE (Continued)

C FINE LINES OR SCRATCHES ON FILM

8. LIGHT LINE

0. DARK LINE

-

11, DARK S8CRATCH

D DARK BARS ACROSS FILM

12. SPACE BAR (occaslonal)

13. CONTRACTION SAR

Filming Defocts

C. FINE LINES OR SCRATCHES ON FiLM
9. Light lina through images running the
length of the him,

10. Oark hine through 1mages running the
tength at the ftm

11. Dark scratch through images ruaning
the leagth of the tm. E€dges ol scraich
stightly uneven .

O. DARK BARB ACROSS FILM
12. Space Bas — accasional aark bar be-
1weonimages, usually noimageloss. Usually
occurs atgnd of runof a patch of documents.

1). Contraction Bar — Solid dark bar
through image Usually rapealed through-
oul fim, Image an him smailer than narmal,

Probable Causes
Small dark Object on Qlass Quides, mirrors
or in the optics! path

Smull white object or paper clip on Glass
guides

Film not threaded correclly in camera.

Binging roliars in camera

Dirly glass guides.

Camara shutter nol closing properly,

Film in the camera hesitates while docu-
meat is Leing photographed. . :

Remedies

Remove foreign object and clean giass Quides or
misrors

Remove foreign object and clean glass guides

Check fiim threading guide diagram in camera.
Check all moving pans in the camara which contact
the 1itm. Regplace all worn, benl or defactive pans.
Clean camera unil and ramove ail foreign objects

Clean the glass guidas.

Call lovvicéman to repair the shuttar mechanism if it
is causing the problem

Clean the fitrn drive roller in the camera with a clesn
¢loth dampened with plain watss
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18. STRETCH

16._MULTIPLE DEFECT

BLANK OR CLEAR FILM

17. BLANK REEL (not illUll"IlA.d]

e g
18. IBREGULAR SPACING

[

19. SHORT STRIP BLANK FILM

Filming Dotects

E. DISTORTED OR BLURRED IMAGES
: V4. Strelch — Whole ar parl of image
dlurred & elongated (wilh no loss 1 Aoimal
image densily-darknesst

' 15, Stretch — Whole of part ol image eion-
Qated ano blutred lwith ighter than normal
uensity)

t8. Stretch & Contractions images wilh
combinanon of strelch, coniraclhion & un-
even densily Blurreg & distarted images

~
47
[ '

18A. images blutred and olt eage of thim

images are incorrectly located scross tne
hitm & out of lucus

. BLANK OR CLEAR Fium
17. Brank Film - {entye rallt no imagas on
eniire hilm iength Nate (Check lo be sute
Ihat customes Gia nol sent an ungsposed
roll of tikm to be processed )

mn

V4
e

7

7
./f’ '
18} Jeregular blank spaces betwean images
Bilank film {part of roll) images stop sud-
denly (Nof intentional spacing of him by
camera operator }

19. 8lank Him (short sinp of blank him us:
ually one heavy gark line centered on 6 ft.
sinp of olherwise blank film)

Probable Causes

‘Document hesitaled while being photo-

grapted — rutiber banas. papar chos wtc
todged «n the maching paper (ranspart path

FHm moving fasier Ihan moving document
Fum shipping on camera titm drve roller,
which 1s difty or gtared

Film someiimes mav:nQ lasler, somelimes

* slower (han pape’ tocument being photo:

graphea Fim & paper
synchraonazed

movement nol

Film not seated between kim drve roiler
tftanges Film nges up on one side ot him
drive rotier llange

Forewgn object it apidi pdin somewhere
belween ihe: pape? document & the him

Lamp banks not it

Mizzor oul ol posIan O MISSING

Filmm imgproperly laadea in camuera black
ayebach suie facing iens

Shutter nol opening

Foreign object stuch under tnp hngers
signanng the camera lo continue 10 advance
fitm even though No papers are being fed
inta the microlilmer

Fiim taslea io advance. due (o improper him
threading or lanity htm gnve mechanstm

Romodies

Inspoct glass quides and faller and belt. or drum
paper Iranspaet syslem Remove all tareign oblects
whichimpede paper movement INtQugh camera lrans.
port system :

Clean the liim drive roller in the camera with a clean
cloth gampened with plan wates.

