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Film Treatment

Model 3P

PERMAFILM INTER
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{HF Photo Systems Division)
Double Edge Fiche Cutter,
Modet MT-600
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B .- e Semi-Automatic Mounter for
N Aperture Cards, Model 39 8A

Younter for Aperture
, Model 38 BA
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DIMEN- REDUC- | FiLM IMAGE ACCESSORIES
u»nmwbhwum—m.ﬂ TYPE SIONS & M;%M“Z_mmam TION CAPA- PLACE- Nﬂﬂﬂmczm POWER & SPECIAL
WEIGHT RATIO CITY MENT FEATURES

BELL & HOWELL

{cont'd)-

INTER/COM 522 16mm 2%" w 15" 26:1 100 Simplex Cont. 120 vac. ltem counter,

: Rotary 24"d X any index meter,
o 42" h length standard with
.V > ‘ ' 142 tb, floor zm_ﬂ%

Micro-Twin 16mm 37" w n- 241 100° Simplex 400/min, 115 vac. Endorser,

Recorder-Reader, Hotary 26" d X any 30:1 , Duo nnprinter, buiit

Model 205F 36" h length 44:1 Duptex in reader (not

1251b. . in 205G),
floor stand,
hand feed shelf,
work organizer,
itemn counter,
camera indexer,
exposure
25_.8_

CANON

Camera Processor 16mm 33w 14" x 17 28:1 100 Standard 40 115 vac. Foot switch,

161G Planet. 2"d Frames/ on-line proces-

25" h min, sing
791b.

DIETZGEN CORP. ‘

Fiche Camera 105mm 50" w 125" x 20:1 115 vac. Foot switch,
43300 Step & 34"d 18.5" 24:1 Cut mark added
4330 E Repeat 68" h : for high speed
4330 F 500 b, cutters

¥
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DIMEN- REDUC- FILM IMAGE ACCESSORIES
RNRMM.>7MMMMM3 TYPE SIONS & M:%Mﬂ.“.CN.M TION CAPA. PLACE- Mwﬂwmczm POWER & SPECIAL
WEIGHT RATIO City MENT FEATURES
IMAGE SYSTEMS INC, *
Microfiche Camera 105mm 36w 1 x 14" 20:1 to COSATIH, 15 a. ?
step & 30"d 30:1in NMA, 115 vac. ] .4
repeat 37h steps COM 80, ) ! N
e 4] g 1251, 10x 10 :
Micro- ord2 x i
fiche
ITEK BUSINESS )
PRODUCTS .
Model 1400 35mm 52" w 25" x Vari- 100’ Simplex To 40/ 5a Baok hoider,
{Model 1410) Planet. 30"d 32" able min, 118 vac. 16mm adaptor
. 52" h 12:1 . plates, automatic
1101b, to exposure control,
20:1 full/haif frame
selector, remov-
able takedp
magazine, built-
in film severing
device. Model
1410 has dual
35mm camera
heads,
Model 3536 35mm 96" w 45" x 8:1 100’ Simplex From 1/sec. 20 a. Automatic expo-
Planet, 6-1"d 63" 16:1 95 - sure control,
96" h 24:1 130 vac. memory exposure
1500 b, 30:1 control, detach-
36:1 able supply &

" auto- take-up maga-
matic zines, double
stops exposure control,

- frame counter,
variable top &
’ : backlight
= systems
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REGISCOPE CORPORATION OF AMERICA

SPACO INC.
Flo Graphic 16/
Camera/Printer
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NAME & MODEL vAmE T USED FOR | GESCRIPTION : .w_h_mnw_oﬁ SPECIAL FEATURES .
MICRO RECORD CORP. . vx&tm««.‘.
Mbdei DR-15 1+ Film dryer . Drying film Motor driven MR-15 will dry up to
DR-20 squirrel cage with 200 ft of 16mm film,
i strip heater MR-20 wilt dry up to
M _ 100 ft of 720mun filn,
KALVAR CORP,
Kalvar Model 161 16mm film Splicing polyester Self-contained 8"'w Produces strong,
. Ultrasonic Film splicer base film ultrasonic butt 9" d flexible, uniform
; Splicer T weld for film 6”h splices in polyester
, splicing. 101b. base film without
) ; . the use of tape or
. ! cement. Approximate
| time per splice is
,, three seconds.
Ll Kalvar Model 921 16mm master Duplication of Provides contin- 4w
- Loop Duplicator film loop 16mm masters : uous recycling of 7”d
” duplicator Recycling master a 16mm master 37"h !
accessory film for duplica- when attached to 50 Ib,
j tion mast table top or
W. console 16mm printer-
; processors
MICROSCAN SYSTEMS .
Micropin . Microfiche Creating standard Consists of 3 ms_._m.su units,
Microfiche i strip-up & non-standard programmer, 117 vac,
Master : microfiche formulator and
System i masters from film trimmer
| planetary, rotary, :

i or COM output
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- \RMY REGULATION NO. 340-22—THE ARMY MICROFORMS PROGRAM

Effective 15 December 1973

s regulation establishes The Army Microforms Program and is a complete revision of AR
p "-22. Local limited suprlementation is permitied only upon approval of The Ad julant General
» . ")DA DAAG-AMS) WASH DC 20314).
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AR 340-22

CHAPTER 1

PROGRAM CONCEPTS AND POLICIES

el Purpose. This regulation establishes The
. 7.rmy Microforms Program and prescribes pol-

“es, procedures, and responsibilities for mj-

. ~oforms management and for document and
. formation miniaturization,

ff -2, App!icability. This regulation applies to all
2ments of the Army,

>3. Explanation of terms. a. Document and
- formation miniaturization, The faithful re-
#aduction of documents ang information in
“zompressed form ag microimages, such as on

. --crodilm or video tape, which can be ‘read only

wth special display equipment. Tt consists of:
1) Miniaturization of documents. Any pa-

:: " or other medium on which information in

- «dable form has been recorded. This includes
Xs, drawings, photographs, and any other
¢ itten or printed materizl,

(2) Miriaturization of information. Any

" s, data, or other knowledge which is mini.

S rized directly without use of an interven-
.+ dozument, This includes recording informa-
a microform, such as direct
Jputer output on microfilm (COM), or the

rding on microform of any other informa-
* not contained on documents.

.+ Mieroform. A generic term used for any
: .2 containing images too small to be reaq
. the naked eve. The term microform in-
.+ 28 any format of miniaturi\zed image(s),

“-ther it useg microfilm, video ‘tape, or other
~ “ia, on which images® documents oy in-

2ation have been recded, either reduced
=22 (such as on mijer im) or compressed
- her means (such as oﬁfdec tape).

. Display €quipment. Any device used to pro-
. readable images of miniaturized informa-

tion or documents, such as cathode ray tube
(CRT) displays, microform readers, or reader.
printers.

d. Microform document or information 8ys-
tem (MICRODIS). MICRODIS is used to des-
ignate any established operation, and its gg.
sociated equipment, which involves all op some
of the elements listed below. Thus, a system
may have only those elements leading to mj.
croform production and distribution (such as
in micropublishing), or it may only use mi-
ctoforms from an outside source (as in a li-

brary). The full range of a MICRODIS can
encompass—

(1) Preparation of documents or informa."
tion for conversion to microform.

(2) The miniaturization brocess, includ-
ing microfilming and COM. -

(3) Indexing of microforms and of in-
formation contained on them.

(4) Production, reproduction, and duplica-
tion of microforms.

(5) Dissemination and transmission of
microforms to users and/or receipt of micro-
forms from outside sources.

(6) Filing and storage of microforms.
(7 Selection, retrieval, and referencing of
microforms.

(8) Display and viewing of microforms,
including their conversion to a paper form.

1-4. Scope. The Army Microforms Program in-
cludes. all applications and uses of document
and information miniaturization. ’

2. Use of any microform medium to accom-
plish an administrative or operational process,
or for any other purpose, whether by computer
output microfilm (COM), video tape, any type




RN H e 4

pEw

TRy

S gy aop'w '

b st
g

hy ¥&1 ‘
.33!?"'
;».*X. .

¥
B
——— pe - R e

23

N

s
Y

9
AR 340-22

of microfilm, or other form of image minia-
turization, les within the scope of this pro-
gram. Some typical applications are listed in
appendix K.

b. ADPE (as defined in AR 18-1) used in
a MICRODIS is governed by AR 18-1 and the

AR 18 series. In COM applications, the micro-—

filming and subsequent use of microforms, thus
produced, are within the purview of this reg-
ulation.

1-5. O'bjectives. The objectives of The Army
Microforms Program are to:

a. Insure that the Army benefits from mi-
croform technology.

