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Introduction Jlefore Cl'n barking on a microb"Taphics project. you should be m .. ·are 
of the legal requirement.s for microfilm se t by the stale of South 
Carol inn. While the Archives and Records Management .Division 
can give you ad,ice on records schedules and microg•-aphics "1>­
plicmions, the responsibility for meeting all legal requirement.s 
rests with you, the govemmem. official. This ll:aOct explains the 
le!,'<ll requirements for microfilm and what you must do to com· 
ply with those requirements. 

Laws and regulations The laws and regulations th;tLgovem microfilming in Somh Caro­
lin~ an: ' " ' <mi. in rhe Public Records Act (Sections 30.1-120 and 
30-1-J ~0 of the C.Hle of Lmvs ofSouth Carolina, 1976, as amended). 
the Quali ty Standards ;md Practices for the microlllming of Pub­
lic Record.~ (Regulations 12-200 through 12-203ofthe CodcofLmvs 
of South Carolina, 1976, as amended) , and the Uniform Photo­
graphic ('..opics of (\usincss and Public Records as Evidence Act 
(Scclion 19~610 of the CM.e of Laws of South (',(lroli>w, /976, as 
amended) . 

Legal requirements Microllhn produced by govcmmcnt officials lllltSt meet the foliO"" 
in~ r(:f}UifCillCilts: 

~~ 
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Are microfilmed 
records acceptable 

In court? 

Can the original 
paper documents be 
destroyed after they 

are microfilmed? 

• microfilm used to replace original records witll a retention 
period of ten years or more must be sil\'er gelatin film; 

• when you replace the original paper document with microfilm. 
you can usc the camera negati\'C fi lm only to produce duplicate 
copies. Once the duplicates are produced, you must place the 
carnt.~ra negalive in an ofT·sitc storage racilit:y that meets the stan­
dards set out in Public Records Information Leaflet Number ll­
Microjilm storage; 

• when you •·eplace the original record "ith microfilm. the fohn 
must meet the quality st:mdards set out in tlle Cot/~ of LmvsofSouth 
Carolhw, 1976, Rcgula1ion 12-200 through 12-203. a nd Public 
Records lnlormation Lcallet Number C;.-Qualit)' testingofm.icrojilm; 

• the records custodian must ccr1ify the film as complete and ac­
curate as set out in Public Rccor<Ls lnfonnation Leafle t. Number 
4- Tttrgeting mul Certifiwtiml of Micmji/11~ 

• all microfilm must be inspected using guidelines set forth in 
Public:: Records Information Leaflet Number 6--Q11ality testing of 
microfilm. 

. The Uniform Photogmp!tic CltfJies of llusint:ss and Pttldic Rewrds tJS Eui· 
tl~mce Act states that properly certified microfilm that accurate ly 
reproduces the original rcco1·d , or facsimiles of such mi, rofihn 
(whel\ the microlilrn exists for inspection), is admissible in evi· 
ctence in any judicial or administrative proceeding in lieu o f the 
odginal rct:or<l. 

Yes. If the records retcn tion schedule allows for the destruc tion 
of the paper record, and if the microfilm produced mec1~ all the 
legal requirements set out above, the oliginal document may be 
destroyed with written authori1~~tion from the director of the South 
Carolina Department ofArchiv<:s and History. For the procedures 
and fonns needed to institute a disposition request, sec publica· 
tion entitled "Proccdun~s for the Deposit and Storage of Scc111ity 
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Microfilm." If the microfilm does not meet the legal requiremenl~, 

the l'lriginal documents trn.tsl be: rel.;lined until their retention 
period has expired. 

The government official who has custody of the 
records is responsible for the microfilm. 

This leaflet is one of a series of leaflets issued by the Archives and 
Records Management Division of the South Carolina Departmen 1. 

<>f Archives and History. 
The Archives and Records Management Division has statutory 

responsibility for advising government offices on micrographics. 
The Archives and Records Management Division also issues pub­
lications and gives advice and help on records management and 
:.trch iv.t.l admi.n.istration. 

For more infonnation, pleas.~ contact. the South Carolina Depart­
ment of Archives and History, Archives and Records Management 
Division, SLate Record Center, 1919 Blanding Street. Columbia, SC 
29201. (803) 734-7914. 


