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PURPOSE:

To inform and document the microfilm standards the Clerk’s Office must adhere to, and discuss some forms of functionality required in order to achieve standard.
OBJECTIVE:
· Standards must be met or surpassed when generating archival quality microfilm.
GENERAL INFORMATION:
Pursuant to Arizona State standards, this procedure has been created based on national standards for creating and maintaining permanent microfilm.  These standards must be met or surpassed when generating archival quality microfilm.  This procedure has not been created for the purpose of instructing micrographics staff on how to achieve these standards.  This procedure is only to inform and document the standards the Clerk’s Office must adhere to, and discuss some forms of functionality required in order to achieve standard.
EVENT DRIVER:

· Permanent archival quality microfilm is required. 
PROCEDURES: 
1. Film Type: Silver Halide - Polyester and Acetate.
2. Storage Containers: Polystyrene reels, plastic containers, peroxide free plastic boxes and/or boxes of acid and peroxide free material. Microfilm must be stored at least 3” off the floor.
3. Storage Conditions:  Room temperature must not exceed 70 degrees F. and room humidity must be maintained between 20% minimum to 40% maximum. 
4. Film Standards:

A. Image – Resolution: minimum acceptable standards are 90 lines per mm for a rotary camera and 110 linens per mm for a planetary camera. 
B. Density – acceptable ranges are 0.80 – 1.40 for background (D-max) and 0.00 – 0.16 for base + fog (D-min).
5. Film Handling: Original silver microfilm should only be handled for duplication purposes.  Clean, lint free cotton gloves must be worn when handling any processed silver film.

6. Variations Resulting in Low Density: Line voltage fluctuations, lamp aging, dirty mirrors, temperature variation in processing, changes in ambient light conditions, variation in film, colored originals and oxidized or contaminated chemistry in the processor.

7. Materials Necessary for Density Control: Densitometer.

8. Density Factors Relating to Image Quality: 

A. Contrast – difference between high and low density. 
B. Fog – inherent density of film. 
C. Lens quality – better lens quality means less density loss.
9. Density Measurement: 

A. Using a calibrated densitometer, measure the high and low densities of the processed film.

a. High density is the reading obtained from the background or dark portion of the image. 
b. Low density is the reading obtained from the clear or base portion of the film.
B. Note density readings in Film Inspection-Recovery log located at: S:\Cust_Svc\CSC\Micrographics\Additions and Corrections\Recovery Rolls Log Sheet.  Density notations should be the high density reading followed by the low density reading (i.e., 1.10/.04).

10. Resolution: 

A. Ability of a microfilm system to retain the most minute details of a document.  This is expressed in lines per millimeter as measured from an image. 
B. Resolution is a function of lens quality, focus, vibration, motion relative to film and documents (for rotary cameras), exposure and original film quality.
POLICIES / RELATED DOCUMENTS:
· Arizona State micrographics archival standards
OTHER PARTIES INVOLVED:
· N/A
TIME / VOLUME:
· Varied
FREQUENCY:
· Daily
PERFORMANCE MEASURE:
· N/A
SYSTEM ACCESS REQUIRED:
· S:\Cust_Svc\CSC\Micrographics\Additions and Corrections\Recovery Rolls Log Sheet
REPORTS / FORMS:
· Film Inspection-Recovery log
DEFINITIONS:
· N/A
APPLICABILITY:
This procedure applies to all employees of the Clerk of the Court.
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