" b. Develop better, less costly alternatives to
systems of recording and communicating in-
formation by paper.

c. Capitalize on experience gained from exist-
ing and planned systems.

d. Develop user-oriented microform systems.

- "e. Promote compatibility,
and uniformity of microform systems.
1-6. Policies. a. Development
CRODIS, modification of MICRODIS, and aec-
quisition - of microform equipment will be
guided by the objectives outlined in paragraph
1-5.

and use of MI-

b. Miniaturization of documents and informa-
tion will be used when it is found that jt will
be beneficial, wi]] improve on an existing sys-
tem, and can overcome limitations inherent in
minjaturization. (See app K.)

¢. MICRODIS must show cost and personnel
savings, except when overriding intangible or
other benefits clearly outweigh the absence of
such savings.

d. MICRODIS should provide for:

(1) Reduction in the volume of paper
documents.

(2) Disposal of paper documents converteg
o microform,

(3) Controls over reproduction of micro-
orms to paper copies.

standardization,

12 Novem_be

(4) Early destruction of paper copic
duced. ‘

(5) Limiting duplication of microfo;
validated requirements,

(6) Maximum use ang sharing of )
form production and display equipment.

e. MICRODIS planning will be base
currently available “on the shelf” equip
although anticipated technological advance
be given consideration,

f. Policies contained in this regulatio
supplemented by TB 340-1. Developmen
selection of MICRODIS will be guided b
concepts provided in that publication.

g. The provisions of other directives
erning particular categories of docun: :n
informatior remain in force and will be ar
even though decuments or information
been converted to microform, Microforn
plications which involve micropublishing
subject to the policies governing printing
management of publications,

k. Instructions or directives relating t¢
croforms and ‘document/information miniz
zation to be issued by HQDA will be coordir
with The Adjutant General (TAG).

1-7. Responsibilities. a. TAG is the pro;
manager for Army document and info
tion miniaturization. He will plan, ma:
direct, and contro} The Army Microforms
gram. He formulates policy ang is the pr
pal HQDA staff officer for microforms man
ment and for document and informatio: 1
aturization. He wiil—

(1) Review, analyze, coordinate, and
prove proposed MICRODIS submitted
HQDA, including expansion or modificatio
current systems and associated equipr
acquisition.

(2) Maintain liaison with industry
other Government agencies involved in d
ment/information miniaturization,

(3) Insure that Army is reﬁ:’esemed
appropriate, on DOD and cther 4nterdep
mental groups concerned with micgoforms
document/information miniaturizatjon.

(4) Inform the Chief of Researchk
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" ‘lopment of document/information minia-
Z ation research and development require-
iis.

. The Director, Management Information
) eri{s ‘Office of the Assistant Vice Chief of
, will review and approve ADPE used in
mort of, or which forms part of, a
“:RODIS.

" The Chief of Research and Development
"¢ assist TAG in obtaining information on
“rarch and development efforts in document
- information miniaturization from existing
> arch and development (R&D) information
“ems. R&D efforts will support the micro-
ns program objectives and R&D require-
.‘,;.ts as developed by TAG. subject to priori-
» and availability of funds.

. C3, TS Army Materie' Comrand will ex-
‘e microform equipment and reduction ratio
adardization (AR 700-47). He will coordi-
e actions relating to miniaturization and
- *roform standardization with TAG

. Heads of HQDA Staff agenices will—

(1) Manage document and information
niaturization in their agencies and subordin-

elements in accordance with this regula-
n.

3 (2) Review and approve, or submit to
1: .G, proposed MICRODIS in accordance with
- s regulation.

) Commanders and heads of organizations
“-olved in document and information minia-
“#-ization will—
> (1) Conduct appropriate planning, studies,
*ts, and analyses to develop or change mi-
form systems.
(2) Prepare and submit proposals for MI-
.’ODIS in accordance with this regulation.
(3) Establish controls over proliferation
xd reproduction of microforms in their MI-
:-}f:ODIS.
. (4) Manage their& MICRODIS
.-vdance with this regu!fion.

‘7. Adjutants generalzdjutants, or adminis-

in ac-

st M s b £ KBt Bl e i vub oL 4w o dasan

I
y

AR 340-22

trative officers in organizations not authorized
adjutants, and officials responsible for records
management, will normally have principal staff
interest for microforms management and will

- provide evaluation, advice, assistance, and rec- - — - .. }i

ommendations.

1-8. Legal status. Legal status of miniaturized
documents and information is contained in 28
U.S.C. 1732 and 44 U.S.C. 2112, (Also see TB
340-1.)-

a. Federal statutes provide for the legality
and admissibility as evidence of records made
by “any photographic, photostatic, microfilm,
microcard, miniature photographic, or other
process which accurately reproduces or forms
a durable medium for so reproducing the origi-

aal”

b. To Le legally acceptalle, such microforms
must be produced in the regular course of
business and be satisfactorily identified. This
identification can be accomplished by use of
DA Form 1504 (Camera operator’s report and
.authentication) for roll microfilm, as described
in TM 12-257, or alternate certification means
for other microforms.

¢. Forgeries generally cannot be proven from
microforms. Legal advice will be obtained prior
to disposal of documents having legal signifi-
cance, the authenticity of which is likely to
be questioned.

1-9. Archival status. Under General Services
Administration (GSA) regulations, only silver
halide microfilm is of sufficient archival quality
to be substituted for documents requiring per-
manent retention or for producing microforms
of permanent retention value using informa-
tion miniaturization. The archival status of
other microforms, as well as other types of
film, has not been established.

1~10. Resolution of problems. All questions on,
or exceptions to, the requirements of this reg-
ulation which cannot be resolved locally or
in command channels will be referred to HQDA -
(DAAG-AMS) WASH DC 20314.
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CHAPTER 2

- PROCEDURES

#

2-1. Review and approval. MICRODIS (para
1-3d) must be reviewed and approved as de-
scribed in this chapter. Systems to be re-
started after being terminated, as described in

paragraph 2-8, will be updated and resubmit-

ted. In addition to proposed new MICRODIS,
approval is also required* when agencies pro-
pose to undertake projects which can lead to
the establishment of new MICRODIS or
changes to existing MICRODIS, or which in-
volve equipment acquistions. Examples of such
projects are—

a. The planning, design, development, selec-
tion, implementation, or modification of a MI-
CRODIS.

b. Feasibility studies, cost/benefit studies,
tests of components, or pilot tests and proto-
type systems.

¢. Equipment acquisitions and vendor pro-
posals or negotiations.

2-2. Former Class A and Class B pro_cets. a.
Ongoing MICRODIS which were approved hy
TAG or did not require TAG approval (form-
erly called class A or B proiciis) before estab-
lishment of The Army Microforms Program
need not be reapproved under this regulation.
Proposals for subsequent modifications, equip-
ment acquisition, system implementation, or
other microform projects require approval as
described below.

b. Former class A projects which had auth-
ority from HQDA to dispose of permanent
ter conversion to microform are not
- to rephotograph existing microforms
to comply with paragraph 2-9.

c. Foiner class A or B projects are subject
to all otRer provisions of this regulation.

144

2-3. Approval authority. a. Microform syster
and projects listed in paragraph 2-1 reguire
TAG approval. Such approval is not the o
thority to expend funds. Budgeting and j:
graming for funds will be in accordance w ¢
AR 37-series and local directives.

b. Approval authority for all other rir -
form projects is delegated to heads of '
Stafl agencies, major Army commanders, s ¢
heads of organizations reporting direct!s
HQDA.

c. Approval by the Director, Managemes: 1-
formation Systems, HQDA, is required for =
croform systems and projects conta:n g
ADPE. :

2-4. Microform systems and projects requiri=g
TAG approval. a. All proposed new MICRCQ!!

b. All proposed major changes, modifient
or extensions of existing systems and a;: .
tions, regardless of cost. These include

(1) Major changes in the type «f «.
mentation or information being minia® -

(2) Major changes in the type of 1
form or equipment.

(3) Change from in-house opers
contractor service or vice versa.

c¢. Proposed pilot or prototype MNTE
or tests of nonmanuul storage ielrien. o .
ment. (Tests of less than 3 moenthe ¢ oo
*involving other individual comporierts - o0 s
approved as indicated in paran 2 20 )

d. All proposed acquisition «f ¢,

(except for that approved as part ¢ . °
above) which:

(1) Will cost more than $10,00."

¥ \r;. n.g.mi'
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v (2) Can produce paper copies of micro-
sforms, regardless of cost.

