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PURPOSE:

To provide instructions for Film Inspection for Recovery.
OBJECTIVE:
· To inspect microfilms per standards for deterioration.
GENERAL INFORMATION:
Pursuant to the State of Arizona Standards for Permanent Records Media and Storage, a minimum of 1% of all rolls of microfilm must be inspected annually for damage such as dirt, oils or blemishes.  Whenever inspecting any original film, clean cotton gloves must be worn. Inspect film thoroughly for any dirt, oil (fingerprints), tape splices, etc. that can/will cause the original film to deteriorate.  Also watch for redox (the crystallization of the silver film base), usually seen at the beginning of the roll and on the actual images on the emulsion side of the film.  The film will oxidize because of inadequate washing during processing, exposure to temperature and humidity not conducive to microfilm storage, and/or contact with non-acid free papers or cardboard storage boxes which can cause peroxides to form, etc.
EVENT DRIVER:

· Film Inspection for Recovery is required. 
PROCEDURES: 
1. Each original and/or silver duplicate microfilm rolls inspected must be recorded in the Film Inspection – Recovery log.  To retrieve the log, go to the S:\Cust_Svc\CSC\ Micrographics\Additions and Corrections\Recovery Rolls Log Sheet file. 

2. Record the D-min (image density) and D-max (clear density) density for each roll of microfilm inspected. 
3. Load the roll of film onto the rewind and slowly check the roll along the edge for any blemishes, tears, breaks, fingerprints or other foreign matter, or any other flaws that may be found. 
4. If any rolls require a new silver duplicate to replace the damaged original, make a notation on the Film Inspection – Recovery log.  Be sure to indicate the date the roll(s) was sent to the Outsource lab. 
5. When the roll(s) has been returned, carefully inspect the silver duplicate to ensure that the roll is satisfactory.  Be sure to notate any comments into the Silver Duplicate Roll portion of the Film Inspection – Recovery log. 
A. The emulsion side of the film should be out and no trailer holders should be on the film reel. 
B. Stamp the current date (with the Inspection Stamp) on each original film box. 
6. After inspecting the silver duplicate, create new labels for the duplicate original roll of film.  Ensure the labels reflect all information from the old film boxes to include inspection date and the following statement: “Silver duplicate created and inspected [MM/DD/YYYY]”. 
7. Discard the reproduced rolls of original silver film and diazo duplicate film.  To dispose of film, place in the appropriate recycle bin.  This includes items that contain confidential information 
POLICIES / RELATED DOCUMENTS:
· Arizona Standards for Permanent Records Media and Storage
OTHER PARTIES INVOLVED:
· N/A
TIME / VOLUME:
· Varied
FREQUENCY:
· Varied
PERFORMANCE MEASURE:
· N/A
SYSTEM ACCESS REQUIRED:
· S:\Cust_Svc\CSC\Micrographics\Additions and Corrections\Recovery Rolls Log Sheet file
REPORTS / FORMS:
· Film Inspection – Recovery log
DEFINITIONS:
· Redox: The crystallization of the silver film base.
APPLICABILITY:
This procedure applies to all employees of the Clerk of the Court.
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