Clean the him drive rolier in Ihe camera with a clean
cioth dampened with plain water

feview lilm threanng procedures — relor to the cam-
era oporating “~.atruction manuvat
' o ’

Chech the glass guwides. mirears & lens Remove any
obsiruclhions which block the reflected image from
oussing through the camerg [2ns to the im

Chech 10 pe sufe lamp banks are plugged n Re-
place butned ous tampa

Repidce missing mirror Check to see thal a mirrors
$re 0 posSIhion

Thread tim v camera around Ihe him give roller with
emutuion syle tacing the tens

Calf camera serviceman ta correct any sul of adjust-
ment canditson

Hemove foreiqi objett trom contact with tnp hingers

Check htm Inreaming diagram to msure Ihat him s
fhieadea orooetly 1n the camera Calt serviceman 1o
regair faulty him dnve mechansim
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< 22.FOG

24. OVERLAP

28 UNEVEN FEEDING

Filming Delects

. FOGGED FiLm

20. Film was exposed 10 hght causing ' fag
{btack area on kiim extending into the image
Area at beginning of him roll )

20. Fum was enposed lo hght causing "log”
{black area on fum exlending ilo 1N 1mage
area at end ot him rolt }

21. Fum was gaposed 10 hght causing “fog™
{black area on him extending into the ymage
arsa at othas than the begnning of anc of
f2m coll

22. Fum was exposed 10 Ight causing
“gage 100~ (black area on fim edges same-
times extending inlo Ihe 1mage areal

H. PAPER FEEDING ERRORS

2). Foidea or creased documen! photo-
graphed causing loss of information Tota!
image not readable

24. Document overlaps Two or more
papers are fed into the miccofiimer at the
same lime. Botiom papers are partially cov-
erad by tha top paper causing 10ss of inlor-
mation on the lim image

28, images oll im edge Portion of the
image is off the edpe of ilm. NOTE. image
s in shaep focus

Caution: it images are blurred or turzy, &
appear Qut al lacus, refer ta seaction “"E”
mn this quick Quide.

26. Unsven Imege pomtion. Images irreg-
ularty locsted or staggered on the fim.

Probable Causes

Camera operalor icaged Limanto camera &
began fiming without hirst advancing film
in the camera tar enough

. Camera operator unioaded lim lrom the

camera, after filming. without V75t advanc-
ing htm i Ihe camera far enounti
\

Camera door was opened in eriar while 1l
was loaded with him Apptarimately 2 It
of hiim would be logged « the camera door
s opened

Excessive overhead highl in area where
camaras are being joaded with him

Dog-eared Of lotn papers Paper Clips or
staples on papers Foreign object caught in
paper Iranspart path

M microfilmer uses 8 hand teed shell) —
Documents are baing led into the camera
foo fast. o

{1 micrefilmer uses an automat.c lpeder
devicel — Documents not tamped & fannaq
correctly

Feeuing & sspatating rollars in automatic
feader are glazed or dirnty.

Aytamatic leedcar is oul ol sgjusiment & per-
mits double teeding of documenti

Feeding guides no! sdjusted properly &
documents feo 100 ¢lose lo one edge of
camera lhroat.

Documant 100 wide far mocel ol camera
being used

Feeding guides are not teing used O pre
nol adjusted correctly for the size ol docu-
ments being fiimea.

Remedies

When starting a lresh rail ol him, always advance
enough lim to brng fresh idm inta (the Camers 1ens
area belore fiming bagins

- When hrushing a roll of tém, always agdvance encugh

Iim to *oll up the tast expased Lim onlo 1he take up
roll betore unioading the esposed roll of Him lram the
camera

Keep camerd 000f locked with key whenever it con-
tans him Camera doo? shouwld only be opened tn
accoraance wilh him loading and wnloading proca-
dures puthned in your camersa oparating manusl

Oum the nghts or 1oad him in areas where hght i3 sub-

. dued Folliow hilm foading and unioading procedures

th your camerd oderaling manual

Slsaighten dog-eared papers. s¢alch tape torn papers.
remove all slaples & papar clips betore leeding into
miceohlmer Chech glass guides 8 paper transport {oc
foreign objects and temove obslacie

Camera operator should teed ona document time,
being careful 10 separale papers 1o avord “double
feads” or overlapping ol documents

Place Ihe stack of documents into the automatic teed-
er 16 thal the leaging edge of the fop documanl
{engages} touchas the leeder rotier

Clean the leeding & separating rolters wi
cloth dempaned with plain waler. J

h = clean

Adjusl the doubie-teed stop on sulomastic looder —
lollaw instructions in your cemers opersting mangal.