(3) hvolves nonmanual storage/retrieval,
f regardless of cost.
3
155, Documentation requirements, Appendix A
Tprovides guidance on preparation of proposals
tfor microform systems and projects. Appen-
tdixes B through G outline the documentation

"‘_"“ s fequired to support a proposed microform sys-
iuire item or project. The documentation require-
AU g'ments are designed to—
T rO- ki .
.x‘“h 1 a Insure a proper analysis and evalua-
. lon of the present system and the proposed
sand alternate courses of action. .
ro- '
DA : b Permit submission of only minimum doe-
and .. mentation when the proposed system is small

10 -fg.md requires few resources.

5 ¢. Provide detailed documentation to support

I %hrge microform systems involving extensive
".J. :“.gmts. .
ng »‘«5 d. Provide the basis for a decision to ap-
’ g yrove or disapprove the proposed system.
B
‘ng } ¢. Furnish HQDA with current information
a1 \m all microform systems, projects, and equip-
--gment for use in management of The Army
-, g Yicroform Program.
ir 1 . B
,?H. Submission procedures. q. Requests for ap-
«n X poval of a microform system or project will
o8 L bsubmitted on DA Form 1500-R (MICRODIS

g&tmmnry) (app B). DA Form 1500-R will
w23 % reproduced locally on 8- by 10 1/2-inch
s thper.

"ig b. DA Form 1500-R and related documenta-
;i?;g‘ﬁm will be forwarded through normal com-
" '%‘% gand channels to the approving authority.

e

' ¢ Requests which require approval by HQDA
|

(1) Arriveat DA in two copies.

(2) Be agpressed to HQDA (DAAG-
.‘D(S) WASH PC 20314

| cumentation required by AR
4CRODIS or project contains

i
12 November 1973

d. Approving commanders and heads of ag-
encies will forward one copy of DA Form 1500~ e
R (without the attached documentation) to
HQDA (DAAG-ASR) for those requests which
do not require TAG approval. The DA Form
1500-R will show the action taken on the re-
quest and will fulill the requirements of para-
graph 2-5¢.

e. DA will assign contro] numbers to MI-
CRODIS. Microfilm project numbers previously
assigned by HQDA to former class A projects
will be prefixed by the letter “A” and will be
the DA MICRODIS number.

2-7. Systems monitorship. Ongoing MICRODIS
and projects will be reviewed on a periodic
basis to insure that continuance is Jjustified,
procedures and equipment are improved in
keeping with technological advances, and
MICRODIS remain consistent with objectives
established by this regulation. To achieve this—

a. Organizations which have established
MICRODIS will maintain adequate system doc.
umentation on a continuing basis, including
statistical data.

b. HQDA and other approval authorities
will conduct periodic on-site visits to review
microform systems and projects and provide
assistance and advice. Such visits can be part
of records management surveys, visits, and in-
spections.

¢. Facilities to produce and store micro-
forms which must meet archival standards (see
para 2-9 and 2-10) are subject to initial and
subsequent inspection by the National Arch-
ives and Records Service (NARS) of GSaA,
as well as HQDA.

2-8. Termination of microform systems or proj-
ects. HQDA or other commands or agencies
which approved a microform system or proj-
ect will be promptly notified when such sys-
tem or project is completed, is delayed 6 months
or longer, or is proposed to bhe otherwise ter-
minated. An information copy of such notice
will be furnished to HQDA for those microform
projects approved by other than HQDA

.....
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(DAAG-AMS). The following information will
be submitied:

«. Identification of system or project, includ-
ing DA MICRODIS number, if assigned.

b. Reason for termination or delay.
" ¢. Dateof completion or termination.
d. Disposition to be made of microform

equipment and of microform.

2-9, Miniaturization of documents/informa-
tion requiring permanent retention. This para-
graph applies only if documents/information,

which must be kept permanently, are to be.

disposed of after they are converted to micro-
form. The specific requirements are established
by NARS, GSA. These requirements and pro-
cedures, modified to meet DA needs, are detailed
in appendix H. When a MICRODIS proposes
to use microforms and procedures which do
not meet the provisions of this paragraph and
of appendix H, the request of approval must
contain documentation establishing that the
microform stock and procedures will result in
archival quality microforms.

a. Microforms to he retained as permanent
records will be produced using silver halide
microfilm (para H~4).

b Copies of microforms will be prepared for
NARS and for the organization producing the
microforms (para H-5).

¢. Upon approval of a MICRODIS, HQDA
will establish the frequency of tests for residual
hypo (para H-7).

d. Resoulution and photographic densities
will meet NARS requirements (para H-8).

e. Requirements for contents and indexing
of miniaturized documents/information will be
met to insure that the microforms become ade-
quate substitutes (para H-3).

f. NARS-established standards for storing
Im copies of permanent records will he

AR 3i0-22

2-10, Miniaturization of documents/informa-
tion nol requiring permanent retention. This
paragraph applies only if documents/informa-
tion not requiring permanent retention are to be
disposed of after conversion to microform. The
primary consideration is to insure the micr.
forms are of suflicient archival quality. that
the information they contain remains availal’~
for the required retention period.

a. For documents/information which mus*
be kept in microform for 30 years or more
after conversion, all provisions of paragra;™
2-9 and appendix H apply, except that the (uo
additional copies required for NARS (para 1.
5b) need not be produced.

b. For documents/information which mu:t
be kept in microform for less than 30 yea-
but at least 10 years after conversion, thone
provisions of paragraph 2-9 and appendit H
will be used which will insure that the m::
aturized documents/information remain avs "
able for the required period (additional coy.m
for NARS are not required). When thess 3o
visions are not followed, documentation s.*
mitted with the proposed MICRODIS will »*. »
how the proposed microforms and procai: s
are adequate for the required retention per.w?

¢. For documents/information which vt
kept in microform for less than 10 yeary 3™+
conversion, documentation of the proprass %%
CRODIS will indicate that microforms and pm
cedures are sufficient for the required 1v..
tion period.

2-11. Disposition of documents. Afte: Ao
ments have been converted to microfors 1t
disposition will be as described he'ew i3
proval of the Administrator, GSA 1 pegi ouf
before documents converted to microf 1= =
be destroyed. When microform syrtema ru
mitted to HQDA for approval in areiréess
with paragraphs 2-4 and 2.6, propoee v
struction of documents, HQDA will nt2s s 1 "5
approval.

a. Documents governed by the At~ !"
tional Files System (TAFFS) (AR ft= tie?
310-6, and AR 310-18 series), whek ore o
to be kept for less than 10 veare »:° »2.!-
stroved. Alternate means of dispea.tiom 1o




3!0-22

nfnrmn-
wn. This
nforma.
ire to be
rm. The
» micro-
ity that
wailable

h must
'r more
ragraph
the two
parm H-

‘h must
W oyearn
n. those
ndix B

1o mink
‘n avalle

! coples
"se Pros
von sub.
11 show
cedures

1 period,

must de
irs afier
«od Ml

and pres
! relon.

v doce.

m, thele’
B3 "'

n-qull“
Srm R
e, safe
wdasuyw

-~ the de

SLY T S

L e ATV oy 5 e s e e ey s

e

AR 340-22

justifigd and approved by HQDA (DAAG-
. AMS].

LB Documents governed by TAFFS with a
retentnon period of 10 years or more, not re-

" quiring permanent retention, will be destroyed

*after approval by HQDA (DAAG-AMS). Al-
;"ternate means of disposition must be justified
‘and approved by HQDA (DAAG-AMS). De-
i struction will be authorized by HQDA when:

(1) Microforms meet archival quality for
: : the required retention period.

§ (2) Results of testing required by para-
; xraph H-7 are favorable.

¢. Documents other than those governed by

';TAFFS will be disposed of as determined by

" HQDA. Agencies proposing MICRODIS in-
volvmg conversion of such documents to micro-

¥ i form will recommend, and provide supporting

4 ntlonale for, the proposed disposition.

"_. d. Documents identified for permanent re-

{ tention may be destroyed after approval by
7HQDA. Such destruction will be authorized
: when all requirements of paragraph 2-9 and
; sppendix H have been met.

;o

;.;rl-lZ. Disposition of micreforms. Microforms

4 will be disposed of in the same manner and
wnder the same regulations as those governing

| oaddi it ]

12 November 1973

disposition of documents or information con-
tained on the microform.

2-13. Disposition of equipment. Army-owned
microform equipment and expendable supplies
found to be excess, or otherwise no longer re-
quired, will be reported in accordance with the
AR 755 series applicable to disposal of supplies
and equipment. An information copy will be
furnished to the headgquarters which approved
original equipment acquisition for consideration

. of alternate uses.

