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(g) Inspections must be conducted in 
environmentally controlled areas in 
accordance with ANSI/AIIM MS45 (in-
corporated by reference, see § 1238.5). 

§ 1238.24 What are NARA inspection 
requirements for temporary 
microform records? 

NARA recommends, but does not re-
quire, that agencies use the inspection 
procedures described in § 1238.22(a). 

§ 1238.26 What are the restrictions on 
use for permanent and unscheduled 
microform records? 

(a) Agencies must not use the silver 
gelatin master microform or duplicate 
silver gelatin microform of permanent 
or unscheduled records created in ac-
cordance with § 1238.14 of this part for 
reference purposes. Agencies must en-
sure that the master microform re-
mains clean and undamaged during the 
process of making a duplicating mas-
ter. 

(b) Agencies must use duplicates for: 
(1) Reference; 
(2) Further duplication on a recur-

ring basis; 
(3) Large-scale duplication; and 
(4) Distribution of records on 

microform. 
(c) Agencies retaining the original 

record in accordance with an approved 
records disposition schedule may apply 
agency standards for the use of 
microform records. 

§ 1238.28 What must agencies do when 
sending permanent microform 
records to a records storage facil-
ity? 

Agencies must: 
(a) Follow the procedures in part 1232 

of this chapter and the additional re-
quirements in this section. 

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

(c) Include the following information 
on the transmittal (SF 135 for NARA 
Federal Records Centers), or in an at-
tachment to the transmittal. For 
records sent to an agency records cen-
ter or commercial records storage fa-
cility, submit this information to 
NARA as part of the documentation re-
quired by § 1232.14 of this subchapter: 

(1) Name of the agency and program 
component; 

(2) The title of the records and the 
media and format used; 

(3) The number or identifier for each 
unit of microform; 

(4) The security classification, if any; 
(5) The inclusive dates, names, or 

other data identifying the records to be 
included on a unit of microform; 

(6) Finding aids that are not con-
tained in the microform; and 

(7) The inspection log forms and in-
spection reports required by § 1238.22(e). 

(d) Agencies may transfer permanent 
microform records to a records storage 
facility meeting the storage require-
ments in § 1232.14(a) (see § 1233.10 of this 
subchapter for NARA Federal Records 
Centers) of this subchapter only after 
the first inspection or with certifi-
cation that the microforms will be in-
spected by the agency, a contractor, or 
a NARA Federal Records Center (on a 
reimbursable basis) when the 
microforms become 2 years old. 

§ 1238.30 What must agencies do when 
transferring permanent microform 
records to the National Archives of 
the United States? 

Agencies must: 
(a) Follow the procedures in part 1235 

of this subchapter and the additional 
requirements in this section. 

(b) If the records are not in a NARA 
Federal Records Center, submit the in-
formation specified in § 1232.14(c) of 
this subchapter. 

(c) Transfer the silver gelatin origi-
nal (or duplicate silver gelatin 
microform created in accordance with 
§ 1238.14) plus one microform copy. 

(d) Ensure that the inspections of the 
microforms are up-to-date. NARA will 
not accession permanent microform 
records until the first inspection has 
been performed (when the microforms 
are 2 years old). 

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

§ 1238.32 Do agencies need to request 
NARA approval for the disposition 
of all microform and source 
records? 

(a) Permanent or unscheduled records. 
Agencies must schedule both source 
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documents (originals) and microforms. 
NARA must approve the schedule, SF 
115, Request for Records Disposition 
Authority, in accordance with part 1225 
of this subchapter before any records, 
including source documents, may be 
destroyed. 

(1) Agencies that comply with the 
standards in § 1238.14 must include on 
the SF 115 the following certification: 
‘‘This certifies that the records de-
scribed on this form were (or will be) 
microfilmed in accordance with the 
standards set forth in 36 CFR part 
1238.’’ 

(2) Agencies using microfilming 
methods, materials, and procedures 
that do not meet the standards in 
§ 1238.14(a) must include on the SF 115 a 
description of the system and stand-
ards used. 

(3) When an agency intends to retain 
the silver original microforms of per-
manent records and destroy the origi-
nal records, the agency must certify in 
writing on the SF 115 that the 
microform will be stored in compliance 
with the standards of § 1238.20 and in-
spected as required by § 1238.22. 

(b) Temporary records. Agencies do not 
need to obtain additional NARA ap-
proval when destroying scheduled tem-
porary records that have been micro-
filmed. The same approved retention 
period for temporary records is applied 
to microform copies of these records. 
The original records can be destroyed 
once microfilm is verified, unless legal 
or other requirements prevent their 
early destruction. 

PART 1239—PROGRAM 
ASSISTANCE AND INSPECTIONS 

Subpart A—General 

Sec. 
1239.1 What is the scope of this part? 
1239.2 What are the authorities for part 

1239? 
1239.3 What definitions apply to this part? 
1239.4 What standards are used as guidance 

for this part? 

Subpart B—Program Assistance 

1239.10 What program assistance does NARA 
provide? 

1239.12 Whom may agencies contact to re-
quest assistance? 

Subpart C—Inspections 

1239.20 When will NARA undertake an in-
spection? 

1239.22 How does NARA notify the agency of 
the inspection? 

1239.24 How does NARA conduct an inspec-
tion? 

1239.26 What are an agency’s follow up obli-
gations for an inspection report? 

AUTHORITY: 44 U.S.C. 2904 and 2906. 

SOURCE: 74 FR 51014, Oct. 2, 2009, unless 
otherwise noted. 

Subpart A—General 

§ 1239.1 What is the scope of this part? 

NARA’s statutory authorities include 
assisting agencies in carrying out their 
records management responsibilities 
and, when necessary, inspecting agency 
programs and reporting to Congress on 
those inspections. Part 1239 identifies 
the types of records management guid-
ance and program assistance NARA 
provides to agencies under its 44 U.S.C. 
chapter 29 mandate; the conditions 
under which NARA will invoke its in-
spection authority, also under chapter 
29; and the requirements for agencies 
to cooperate fully in such inspections. 

§ 1239.2 What are the authorities for 
part 1239? 

The authorities for this part are 44 
U.S.C. 2904 and 2906. 

§ 1239.3 What definitions apply to this 
part? 

(a) See § 1220.18 of this subchapter for 
definitions of terms used in part 1239. 

(b) As used in part 1239— 
Inspection means a formal review and 

report by NARA under 44 U.S.C. 2904(c) 
and 2906(a) of an agency’s record-
keeping processes that focus on signifi-
cant records management problems af-
fecting records at risk that meet one or 
more of the following criteria: 

(1) Have a direct and high impact on 
legal rights or government account-
ability; 

(2) Are the subject of high profile liti-
gation, Congressional attention, or 
widespread media coverage; 

(3) Have high research potential; or 
(4) Are permanent records with a 

large volume, regardless of format. 
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