Adjust leeding Quides to accomodate the size Jdocu-
ment being filmed.

Chack camera operating manual lor isting ol maxi-
mum documant sizes pholographed by vanous mode!
cameras

Adjusl the feeding guides to aid in ursfarm position-
ing of images on the film,
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EXHIBIT VI - RETAKE DOCUMENTATION

The following illustration identifies the standard steps for documenting
- every retake in correct order.

: Starto! End ol . . dord B Stant .oI
Relake : . _ 71 Retake Blank Spaces Raiske
For Roll . MATERIAL TO BE RETAKEN For Roll
139 147

2 _ 3 4 5

Step 1. Start a new roll of film.
Step 2. Film "START OF RETAKE FOR ROLL __ " flasher.
o Letters should be at Teast one inch high.

e Roll number should be at least two inches high.

¢ Signature of authorizing person should be completed.
Step' 3. Film the records that have to be retaken.
Step 4. Film "END OF RETAKE" flasher.
:Step 5. Advance film three to four spaces.

o Leave clear film between documentafion and what follows.
If you'have retakes for more than one roll of film, repeat the above steps
for each retake. ‘lhen you have finished filming the retakes, proceed with
your regular filming just as if you were starting a new roll of film,

follow the film documentation procedures. See Exhibit III, page A1-3.

Film container documentation standards include not only what regular f11m1ng
is on the roll, but also what retakes are on the roll. N

SAMPLE RETAKE FILM DOCUMENTATION FOLLOYS.
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EXHIBIT VI - RETAKE FLASHERS (Continued)

1" HIGH > |

2" HIGH

NOTE: The microphotdg raphs appearing between “START OF RETAKE” and “END OF
RETAKE?” are true copies of documents or records which were mlssmg or determlned
as unsatisfactory on inspection of the original microfllm roll.

Signature of Operator or Vendor

_ Date
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EXHIBIT VI - RETAKE FLASHERS (Continued)
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EXHIBIT VII - SAMPLE BOX LABEL

identified on the label.

The following illustration shows standard documentation for box labels.
If there are retakes on the roll, make sure that they are clearly

! A
Agency Name} El Paso County Dist. Court
Record Title Civil Cases ~ Closed :
14317 - 14361 : :
Inclusive Dates or Other Ident. ™ 150 v
A
CONTENTS ' ROLL NO.
o i 150
Exceptions: Case No. 14319, 1634&? 14345, BACK OF BOX
14346. ' '
Retakes for Roll 139 at Beginning of this
‘roll.
N
}
Vi
~
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TITLE

" EXHIBIT VIII - QUALITY CONTROL REVIEW REPORT

The following items explain the meaning of a completed Quality Control
Review Report." ,

Record title: Exact title of records séries - must be the same as that on
the authorization, title target on film and box label.

Dates: As given on the box label.

Film size: 16hm, 35mm, or whatever.

Content: Records filmed on the roll, as given on the box label.

Code: X, OK and R;afe self-explanatory. Reviewer will indicate where
to check in the Guide to Micrographic Standards for the possible
problem and solution.

Ro11 no(s). “ ) N

it

Summary: X or OK

Diazo or vesicular, silver second generation: ‘any of these will be
rejected - only original camera negative will be accepted.

Documentation: FILM, See Exhibit III, pages Al1-3 thru Al1-10.
BOX LABEL, See Exhibit VII, page A1-21.

Fog: Start, end, edge - if any documents are illegible due to fog,
these are to be retaken.

Chemical residue: Obvious chemical residue must be removed by re-washing -
may be run through processor again.

Scratches, contractions, overlap, folded document, streaks, stretches:
reference will be made to the Microfilm Inspection Defect Guide. Retakes
will be necessary.

Density: Reviewer will record density. If it is not between .75 and 1.4,

~the roll will not be accepted for deposit. B

Comments: By reviewer, if any.

Reviewer will sign. if roll is acceptable, the State Archivist will
also sign. '

\;\\
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EXHIBIT VIII - QUALITY CONTROL REVIEW REPORT

DEPARTMENT OF ADMINISTRATION
DIVISION OF STATE ARCHIVES AND PUBLIC RECORDS LOG NO.
MICROGRAPHICS QUALITY CONTROL REPORT

FROM:

STATE ARCHIVIST .