2-14. Services provided by GSA and commer-
cial organizations. a. GSA provides many mi-
crofilming services (see para 5-10 and table
5-2, TB 340-1). Activities desiring GSA serv-
ices will contact the appropriate regional
director (app J).

b. Preliminary discussions with GSA, com-
mercial consultants, or manufacturers con-
cerning cost estimates, equipment, or services,
are authorized. Unsolicited manufacturers’ pro-
posals (at no cost to the Government) may be
accepted. However, commitment to purchase or
lease equipment, contracting for any other ser-
vices (chap. 5, TB 840-1), or actual minia-
turization (including microfilming) operations
will not be made until the MICRODIS has been
approved in accordance with this regulation.
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APPENDIX A

PREPARATION OF PROPOSALS
FOR MICRODIS OR PROJECTS

A-1. Supporting documentation. The proposal
for a MICRODIS er to conduct any microform
project will be submitted on DA Form 1500-R
(app. B) with attached documentation and
justification (app. C through G).

A-2. Use of DA Form 1500-R. DA Form
1500-R will be initiated by the organization
which proposes to establish the MICRODIS or
to undertake the microform project. The pur-
poses of DA Form 1500-R is to—

a. Serve as a transmittal document.

b. Provide a brief summary of the proposed
MICRODIS or project.

¢. Serve as an information document for
HQDA concerning projects for which approval
has been delegated.

A-3. Guidelines for preparation of supporting
documentation. The information requirements
in appendixes C through G must be tailored
to each MICRODIS or project proposal. Only
& proposal to implement a most extensive, so-
phisticated, and costly MICRODIS requires
completion of all parts of appendixes C through
G. Otherwise prepare only those portions and
appendixes which apply.

a. Information required under appendixes
C, D, and E is of a descriptive nature. It will
document the existing system, describe the pro-
posed MICRODIS or project, and out]me the
manner of implementation.

b. Ap#endix F serves as a summary of pro-
posed quipment to be acquired and associated
costs.

c. Appgndix G provides justification and a
comparative analysis with alternate systems.

A-4. Basis for data used in documentation.
The descriptive documentation in appendixes

"C through E will indicate how data and in-

formation were obtained. Where physieal
counting and review of every document, oper-
ation, and piece of equipment is not feasible
due to volume or other considerations, describe
techniques used to obtain or estimate the in-
formation submitted. Indicate extent of sam-
pling and describe how samples were derived
to be representative. This information is re-
quired to support:

a. Physical characteristies of current docu-
ments.

b. Volume of current documents.

¢. Amount of storage required for current
documents,

d. Operations in terms of frequencies, time,
and personnel involved in indexing, retrieva’
update/infiling, reproduction, transmission, ot
preparation of documents/information for et
version to microform.

e. Amount of supplies.
f. Number of users.

g. Usage factors.

k. User needs.

A-5. ADPE requirements. In those cases whees
ADP equipment (ADPE) to support & MIC ki
DIS or microform project has heen spect
cally identified, documentation in the fcre-af
shown in appendix I, AR 18-1, must tw &
tached to the DA Form 1500-R. Where A'J'E
has not been specified in terms of maie and,
model, documentation attached to the DA ¥uri

“~
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%1500—}2 must include sufficient data for ADPE
iy Tequirements, to enable- initiation of ADPE
- selection/procurement processes.

t A6, Fofmat of submission. Information re-
1

‘quired by appendixes C through G will be
i listed and attached as tabbed inclosures to

_‘;DA Form 1500-R. Paragraph numbers and

; headings of appendixes C through G will be
- wed. When information has been previously

12 November 1973

submitted or is not applicable for the parti-
cular MICRODIS or project, so indicate. When
the contents of an entire appendix do not ap-

ply or the information has been previously

submitted, so indicate on DA Form 1500-R
and omit the appendix. If information or
documentation must be provided which is not
covered by appendixes C through G, use an
additional tabbed inclosure to DA Form 1500~
R




APPENDIX B .
MICRODIS SUMMARY

M'CRODIS SUMMARY (Read para 2-6e, AR 14502y

For use of this form, see AR 340-22, the proponent agency 13 The US Army Adiutant General Center.

THRU: T0: FROM: (incle ZII* Code)
i
B - -
-
s
M
3
4
?l CONTACT OFFICER (In orgenizetion submitiing form) PHONE
‘.3! ——t— e - - - - e —
i
X

SECTION A - PROPOSED MICRODIS OR PROJECT
1. REQUEST APPROVAL FOR (Check applicabile Hem(s)): T

[ s. a NEW MICROUIS (Also complete Section C )
i ) 5. a MicHOFORM PROJECT (Also complete Secticons B, C, snd D)

B Cle. equiPpMENT ACQUISITION (Also complete Section D )
) 2. THE MICRODIS OR PROJECT wiLi. BE DONE (Check one or both )

[Oe.inrouse [Jb. BY CONTRACT WiTH : .

3. 8. WEEXS TO COMPLETE b. MAN-MONT NS €. COST
: THE MICRODIS OR PROJECT REDUIRES 3

SECTION B - PROJECY DESCRIPTION
(Read pare 2-1, AR 340-22. Check items which apply. Briefly describe in ltem 5 and Section C.)

4. TYPE OF PROJECTY

[(Je. FEASIBILITY, COST/BENEFIT, OR OTHER STUD Y [ ]d. IMPLEMENTATION OR INSTALLATION
: {C) 5. DESIGN OR DEVELOPMENT Cle. MOGIFICATION OF EXISTING MICRODIS
T ) c. CONDUCTING AN OPERATIONAL. PILOT TEST, OR [31. oTHER (Specity )

PROTOTYPE SYSTEM

3. DESCRIPTION

J . SECTION C - SYSTEM DESCRIPTION
(Describe system to be studied, tested, developed, implemented, changed, etc., or for which equipmens ia to be acquired.
Completion ol this section is not required if 8 MICRODIS No. has been axsigned.)

8. SYSTEM CONSISTS OF (Read pars I-3d, AR 340-22, then check applicable stem(s)

[T]e. PREPARATION OF DOCUMERTS/INFO FOR CONVERSION [T /. DISPLAV/VIEWING OF MICROF ORMS

1 b. CONVERSION YO MICROFORM (Including microfilming ) ("Ja. uroate
[Jc. RECEIPT OF MICROFORMS FROM OUTSIOE THIS ORG ["1h. ouPLicatiOn/REPRODUE TION
Dd. STORAGE OR FILING OF MICROFORMS :J . DISTRIBUTION/TRANSMISSION OF MICROF ORMS TO USt ity
CJe. RETRIEVAL OF MICROFORMS [T1i. otTHER (Specily )

7. TYPE OF APPLICA TION (Rend pars K';._4;p';,—;f\’ 140-22, then check applicable item(s) Tl 4. OFFICE ADMIN FILING
[Ja. micropusLIsHING Tlc.LiBRARY/REFERENCE { Ve. PICTORIAL/GRAPHIC S OTHER (Speciy)
D o. INDEXING/LOCATON {_1d. INVENTORY/LISTINGS Ll case (Unitized;

4. PURPOSE OF $v3TEM (Read pera K-3, App K, AR 340-22, then chech appliiabie wemis)

(Cle. Fasvenm access (LJld. FiLE sECURITY T l4. wOoRRK FacCiLITATION T 7/.0THER (Specaty )
C‘b. SIMULTANEOUS o] IMPROV ED
-+ access TRANIMISSION

CJec. FiLe tnTEGRITY I 31.35PACE SAVINGS [774.cost savings

PERSONNEL 5AVINGS

B. DESCRIBE DOCUMENTS INFO MINIATURIZED (Micralilmed or otherw:ise counverted ta microfvrm.)
4 SUBJECT MATTER - CONTENTS

b, PHYSICAL TYPL (e.8. buoks, cards, l‘nn;:p;:n‘l;r_!:, prciures, Pll'.)h—_

€. NO. OF YEAAS MUST BE RETAINED d. PEFIOD COVERCD e, FILL NO. (Unider AN oy

FrOM (Yenr) TG fYenr) -~

(8 Ao&noun. DESCRIPTION (I needed )
»
i 4 4

DA Farm tmo-R, 1 Nov 73 FMEPLACES DA FORM 1803, t JUL 33, waiCri 18 OBSOLETE. Hmode sudr, 74 U v vy aur bes
v TR TN I YT A PPy A

b - ;. £ hN
¢ 150 n.t
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'0. PHOPOIED DISHOSITION OF DOCUMLNT S/ INFONMATION AFTER THEY ARE CONVERTED TO MICHO! Ol

CJe rETAINED FOR YEams. [)b. oesrroveo. J €. 07nER (Specity)

g MICROFORMS USED (Deracribe)

8. FORMATY b.31ZE €. TYPE d. REDUCTICN . CoM
b
(z':‘::‘""’;:' ”’I:"‘:’ (ROHL | (16 mm, ¢ x 8, 105, 10Smm, orc.) (Read pare 3-3, T8 340-1.) t20m. 240, | (Choch a1 prod
ree ., v
.p‘r“.‘. card, atc.) haddad] (Silver Malide, dissa, eic.) ducod ae
} -] tom;

12. USE OF ADPE (Il used, tn wher way?)

SECTION D - EQUIPMENT (Do not complete if la is checked)

13. EQUIPMENT TO BE ACQUIRED Y3 (Check Purpose below. List in Rematks Section: type, manulacturer, mode!, Queniity, and how (o be
scquired, e.4., leased, purchased.)

