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(b) Existing records reproduction fees 
may be adjusted annually based on the 
following factors: 

(1) Inflation. 
(2) The Office of Personnel Manage-

ment (OPM) salary changes. 
(3) Reallocation of shared costs 

across product lines using the method-
ology described in § 1258.6. 

(4) The projected sales volume for the 
product. 

(5) The actual sales volume for the 
product. 

(6) The approval of the Archivist of 
the United States. 

(d) NARA will place a notice on our 
Web site (http://www.archives.gov) annu-
ally when announcing that records re-
production fees will be adjusted in ac-
cordance with this regulation. 

§ 1258.10 How does NARA develop and 
publicize new records reproduction 
fees? 

(a) Custodial units prepare a jus-
tification proposal for a proposed 
records reproduction service and send 
the justification to the custodial unit 
office head, through appropriate chan-
nels, for concurrence and forwarding to 
NATF. The justification proposal in-
cludes, at a minimum, the following in-
formation: 

(1) Estimated monthly volume of 
product orders based on available his-
torical data; 

(2) Identification of the equipment 
and supplies required to provide the 
product and service; 

(3) Brief description of the process re-
quired to provide the product and serv-
ice, including the amount of time for 
each number and grade level of staff. 

(4) Identification of any services or 
products that will be replaced by the 
proposed products and services; 

(5) Identification of other NARA 
units that may have a demand for the 
proposed services; and 

(6) Any other relevant information. 
(b) After receiving the proposal, 

NATF staff: 
(1) Assesses the potential customer 

base for the proposed products and 
services, consulting other NARA of-
fices. 

(2) If the potential demand does not 
warrant establishing fees for new 
records reproduction products and 

services, NATF notifies the proposing 
office that the new product and service 
are not approved and the reasons why. 

(3) If the potential demand warrants, 
NATF prepares a cost analysis fol-
lowing the methodology in § 1258.6 and 
develops a proposed recommended fee 
for review by NARA’s Financial Re-
sources Division and approval by the 
Archivist of the United States. 

(c) Notification of new records repro-
duction services and trial periods: (1) The 
public will be notified of new records 
reproduction services, including the 
business case for determining initial 
fee, on-line at http://www.archives.gov, 
by press releases, and through NARA’s 
social media outlets. 

(2) New records reproduction services 
fees have an initial trial period of one 
year. During this time, the public is 
encouraged to provide feedback to 
NARA about the new records reproduc-
tion services and their fees as directed 
in the notification of the new services. 

(3) Prior to the expiration of a trial 
period, NATF will assess the validity of 
the fees for the new records reproduc-
tion products and services, and make 
one of three determinations: 

(i) Retain products, services and fees; 
(ii) Retain products or services but 

adjust fees up or down; or 
(iii) Discontinue products or services. 
(d) The public will be notified of 

NATF determination, including busi-
ness case for determination, in NARA 
research rooms nationwide, on-line at 
http://www.archives.gov, press releases, 
and through NARA’s social media out-
lets. 

§ 1258.12 When does NARA provide 
records reproductions without 
charge? 

At the discretion of the Secretary of 
the NATF, customers are not charged a 
fee for records reproductions or certifi-
cations in the instances described in 
this section. 

(a) When NARA furnishes copies of 
records to other elements of the Fed-
eral Government. However, a fee may 
be charged if the appropriate director 
determines that the service cannot be 
performed without reimbursement; 

(b) When NARA wishes to dissemi-
nate information about its activities to 
the general public through press, radio, 
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television, and newsreel representa-
tives; 

(c) When the reproduction is to fur-
nish the donor of a document or other 
gift with a copy of the original; 

(d) When the reproduction is for indi-
viduals or associations having official 
voluntary or cooperative relations with 
NARA in its work; 

(e) When the reproduction is for a 
foreign, State, or local government or 
an international agency and furnishing 
it without charge is an appropriate 
courtesy; and 

(f) For records of other Federal agen-
cies in NARA Federal records centers 
only: 

(1) When furnishing the service free 
conforms to generally established busi-
ness custom, such as furnishing per-
sonal reference data to prospective em-
ployers of former Government employ-
ees; 

(2) When the reproduction of not 
more than one copy of the document is 
required to obtain from the Govern-
ment financial benefits to which the 
requesting person may be entitled (e.g., 
veterans or their dependents, employ-
ees with workmen’s compensation 
claims, or persons insured by the Gov-
ernment); 

(3) When the reproduction of not 
more than one copy of a hearing or 
other formal proceeding involving se-
curity requirements for Federal em-
ployment is requested by a person di-
rectly concerned in the hearing or pro-
ceeding; and 

(4) When the reproduction of not 
more than one copy of a document is 
for a person who has been required to 
furnish a personal document to the 
Government (e.g., a birth certificate re-
quired to be given to an agency where 
the original cannot be returned to the 
individual). 

§ 1258.14 What is NARA’s payment pol-
icy? 

Fees may be paid: 
(a) By check or money order made 

payable to the National Archives Trust 
Fund. 

(b) By selected credit cards. 

(c) Payments from outside the United 
States must be made by international 
money order payable in U.S. dollars or 
a check drawn on a U.S. bank. 

(d) In cash (note that some locations 
do not accept cash). 

§ 1258.16 What is NARA’s refund pol-
icy? 

Due to the age, original media type, 
and general condition of many of the 
items in NARA’s holdings, it is occa-
sionally difficult to make a legible re-
production. NARA staff will notify cus-
tomers if they anticipate that the 
original will result in a reproduction of 
questionable legibility before request-
ing the reproduction and after approval 
of the customer. After a records repro-
duction is completed, the product un-
dergoes a review to determine if it is 
an accurate representation of the origi-
nal item. Because of the preapproval 
process, NARA does not provide re-
funds except in special cases. If a cus-
tomer requests a refund, a review is 
made of the order to determine if the 
customer was properly notified of the 
questionable nature of the original and 
if the product is a true representation 
of the original. If the customer author-
ized proceeding and the product is a 
true representation of the original, no 
refund will be issued. 

§ 1258.18 Where can I find NARA’s cur-
rent fees and information on how to 
order reproductions? 

(a) NARA’s fee schedule and ordering 
portal are located at http:// 
www.archives.gov. 

(b) Fee schedules for reproductions 
made from the holdings of Presidential 
libraries may differ because of regional 
cost variations. Presidential library fee 
schedules are available at http:// 
www.archives.gov/presidential-libraries/. 
Some services may not be available at 
all NARA facilities. 

(c) In order to preserve certain 
records which are in poor physical con-
dition, NARA may restrict customers 
to photographic or other kinds of du-
plication instead of electrostatic cop-
ies. 
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