
MICROGRAPHICS PROGRAM PLAN


CITY OF SAN ANGELO

Policy
The City of San Angelo micrographics program shall comply with the rules and regulations as established by Local Government Code, Chapter 204 and administrative rules concerning microfilming adopted under authority of the statute by Texas State Library and Archives Commission (Texas Administrative Code, Title 13, Chapter 7, "Microfilming Standards and Procedures"), and with applicable American National Standards Institute (ANSI) and Association for Information and Image Management (AIIM) standards for microfilming of local government records to assure legality, archival film quality, density, and resolution of microfilmed records.

Microfilming of City records designated as permanent, long-term and/or vital will be accomplished in accordance with the standards and procedures for microfilming City records as established by the City of San Angelo Micrographics Program Plan.  The program shall be under the direct supervision of the Records Management Officer. 

City records microfilmed by a service company shall comply with the standards and procedures established by the City of San Angelo Micrographics Program Plan, and shall be subject to periodic review by the Records Management Officer for compliance.  A plan and detailed procedures shall be submitted to the Records Management Officer by the service company.  The plan and procedures will become a part of the San Angelo Micrographics Program Plan for the duration of the contract with the service company.

In-house microfilming of City records within individual department shall comply with the standards and procedures established by the City of San Angelo Micrographics Program Plan and is subject to periodic review by the Records Management Officer for compliance with administrative efficiency, and cost-effectiveness.  Convenience microfilming of short-term retention (less than 10 years) records may be done in-house without complying with all the standards.  Convenience filming of City records is discouraged and should not be done as a routine practice.  

Master microfilm produced for the City shall be the property of the City.  Master microfilm stored by a service provider shall be available to the City with delivery of the master microfilm made within no more than five working days after notice.

Background
The preservation and protection of City of San Angelo records designated as permanent, long-term and/or vital is accomplished by microfilming of the records.  Microfilming is the photographic process of creating miniaturized images of records on film.  The microfilm format may be roll microfilm, microfiche, aperture cards, computer output microfilm (COM), or other formats produced by any microphotography or other means of miniaturization on film.  The maintenance of any local government 

record on microfilm in addition to or instead of paper or other media is authorized by Texas Local Government Code, Chapter 204, §204.002.   Microfilm has been in extensive use for public records for over fifty years.  It is a standardized product and is not brand-dependent for media or equipment.

The ability to preserve the records of the City, protect the file integrity of permanent and vital records, provide reliable, convenient, and efficient access to records in a organized and systematic way are definite advantages to the use of microfilm.  Another major advantage is the ability to store large numbers of records in a relatively small area.  One roll of film can hold at least 2400 images - equal to about one and one-half file cabinet drawers or 2 cubic feet.   

The original of records that have been microfilmed in accordance with T.A.C., Title 13, Chapter 7 may be destroyed prior to the expiration of their retention period.  The ability to destroy several hundred cubic feet of permanent and long-term retention paper records is important to the efficient and cost effective management of City records.

Permanent records, long-term retention records (longer than 10 years), and vital records can be best preserved on microfilm.  This program ensures these records are maintained in their proper file order, conveniently available for use and, at the same time, stored in an acceptable off-site facility for long term preservation and to safeguard against loss.

Plan
Microfilming shall be accomplished in accordance with this Micrographics Program Plan and the "Microfilming and Processing of City of San Angelo Records" procedure which is a part of the City of San Angelo Records Management Manual.   The program is under the direct supervision of the Records Management Officer.

Microfilmed records when produced in compliance with this Program Plan and associated procedures, and in compliance with the rules and regulations of T.A.C., Title 13, Ch. 7, are considered original records and are acceptable by any court or administrative agency.  

This program applies to records with a retention period of permanent, long-term (over 10 years) and vital records.  Records with a retention period of less than 10 years will not be included in the microfilming program unless the record is considered vital.  

All microfilm produced for or by the City of San Angelo will consist of one (1) master microfilm and a minimum of one (1) diazo duplicate film.

Master microfilm must meet American National Standard for Imaging Media (Film) - Silver-Gelatin Type - Specification for Stability (ANSI IT9.1-1989 or latest revision).  Polyester film must be used for permanent and long-term film.

Duplicate film must be diazo film conforming to American National Standard for Imaging Media (film) - Ammonia-Processed Diazo Films - Specifications for Stability (ANSI IT-9.5-1988 or latest revision).  

The master microfilm of City records shall be stored at an approved commercial facility separate from the facility where the original records, if retained, are stored.  

Originals of records that have been microfilmed may be destroyed only after approval by the Records Management Officer and the Texas State Library.   

Records of the City maintained only on microfilm shall have the same access by the public as records on paper or any other medium.  If microfilm is the only media source, a paper copy may be made available for public use.  However, the master microfilm will not be made available for public access. 

Microfilm Service Company 
Microfilming of City records may be accomplished by a microfilm service company and shall be centralized under the Records Management Officer.  The microfilm service company shall comply with the standards and procedures established by the City of San Angelo Micrographics Program Plan and in accordance with T.A.C. Title 13, Chapter 7.  A plan and detailed procedures shall be submitted to the Records Management Officer by the microfilm service company which shall become a part of the San Angelo Micrographics Program Plan for the duration of the contract.

Documentation concerning how the microfilming is produced, tests and results of the tests (including compatibility of chemicals, film, and processor used in processing), shall be provided to the Records Management Officer by the microfilm service company. 

All costs associated with microfilming by a service company shall be funded by the City of San Angelo's Records Management Program and will be accomplished under contractual agreement between the microfilm service company and the City of San Angelo 

In-House Microfilming
Convenience filming of short-term retention records may be done by departments without complying with all standards set out in this Plan.  However, any record filmed for convenience purposes must be retained in its original form for the duration of its retention period.  Departments using convenience filming shall submit to the Records Management Officer a listing of the records being filmed, the use of the microfilm, and the location of the original record.

Departments with in-house microfilming capabilities may produce official film of City records with a retention period of permanent, long term and vital.  The process shall be under the supervision of the Records Management Officer and shall comply with the standards and procedures established by this Plan to ensure archival quality microfilm.  Departments producing official microfilm must submit to the Records Management Officer a listing of the records being microfilmed, where the microfilm is processed, and the documentation concerning tests and results of the tests (including compatibility of chemicals, film, and processor used in processing) that assure archival quality microfilm. 

Documentation
The Records Management Officer shall retain on file all documentation on processed microfilm and microfilmed records to include how the microfilm is produced and processed, disposition of the microfilm, and disposition of records after filming.

Procedures
Detailed procedures describing the process for microfilming of City records are contained in the "Procedure for Microfilming and Processing of City of San Angelo Records" which is a part of the City of San Angelo Records Management Manual.  These procedures shall be used when producing microfilm for or by the City.  
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