€. REPLACEMENT FOR EXISTING EQUIPMENT
e Pant or prorosED PROJEC T

] d. bue To aoDITIONAL REQUIREMEN TS
[(Jb. 70 BE useo ror TESTING/ EVALUATION

[Je. 0twER (Specity)

14. REMARKS

.. INCLOSURES (Identily)

e —
18- NAMEY GRADE AND TITLE (Typed; 17. SIGNATURE DATE

(imege si20, 74 102V 5.8 inches; paper sixe, § x 10 1/2 inchray

151
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APPENDIX C

DESCRIPTION OF CURRENT SYSTEM

Use this format when proposing a new
MICRODIS, a pilot test, or a prototype of a
new system. When proposing a study, design,
development, or similar project where the in-
formation required for the various headings,
below, is not yet available, explain how the
required information will be obtained or devel-
oped. Keep information under each heading
brief and concise. Prepare lists of data, de-
tailed explanations, or similar material in the
form of tabs to this format.

C-1. Information/document description. gq.
Type. (General type of information or docu-
ment such as books, catalogues, computer data
on punched cards, engineering drawings, loca-
tor cards, individual records, photographs,
office files, or other descriptive category.)

b. Subject matter. (Describe the general
category of the information such as medical
data, building plans, news articles, bibliograph-
ical information, personnel data, or other ap-
propriate identification. Indicate file number(s)
for documents governed by TAFFS (AR 3540-
2, AR 340-6, and AR 340-18 series). State
how long the information/documents must be
retained and what disposition is made of them
subsequently. Indicate security classification
and any other pertinent information.)

¢. Physical characteristics. (Size, color,
condition of document, whether information is
on one side or both, original, or copy. Where
physical characteristics are not uniform for
all documents, give breakout by volume. Sub-

mit samples of typical documents when feasi-
ble.)

. v

d. Volume. (Indicate total number of docu-

ments/volume of information, number and type

of document units (e.g., books, binders, files),
*

number of documents per unit and total val.
ume expressed in linear feet.)

C-2. Storage and retrieval. a. Storage. (Type
and number of containers, shelves, files, or
other storage equipment in which current docu-
ments and files are stored. Include physical
description, size, and characteristics.)

b. Indexing. (Manner in which current docu-
ments are indexed in the storage area to per.
mit their retrieval. Indicate any equipment used
for indexing purposes and the time and per-
sonnel required to index a given amount of
documents/information.)

¢. Retrieval. (Method used to search for and
retrieve documents/information. Indicate num.
ber of documents per month and man-hours per
month required to retrieve them. Procedures
for returning documents to storage area after
use and man-hours per month required.)

C-3. Distribution/transmission. (Manner of
getting documents/information to users, such
as courier, mail, or other means; distances
involved; transmission time; frequency aad
amount of documents/information transmitted
per month ; and man-hours expended.)

C-4. Update/infiling. (Indicate whethor deeu.
ments/information constitute a closed system
or whether changes, additions, or deletions e
cur, and man-hours per month required fe
such operations.)

C-5. Use. a. Users. (Number of users, ther
relative locations and distances from the d-c.. .
ments/information.)

b. Usage. (Indicate frequency demard i
different users of document/information, « Ve

P e B Y
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ially in terms of heavy volume or concentrated
usage requirements. Specify if portions or sce-
tions of documents are required by different
users. Differentiate between high and low usage
docn‘r’n’cnt/informntion.)

e. User considerations. (User needs in terms
of timeliness of information (need for update),

“access speed required, length of time documents

are required to be out of storage, or other
special considerations.)

C-6. Duplicate files. (Indicate whether docu-
ments/information are located in one area or
whether a duplicate sel of all or portions of

them are in other files/locations, and if so,

where and why.)
C-7. Reproduction. (Number of copies made,
reason, and man-hours required. Indicate

whether entire document is reproduced or only
portions.)

C-8. Personnel. (Number of personnel used
in current systems, grades, and job titles. Dis.
tinguish between those involved directly with

c-2

12 November 1973

operations such as storage, retrieval, repro-
duction, transmission, and those forming head-
quarters ‘overhead elements of this organiza-
tion. Indicate which personnel are part-time
workers.)

C-9. Organization. (Indicate organizational
structure and where the activity and users fit
into a parent organization.)

C-10. Floor space. (Total number of square
feet required.)

a. Storage of current documents/informa-
tion, ’

b. Personnel.

c. Other inteqral equipment. (E.g., equip-
ment used for reproduction, indexing, or sort-
ing.)

C-11. Supplies. (List supply requirements
directly associated with the current system.
Indicate amounts used per month and purpose
served. Exclude normal office supply require-
ments.)

27
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-~ APPENDIX D
PROPOSED SYSTEM

Use this format when proposing a new sys-
tem, a pilot test, or a prototype of a new
system. When proposing a study, design, de-
velopment, or similar project in which the
information required in the various headings,
below, is not yet available, explain planned
approach for obtaining the required informa-
tion. When proposing a modification, change,
or extension of an existing system, or when
proposing the acquisition of additional equip-
ment, complete only those paragraphs which
are affected by the change or new/additional
equipment. When paragraphs do not apply, so
indicate under the heading (e.g., for a system
which receives its microforms from an out-
side source, those questions dealing with micro-
form production, reproduction, updating, and
similar actions may not apply). Keep infor-
mation under each paragraph heading brief
and concise. Prepare lists of data, detailed
explanations, or similar material in the form
of tabs to this format.

D-1. Microform. a. Type. (General type of
final form to be used, such as microfiche, roll
or cartridge microfilm, video tape, or other
microform.)

b. Physical characteristics. (Detailed des-
cription of microform, including size, reduc-
tion ratio, format, film type(s), and other char-
acteristics. Include documentation to indicate
that microforms are of sufficient archival qual-
ity for the required retention period. When
archival quality microforms are to be produced
under provisions of para 2-9 and 2-10, in-
clude whether microforms conform to require-
ments of appendix H or show otherwise that
microfor;n stock will produce archival quality
microforms. Also indicate when the first in-
spection {(required by paragraph 2-9g) is to
be made.)

»
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¢. Volume. (Total number of images of docu-
ments/information to be placed on microform:
number of microforms to be used per document
unit (such as file, book, drawing, etc.); tota!
number of microforms required.)

D-2. Storage and retrieval. a.  Storagr.
(Type and number of containers, files, or other
storage equipment needed to house microforms
Include physical description, size, and char-
acteristics. When archival quality microforms
are to be produced under provisions of pura
2-9 and 2-10, include whether storage require-
ments meet the standards of appendix I or
provide documentation to support adequacy of
alternate storage procedures.)

b. Indering. (Manner in which microforms
are to be indexed to permit retrieval and or
display. Specify equipment to be used, man.
hours and personnel needed for operation.)

¢. Retricval. (Method proposed to retrivie
microforms for display and updating, if re
quired. Estimated retrievals per month, man.
hours per month required to perform retrieval.
and man-hours per month and procedures need.
ed to return microform to storage area after
use.)

D-3. Distribution/transmission. (How trans.
mission of microforms is to be handled Ir.
dicate changes from current procedures.)

D-4. Updating/interfiling. (If changes, !}
tions, or deletions are to be made, or at?
tional microforms are to be produced su'-.
quent to initial conversion to microform, -
cribe method, equipment to be used, time ar!
man-hours required for operations, quality vo:
trol procedures, and frequency of uplate o}
erations. When archival quality micraforea
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are to be produced under provisions of paras

. 2-9 and 2-10, indicate whether procedures

. meet requirements of appendix H, or provide
docum_gn.tatio.n to support adequacy of alternate
‘ procedures.) ’

' D-5. Use. a. Users. (Change of users from

P

present system, if any.) - : ;

b. Usage. (Change in usages from present
system; e.g., due to format of microform or
_ other reasons.)

¢. User considerations. (Evaluate user abil-

. ity to work with microforms and basis for
evaluation. Indicate user acceptance objec-
tions raised. If microforms are to be provided
to users who will not be furnished display
equipment as part of this proposed system, in-

- . dicate what other provisions have been made.