Division of State Archives and Public Records

1313 Sherman Street

Denver, Colorado 8020% Phane: {303) 866-2055 ¢

1t shalt be the responsibility of the agency 10 Inspect its own microhim and certily 10 the conhinuity of the filmed record and leqibility of thn intarmation 1t
lor any reason. any rmage is not camplelely readable, or any portion of Ine senes has not been ktmed appropnate COHECHNNS oF dOCumeniation musl be
© made to insure stiandards and to comply with Title 24-80-107, CRS 1973, as anended. oelore transter/secunty depastt to the State Archivist

RECORD TITLE: .
DATES: : ' FILM SIZE: _
CONTENT:
KEY: ' ' - OK — ACCEPTED "X —REJECTED =~ = ° R=-“RETAKE DOCUMENTS
ROLL NO(S).
| summaRy - ' D
DEFECTS
DOCUMENTATION - ‘ : |
FILM ' R " =
BOX LABEL
FOG: START
END
' EDGE
CHEMICAL RESIDUE’
SCRATCHES
CONTRAGTIONS
OVERLAP ’

FOLDED DOCUMENT

STREAKS
STRETCHES
' DENSITY
*SEE: GUIDE TO MICROGRAPHICS STANDARDS PAGE(S). - ITEM{(S)
COMMENTS: 3 '
ROLLS ACCEPTED FOR TRANSFER/SECURITY DEPOSIT -
REVIEWER oATLE
STATE AACHIVIST'S AYPROVAL DATE
FORM NOI SA 185 (HEV. 1079, 7/82) . ) WHITE COPY —STATE ARCMIVES

CAMARY COPY ~ AGENCY .
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EXHIBIT IX - AUTHENTICITY CERTIFICATE (COM)

e

AUTHENTICITY CERTIFICATE
COMPUTER OUTPUT MICROFILM
(COM)

1 heréby certify that the following items:

Title:

hStandards call for this certificate to be typed on your agencyfs letterhead.

Total number roll(s):

" Microfiche number(s):

Year(s);

Page Number:

are the official records of

created during the normal'courseéof business of this agency.

Date Signature of Authorizing Officer

Title
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EXHIBIT X - RESOLUTION CHART
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EXHIBIT XI - STEP-TEST PROCEDURES

‘The following items define when you should make a step-test and the mechanics
of making the test.

A.

When to make the test -

1.

~ O o S w
- . . L] -

o

Before any records are: filmed.

When your camera has not been used for several weeks.
A different brand or type of film is used.-
Relocation of your camera.

After 1igh£ bu]bs are replaced.

When it is determined that the dens1ty of your ‘current film is too
high or low. )

After any changes in room 1ighting or e]ectfica] current has been made. |

. Proéedu?es for making a step-test -

Assemble a c]eén, white, non-watermarked, 20 1b. sheet of bond paper,
along with.a sampling of 5-10 documents which are typical in color and
legibility of those that you will be filming. :
Set the camera voltage at the LONEST sett1ng

Record” that vo]tage read1ng on the wh1te sheet of paper.

Film the white sheet of paper and the record sampling.

Space the film. |

Incfease‘the vo]tage setting 5 volts or to the next'highest setting.

Film the white sheet of paper with new voltage sett1ng and the record
sampling aqa1n :

Space the film.

Con?inue to advance -the voltage setting by 5 volt intervals or to the:
next highest:- setting, recording new setting each time and then filming.
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EXHIBIT XI - STEP-TEST PROCEDURES (continued)

Process the film (be sure that you wait 24 hours before processing
to allow for the latent image fade on the f11m)

11.  Inspect your film and determ1ne the best results overall,

then set
your camera at that setting. .
1)

If you cannot determine the best voltage, send your test stmp to us and we
* will assist you.
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NOTE: The microphotographs appearing between “START OF RETAKE” and “END OF -
RETAKE” are true copies of documents or records which were. missing or determined
as unsat:sfactory on mspect!on of the orlglnal microfllm roil. _

!

Signature of Operator cr Vendor

Date



3.
i




e k== NP

N I TR

7N

MICROGRAPHICS LABORATORY
UNIVERSITY OF NORTHERN COLORADO
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