Instructions for

Transmitting Master Negative/Security Microfilm

To the

Georgia Department of Archives and History

The Georgia Department of Archives and History (hereinafter: Archives) must maintain inventory control over the security microfilm accepted for storage.  Compliance with these instructions is necessary for the Archives to establish and maintain adequate controls over your microfilm. 

Microfilm received by the Archives with paperwork or packaging not in compliance with these instructions will be returned to originating agency.  

1.

PREPARING MICROFILM FOR SHIPMENT.

A.
Conformance with Micrographics Standards. 



The Administrative Office of the Courts and the State Records Committee hereby concur that the Micrographics Standards (MPRG-1987) attached apply to microfilming all records of the Courts in the State of Georgia and must be followed.


B.
Local and County Government Agencies 

Agencies will comply with Micrographics Standards when processing and microfilming records for storage.


C.
Inspection and testing of film.

Testing is the responsibility of the originating agency and may be performed in-house or by a service vendor.  The Archives does not undertake the task of verifying microfilm deposited for security storage.  Test all film for density, resolution, and residual chemicals, and check for accuracy and completeness of the record filmed. 

REMINDER: A duplicate negative should be maintained by the creating agency.
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D.
Contract between originating office and vendor.
The originating office will verify that the microfilm copy is a complete, accurate, and legible duplicate of the record filmed. Archives staff will not inspect security microfilm negatives; and the Archives cannot verify the microfilm copy. 


E.
Film Packaging and Arrangement.
Do not load master negative/security microfilm into magazines or cartridges.

Limit placement of microfiche to ten (10) to an envelope and one roll of microfilm to a box. 

Arrange microfiche jackets or aperture cards in proper order.


F.
Roll Film Labeling
 (1) roll number, 

 (2) name of the government,

 (3) the name of the originating office, 

 (4) the record(s) series,  

 (5) the records retention schedule number, and 

 (6) the inclusive date(s) of the record(s).

Note. Several boxes of film may be packaged together accompanied by a transmittal for each box of film.


2.
Mailing Microforms
Mail the original, completed Authorization for Microform Transfer and Receipt (ARTR, form #RG090397) to the Archives in a separate envelope. Also include a duplicate copy with the microfilm shipment.

The Master Negative/Security Film will be transferred by the originating government agency.


Mailing Address:



Norleen Grier



Records and Information Management Unit,

Georgia Department of Archives and History 

330 Capitol Avenue, SE 

Atlanta, Georgia 30334.
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3.
Receipt for transferred microforms

The Archives will mail the originating government officer, or designee, a signed receipt for the microforms as soon as the shipment identification and location data are entered into the inventory control system.  The receipt will consist of a printout of the inventory control data and a signed (in form item 9) copy of the submitted transfer request form.  The location code numbers will also be handwritten in form item 13. The inventory control printout will give the transaction (“accession”) number, box number(s) and location code(s).  File and keep this receipt for future reference.  

When you receive this receipt, please verify the data on the printout.  If any data is incorrect or incomplete, please notify Norleen Grier (404 656-2383 or <ngrier@sos.state.ga.us>) immediately.

4.
Questions or Request for Additional Information

 If you have questions or need additional information, contact Norleen Grier (404 656-2383 or <ngrier@sos.state.ga.us>), or mail them to Ms. Grier address above. 