. Include consideration of the ultimate users,
such as those to whom the microforms may
be eventually retired or transferred.)

T

D-6. Duplicate files. (Number of duplicate,
. or partially duplicated, microform files to be
established. Indicate whether a security file
¢ will be established and whether separate mast-
er and working files will be maintained. In-
dicate whether any users will be provided with
a duplicate file set. Indicate duplicate copies to

be prepared to meet requirements of para 2-
9b.)

O

e

I Ree ama i

D-7. Reproduction. (Indicate how many in-
dividual microform duplicates will be made.
Describe the process, equipment, personnel,
* and time and man-hours requircd for repro-
K duction. State reason for duplicates being pro-
duced. If paper copies are to be prepared, so

¥
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indicate and support fully in appendix G. When
producing copies to meet requirement of para
2-9), state whether copies and procedures con-
form to the requirements of appendix H o
provide documentation to support adequacy o
alternate procedures.)

D-8. Personnel. (Number of personnel to bc% 3
used in proposed system, and their grades and

job titles. Distinguish between operators and
overhead. Describe additional training and

skills needed to qualify present personnel to
operate proposed system. Indicate which per-

sonnel are part-time workers.)

D-9. Organization. (Describe proposed organ-
ization and indicate changes from present or-
ganizational structure.)

D-10. Floor space. (Total number of square
feet required.)

a. Storage of microforms. (Including retrie-
val equipment.)

b. Personnel.

¢. Other integral equipment. (Equipment
for duplication, production of microforms, dis-
play, or other function.)

d. Storage of existing documents/informa-
tion. (If not disposed of after conversion to
microform.)

D-11. Supplies. (List supply requirements
directly associated with proposed system. In-
dicate amounts to be used per month and
purpose served. Exclude normal office supply
requirements.)

e i
o & -'“ t"‘ A
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APPENDIX E
IMPLEMENTATION

" AR 34022

Use this format to describe how the pro-
posed MICRODIS will be put into effect.
When proposing a study, design, development,
or similar project, use this format to indicate
the resource requirements and time schedule

needed for the study, design, development, or-

similar project.

E-1. Documentation/information preparation.

{Describe requirements for preparing docu-

ments or information for conversion to micro-
form. List amount of destapling, purging of
duplicate copies, eliminating of unessential
material, repair of damaged documents, re-
arranging of data on magnetic tapes, repro-
graming or similar requirements, Indicate if
documents/information will need rearrange-
ment prior to miniaturization and, if so, des-
cribe method and time involved.)

E-2. Conversion. (Describe method, equip-
ment to be used, time and man-hours required
for operations, quality control procedures, and

any other related operations. When archival
quality microforms are to be produced under
provisions of para 2-9 .and 2-10, indicate
whether procedures meet requirement of ap-
pendix H or provide documentation to suppert
adequacy of alternate procedures.)

E-3. One-time requirements. Specify addi-
tional space, personnel, or other requirements
for the implementation period. Indicate specix!
procedures, controls, and equipment to be used
during implementation, which will be discarded
when the system becomes fully operational.)

E-4. Time phasing. (Describe the plan fur
phased implementation. Indicate when train-
ing of personnel will start, when equipment
is to arrive, when conversion will begin, and
other operations associated with implementirg
the microform system or project. Indicate dur.
ation of each activity and when the system
will be fully operational in microform.)

1




' APPENDIX F
EQUIPMENT
rchival Use this format for a summary of the proposed equipment and associated costs. Indicate both
upder lease and purchase cost regardless of how equipment will be acquired. List separately, under an
dicate appropriate subheading, equipment needed only for initial conversion or system implementation.
of ap-
- Upport Reduction Ammllll'“ Coat MoAh:‘t:::lncl Number Total Cost
Type Manxfacturer Model Ratio Leage Purohase Cost Regquired Lease  Purchass
- (Such as reader, (Along with
. reader-printer, number show
addi- camera, duplica- ' Lor P to
ments tor, storage/ indicate
:pecial retrieval, etc.) whet:(l)\eex:i i: is
Propos
? used Lease or
arded Purchase).
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i APPENDIX G
{
{ JUSTIFICATION
i
i Use applicable portions of this format to ~ f. Transmission/Distribution. (List and co
% justify the proposed MICRODIS or project. compare cost, including mailing cost.) te:
! Provide an analysis and comparison between of
1 proposed system and alternate means. Keep G-2. Equipment analysis. (Explain how equip- H
information under each paragraph brief and ment was evaluated and why it was deter- sU
concise. Prepare lists of data, detailed expla- - mined to be the best, or only, equipment to h:
. nations, or analyses in the form of tabs to this  do the job. Show clearly what alternatives th
format. . were considered. Include comparative cost

G-1. Costs. (When the sole or primary justi-
fication for conversion to microform is economic
(i.e., tangible monetary benefits), an economic
analysis will be conducted in accordance with
AR 37-13, and formats A and B of that regu-
lation prepared and attached if:
—ADP equipment is involved ; or

' —Estimated cost of project or system ex-
) ceeds $200,000.

Whether the provisions of AR 37-13 apply
or not, this costs paragraph will reflect a com-
plete summary and comparison of the costs
of the current system, proposed system, and
alternate methods considered. As a minimum,

a summary of the following costs will be at-
tached.)

t a. One-time costs. (List all one-time costs,
i such as site preparation, nuodification of exist-
ing structures, transportation, training, and
conversion costs.)

b. Personnel costs. (Include a comparison
of personne! costs.)

c. Equipment. (Costs, comparisons between
purchased and leased equipment, cost saving
i from disposal of present equipment.)

d. SulfPfies. (Cost of supplies.)

e. Sp
quirements.)

(Cost comparisons of space re-

158

analysis of alternate equipment in cost justi- G
fication, para G-1c.)

G-3. Contractor services. (If any portion of
the MICRODIS or project is to be performed
under contract, provide complete justification,
including cost comparison with an in-house
operation. Attach copy of proposed contract.)

G-4. Benefits and disadvantages. (List and
compare benefits and disadvantages of present.
proposed, and alternate systems.)

G-5. Use of existing services, (Indicate what
consideration had been given to use of micro.
form services of GSA or other activities and
why it is not feasible to use them.)

G-6. Printer. (Provide specific justificaticn
for any equipment capable of producing paper
copies from microforms.)

a. Reasons. (Why paper copies are needed
and why microforms and other display equip-
ment cannot adequately serve user needs.)

b. Number. (Number of paper copies to t«
produced.)

¢. Controls. (Procedures established to in-
sure that paper copies are produced only Y
support validated requirements and that au
copies are destroyed at the earliest possi¥
date.)
. 2

)
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G-7. Disposition of documents. (Indicate pro-
posed disposition of current documents. If
documents are to he retained along with micro-
fornls,p;:q.\'ixle specific justification.)

G-8. Archival considerations. (When docu-
ments/information are to be disposed of after
conversion to microform, indicate in this para-
graph that microforms and procedures used
are adequate to insure that information they
contain remains available for the required re-
tention period. Also state whether provisions
of para 2-9, 2-10a, b, or ¢, and appendix
H (as applicable) have been met. If not, in-

sure that alternate microforms and/or methods

have been adequately documented to justify
their use and so indicate herein.)

G-9. Observations and recommendations. (If

G-2

12 Névcmfw- 2373

possible, provide comments, based on experience
gained in document/information miniaturiza-
tion, which could prove of vulue to The Army
Microforms Program. Observations in the areas
listed below are solicited.) e

a. Tcr}mology'. (Expected technological
vances and their possible integration into %
posed system.) *

b. Other systems. (Relation of the proposed
system to other Army microform system en-
countered, especially observations concerning
compatibility, uniformity, and standardiza-
tion.)

¢. Other applications. {The possibility of

adopting the proposed svstem to other or simi-
lar applications in the Army.)
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APPENDIX H
ARCHIVAL CONSIDERATIONS - —
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H-1. Authority. Chapter 101 (Federal Prop-
erty Management Regulations) to Title 41 of
the Code of Federal Regulations establishes
requirements for microfilming of certain rec-
ords. The parts of chapter 101 applying to
The Army Microforms Program, which are
referenced in this regu]atioq, are included be-
low. The number in parenthesis after the title

of the paragraph refers to the particular sub-
part of chapter 101,

H-2. Definitions which apply to this appendix
(101-11.502). q. Original microfilm. Original
microfilm is camera microfilm whether pro-
duced by customary or Computer Output Micro-

film (COM) methods and regardless of emul-
sion or base,

b. Silver original microfilm. Silver original
microfilm is camera microfilm meeting the
requirements of Federal Standard No. 125p;
Film Photographic and Film, Photographic,
Processed (for permanent record use).

c. Silver duplicate negative. A silver dupli-
cate negative js g second generation negative
microfilm meeting the requirements of Federal
Standard No. 125p whether produced from an
original negative or from an original positive,
d. Silver master positive. A silver master
positive is a second generation positive micro-
film meeting the requirements of Federal Stan-
dard No. 1255 produced from either an original
negative or from an original positive. ’

H-3. General considerations (101-11.504-1).
The following measures will be observed in

conversion o uments/information to micro-
form:

a. Microfofn "-c“opies will contain al) signifi-
cant recordﬁta;’l shown on the originals.

160

b. Microform copies of the records will he
50 arranged, identified, and indexed that any
individual document or component of the rec-
ords can be located with reasonable facility.

¢. Military specifications and standards for
microfilming and photographing engineering
drawings and similar related documents wil}
be followed when applicable.

d. When using roll microfilm, the photo-
graphic images at the beginning of each roll
of microfilm will include information jdent;.
fying the agency and organization whose rec.
ords it covers; the title of the records; the
microfilm rol) number; the security classifi-
cation, if any (this is in addition to security
markings required for containers and ind:.
vidua! images) ; and, if possible, the inclusive
dates, names, or other data identifying the
first and last records on the roll. Any indexes,
registers, or other finding aids shall be micro.
filmed at the beginning of the records to
which they relate.

e. When using other microforms, systems
will be so designed and supervised that the
resulting microform file is an accurate repre
sentation of the original records, Any indexem,
registers, or other finding aids will be m:rs
turized and located in a readily identifiste
place within the collection of microforn: re-.
ords.

f. Other systems (e.g., COM) producing orig
inal permanent records on microfilm with -
paper original will be designed so tha! iy
produce microfilm which meets the regu.rs.
ments stated in this appendix,

H-4. Microfilm stock (101-11504-2). Ty
film stock used to make photographic oy
crophotographic copies of permancrt rec. oy
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will be safety-base permanent record film as
specified in American National Standards In-
stitute (ANSI) PH1.25, Specifications for
Safety Photographic Film; PH1.28, Specifi-
catiof for Photographic Films for Permanent
Records; PH1.29, Methods for Determining
the Curl of Photographic Film; and PH1.31,

_ Method of Determining the Brittleness of

Photographic Film, and shall comply with
Federal Standard No. 125b. In order to afford
adequate protection for permanent records, ag-
encies using microfilm systems which do not
produce an original microfilm meeting these
standards for permanent records will immed-
iately make a silver duglicate negative or sil-

ver master positive which does meet the stan- ~

dards.

H-5. Copies of microforms (101-11.504-1 and
101-11.505). When miniaturizing documents/
information of permanent retention value, the

following requirements will be met:

a. The original microfilm produced will not
be used for reference purposes. Instead, copies

- of the original microfilm will be made and used

for reference.

b. Two copies will be offered to NARS. This
offer will be made by HQDA, concurrently with
action to obtain approval for destruction of

: permanent records (see para 2-11). HQDA

will notify the organization proposing the
MICRODIS whether copies will be transferred

" as indicated in paragraph H-6, or at a diff-

erent time. These two copies will be:

(1) One copy of either the silver original,
silver duplicate negative, or silver master posi-
tive microfilm.

(2) One copy of positive microfilm.

¢. Organizations proposing to fetain the sil-
ver original microfilm copy of permanent rec-

ords must include as part of their documen-
tation:

(1) Statement that standards of appen-
dix H, AR 340-22 will be used to store silver
original microfilm. This statement will be in-
cluded ulfdér paragraph D-2a.

(2)g en the first inspection of micro-
film reqffired by paragraph 2-9g will be con-

H-2
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ducted. This statement will be included under
paragraph D-1b.

H-6. Deposit of copies (101-11.503.2). a. The
copies of microforms required to he forwardd®e
to NARS will be verified for completeness

=R

completed or, in the case of large continuffig"
systems, when a substantial and readily identi-
fiable portion is completed.

b. The microform copies will be accompanied
by adequate descriptive material to enable
NARS or agency file personnel to service the
records with reasonable facility, and by a cert-
ification by an agency official that microforms
were produced in the normal course of agency
operations and that care has been taken to
insure that the microforms are a complete and
accurate copy of the original records.

H-7. Testing (101-11.504-3). a. The film used
to make photographic or microphotograph-
ic copies of permanent records will be so proc-
essed that the residual thiosulfate concentra-
tion shall be greater than zero but shall not
exceed 1 microgram per square centimeter. An
optimum concentration of 0.7 micrograms per
square centimeter in a clear area is recom-
mended. This may be determined by perform-
ing the test specified in ANSI PH4.8, or by
the Methylene Blue Method for Measuring
Thiosulfate and the Silver Densitometric Meth-
od for Measuring Chemicals in Films, Plates,
and Papers.

b. Samples of properly identified, clear
film, without images, measuring at least 2
square inches, will be forwarded HQDA (DAAG
-AMS) for testing. Organizations having access
to test facilities may forward results of test
in lieu of film samples.

H-8. Resolution and densities (101-11.504-1).
a. A minimum resolution of 90 lines per
mm. will be obtained.

b. No photographic densities on negati
copies higher than are required for the int
ed purposes will be used. When poss
densities on negative copies will be betv

=

accuracy before transfer. Copies will be tr:i'!';gﬁ%
ferred as soon as conversion to microform ¥

L
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1.0 and 1.2 On positive copies the background

ciation in their publication NFPA 232. Pro. atn.
will be kept as clear as practicable.

tection of Records, 1976, Particular care will I'rive
Lie taken to insure that the provisions of LhiS eme.;
paragraph are applied effectively when originafgE:
negative microfilm is stored in such Place®;. .

as undergrcund installations and insulated fided ane,
cahinets where a high humidity is prolmb!qﬁf{;,.;.

H-9. Swndards  for storing  (101-11.506).
These standards apply to storing of silver
original, silver duplicate negative, or silver
master positive copies.

) @ Reels and cores. Microfilm stored in roll d. Environmental conditions. The relative wil:
form will be wound on cores or on reels of the humidity of the storage vault or room wil] ¢
type speeified in ANSI PH5.G. Standard Di- not exceed 10 percent. Temperatures will not et
mensions for 100-foot Reels for Processed 16-  exceed 70° F. Rapid and wide-range cycling ot
mm. and 35-mm. Microfilm. The materials of humidity or temperature will be avoided cris
used for the cores and reels will be noncorroding  and will in ne instance exceed %5 percent Wi
such as plastic compounds or nonferrous met- relative humidity or =5° F, in a 24-hour pe- trs
als. The use of steel for reels will be permitted riod. Where inactivity of the film permits, pro- cit

. provided the reels are well protected by lacquer, tection may be increased by conditioning and i

enamel, tinning, or other corrosion-resistant

scaling the film at a lower humidity and ‘or
finish. Plastics and lacquers that might give

storing the film at a lower temperature. Film

off reactive fumes or exudations during storage  stored at a lower relative humidity than 30 H-
will not be used. The plastic materials must be percent or a temperature lower than 60° F. ik
free of peroxides. Paper strips or rubber bands will be sufficiently warmed and reconditioned e
will not be used for confining film on reels or  before use to avoid any possible damage in sp

cores. The materials used will not ignite, decom- handling. If Dossible, approximately 0.05 inches

pose, or develop reactive fumes and vapors,

b. Storage containers. The microfilm will he
stored in a closed container made of such in-
ert material as metal or plastic of proven qual-
ity. The container will be sealed where needed
to maintain prescribed humidity limits or to
protect the film against gaseous impurities. If
proper temperature and humidity controls are
maintained as prescribed in d, below, and if
there is good ventilation and clean air in the
storage area, the containers nced not be sealed.
Open containers such as folding cartors may be
used only if it has heen estahlizhed that the
container material will have no adverse effect
on the film over long periods of time.

¢. Storage rooms. Agencies retaining origi-
nal microfilm copies of permanent records will
provide a fire-resistive vault or room. The stor-
age area shall not be used as an office or work-
ing areca. No flammuable material shall be stored
in the storage area. For full protection against
eéxposure to fire and associated hazards, fire-
resistive snmr insulated containers will be
placed with ,—%iirc-rcsistive vaults or rooms
constructed Fn -accordance with recommen-
dations of ﬁNationul Fire Protection Asso-

of water pressure above atmospheric pressure
will be maintained within the room or vault
and in the film inspection area by means of
an independent air-conditioning system.

e. Control of air conditioning. Air condi-
tioning will be kept under sufficient control to
meet the standards for temperature and humid-
ity as specified in d, above. Dehumidifiers using
desiccants will not be used since, with cir-
culating air in the storage area, there is a
danger of abrasive or reactive dust particles
settling on the film. Humidification before stor.
age is not necessary unless the prevailing rel.
ative humidity in storage areas is less than
15 percent for long periods of time. Water
trays or saturated chemical solutions will nat
be used due to the serious danger of over-
humidification.

f. Protection aguainst air-entrained tmpur.
ities. Solid particles that abrade the film or
react on the image will be cleaned from th.
air supplied to microfilm storage and  asso.
ciated rooms by the use of the dry media e
chanical filters or electrostitje precipitutor.,
These filters will have an arrestance or elenniny
efficiency of at least 80 percent when tested with

162
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atmospheric air using ANSI PII5.45 Standard lot sample will be chosen, allowing some over-

-Practice for Storage of Processed Silver Gel-  lapping of inspection to note any changes in

atin Microfilm: which cites the report to the previensly inspected samples. The ruidelines
National Bawrd.af Fire Underwriters for the  in the National Bureau of Standards Handbook
installation of air conditioning, warm air heat- 96, Inspection of Processed Photographic Rec-
ing, air cooling, and ventilating systems. Fil- ord Films for Aging Blemishes, will be fol-
tering media, casings, and castings, if used ln\\cd
will be of the nongombustible type. ~— =~

g. Gascous impurities. Such gaseous impur- nemmod, in accordance with paragraph 2-7, by
ities as sulfur dioxide, hydrogen sulfide, and the organization operating the MICRODIS,
others that may cause deterioration of the mi-  The report will include at least the quantity of
crofilm will be removed from the air. Silver-gel-  microfilm of permanent records on hand (ie.,
atin microfilm will not be stored with other  pumber of rolls, microfiche, jackets, ete) ; quan-

types of film in the same room or in rooms  (ity of microfilm inspected: condition of the
connected by ventilating ducts because gases  microfilm; and corrective action required, if
given off by the non-silver-gelatin mierofilm  pecessary.

may damage or destroy the safety-film base. . Lo )
e. When it is discovered that existing micro-

H-10. Inspection (101-11.506-8). a. At approxi- forms are deleviorating, ov in danger of de-
mately 2-year intervals, a 1 percent sample of terioration, new microforms will be produced.
randomly selected rolls of microfilm will be in- The production of such new microforms must

spected. For each biennial inspection, a different meet the requirements of this appendix.

. A copy of the inspection report will be

s
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& _ APPENDIX I

[ FED. STD. No. 125B .

——— March 21, 1972
SUPERSEDING
Fed. Std. No. 1254
April 24, 1958

FEDERAL STANDARD

FILM, PHOTOGRAPHIC AND FILM, PHOTOGRAPHKIC,
* PROCI;SSED; (FOR PERMANENT RECORD USE)

This standard was approved by the Commissioner, Federal Supply Serv-
ice, General Services Administration, for the use of all Federal Agencies.

AUTHORITY. This standard is issued pursuant to the Federal Property
and Administrative Services Act of 1949, as amended, and its application
to the purchase of commodities referred to herein is mandatory on all
Federal agencies.

81. Purpose and scope. The purpose of this standard is the adoption of
uniform and effective criteria for the evaluation of film for use in making
permanent records and for testing the processed film to insure the ade-
quacy of processing method and its application. The scope of this standard
is concerned with both raw stock for permanent-record films and with the
processed films ready for storage. The standard is not restricted to micro-
film but applies equally well to motion picture films, roll films, and sheet
films.

S2. Application. This standard shall be used whenever applicable in the
testing of films submittzg by manufacturer as suitable for permanent
record use pursnzul o assigning the right to use the solid triangle estab-
lished by the National Bureau of Standards as the distinguishing marking
for film so approved by the Government. It shall also be used, where appli-
cable, in the testing of samples of exposed and processed film from perma-
nent record activities as may be requested by Federal agencies.

S3. Reference publications. The following documents form a part of this
standard. Unless a specific issue is identified, the issue in effect on date
of invitation for bids or request for proposal shall apply.

== American National Standards Institute, Inc. Standards (ANSI):

- PH1.28 Specifications for Photographic Film for Archival Rec-
s ords, Silver-Gelatin Type, on Cellulose Ester Base.

164 1-1
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PH1.41—Specifications for Photographic Film for Archival Rec-

-— ords, Silver-Gelatin Type, on Polyester Base.

. (Application for copies should be addressed to the American National
_—_ - Standards Institute, Inc., 1430 Broadway, New York, New York
10018.) e v
SFChanges. When a Federal agency considers that this standard does not
provide for its essential needs, written request for changing or adding to
the standard supported by adequate justification, shall be submitted to the
Administration. This justification will explain wherein the standard does
not provide for essential needs. The request should be sent in duplicate to
the General Services Administration, Federal Supply Service, Standardi-
zation Division, Washington, D.C. 20406.. The Administration will deter-
mine the appropriate action to be taken and will notify the agency.
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APPENDIX J

SERVED

AR 340-22

Region No.
1

Address
Post Office and Courthouse
Boston, MA 02109

'30 Church Street
New York, NY 10007

Center Manager, WNRC, GSA
Washington DC 20409

1776 Peachtree Street, NW
Atlanta, GA 30309

219 Dearborn Street
Chicago, IL 60604

1500 East VBanm‘ster Road
Kansas City, MO 64131

819 Taylor Street
Fort Worth, TX 76102

Building 41
Denver Federal Center
Denver, CO 80225

49 Fourth Street
San Francisco, CA 94103

6125 Sand Point Way
Seattle, WA 98115

Area Served
Connecticut, Maine, Massachu-
setts, New Hampshire, Rhode
Island, Vermont

Delaware, New Jersey, New
York, Pennsylvania, Puerto
Rico, Virgin Islands

District of Columbia, Maryland,
Virginia, West Virginia

Alabama, Florida, Georgia,
Mississippi, North Carolina,
South Carolina, Tennessee

lllinois, Indiana, Kentucky,
Michigan, Ohio Wisconsin

Iowa, Kansas, Minnesota, Mis-
souri, Nebraska, North Dakota,
South Dakota

Arkansas, Louisiana, Oklahoma,
Texas

Arizona, Colorado, New Mexico,
Utah, Wyoming

California, Hawaii, N evada,

Philippines
Alaska, Idaho, Montana, Oregon,

Washington
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f"- ' APPENDIX K
i * MINIATURIZATION GUIDELINES -~

AR 310-22

K-1. Sources of information. This appendix
provides general information on the range of
applications, values, and limitations inherent
in miniaturization. TB 340-1 and the sources
identified in paragraph 5-5 and appendix B
of that publication will be consulted for techni-
cal, more detailed, or varied aspects of mini-
aturization.

K-2. Miniaturization
applications include:

applications. Typical

a. Micropublishing. Publication of catalogs,
books, regulations, directives, and other ad-
ministrative, technical, supply, training, doc-
trinal, or organizational material.

b. Indezing. As indexes to other informa.
tion or as locator files.

¢. Computer output microfilm. As an out-
put medium for computer generated informa-
tion.

d. Reference. In libraries or other areas where
large volumes of reference material are main-
tained.

e. Inventories. As stock records or other
listings and compilations of information.

f. Graphic material. For storage and use
of photographs, illustrations, plans, blueprints,
engineering drawings, maps, and similar mat-
erial.

g. Case (unitized) filing. For use in indi-
vidual records such as health, personnel, trans-
portatio - finance, or for other records which
require ated material to be maintained as
a set. -

h. Gengral (office/adminisrtative) filing. For
normal records keeping opcrations.

K-1

K-3. Values of miniaturization. Use of micro-
forms may result in cost reduction and can
benefit both the user and the records manager.

a. Faster access. Microform files can reduce
the time neceded to get information since file
space can be compressed, automated retrieval
systems can be used, uniformity and better
indexing can be achieved, and rapid display
of information is possible.

b. Simultaneous access. Duplicate files and
both on and off line viewing can permit more
than one user access to a given unit of in-
formation at the same time.

¢. File integrity. Information can be obtained
from files while the microform file remains in
custody of the records custodian, thus preclud-
ing loss of, or tampering with, file contents.

d. File security. Duplicate security files can
be readily established and provisions for access
to given limited portions of a file are possible.

e. Improved trensmittal. Reduced size pro-
vides for less costly and more rapid trans-
mittal of documents.

f. Space savings. Since large volumes of
paper documents can be compressed into micro-
form, a fraction of thé storage space is re-
quired.

g. Work facilitation. Microforms can serve
as a tool in work facilitation. Many operations
requiring repetitive or duplicative processes,
such as logging, filing, and inventory prepar-
ation, can be performed casier and faster us
microforms.

k. Preservation. When important docume
are found to be deteriorating, fading, or
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