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ANSI/AIIM MS35-1990

Standard for Information and
Image Management —

Recommended Practice for the Requirements
and Characteristics of Original Documents
That May Be Microfilmed

Association for Information and Image Management

This standard recommended practice describes the essential requirements and characteristics for the creation of documents
that will facilitate microfilming. Excluded are technical drawings and newspapers.
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) S TeTo) o GO SN 1 Recommended Practice for the Requirements and
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2.2 Other Referenced Standards ................ 1
2.3 Other Referenced Publications .............. 1 The purpose of this standard is to describe the essential
2.4 Related Standards .. .....cooviiviiiiiinne,. 1 requirements necessary for the creation of original docu-
R I D T33713 1 o) o J 1 ments that will facilitate microfilming., When microfilmed,
4 Physical Requirements and Characteristics .:..... .1 the reproduciion of the document must be of a quality suf-
4.1 Paper Sizes. . ...viteiiin i, 1 ficient to produce an image that can be enlarged or “‘blown
4.2 Orientation. . ... ...oviriiiiineanenn... 2 back™ to its original size while retaining the image qualities
T 0 T o () 2 of the original, with minimal degradation,
4.4 Smoothness (texture, finish)................. 2
4.5 Opacity....... e i e e 2 The image qualities of the original document have
4.6 Thickness of Paper or Card Stock........... 2 a direct effect on the quality of the microfilm image.
S PrntNg ... e e i i e e el 2 Therefore, it should be recognized that the microfilm pro-
S dmage .. i e e e 2 cess is dependent to a great degree on certain characteristics
6 Typography. ..o iviiviinrieriineennreneennnnns 2 of the original document that are essential fo the produc-
6.1 Character Size .. ...cviviineriinnerennnes 2 tion of quality microfilm. Described in this standard are
6.2 Character Style and Weight................. 2 the key quality elements to be considered before the original
6.3 Layout .\ .vuvriii it i it it 2 document is created. Documents with characteristics that
6.4 Photographs, Pictures, etc. ................. 2 differ from the goals suggested can be microfilmed, how-
6.5 Background ........viiiiiiriiiiiies 3 ever, the microfilm image will be of poorer quality, as com-
6.6 Reverse Printing ................c.0cvnnt, 3 pared with those documents that meet the goals.
' 6.7 LiNE AL . v v e seeereen e eeenaennn. 3
7 Sample Testing .. ... e e e e 3 While a microfilm image of a document may be considered
8 SUMMAIY . oyttt ittt i e, 3 for its legibility and aesthetic value, the quality of that image
is of critical importance if the microfilm is to be used as
Appendix A. Study of Image Characteristics evidence in a court of law in place of the original document.
From Original to Blowback The microfilm must embody the whole of the original, with
From Microfiche ................... 3 all its details and imperfections, if any exist.
Figure 1, Reverse Tmages ...... .. ccviivviirens. 1 Advancements and improvements in microfilm tech-

nology have encouraged the use of increasingly higher re-
ductions which, in turn, has placed greater emphasis on the
creation of the original documents.
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American National Standard for Information
and Image Management—Recommended
Practice for the Requirements and
Characteristics of Original Documents

That May Be Microfilmed,

ANSI/AIIM MS35-1990

1 Scope

This standard recommended practice describes the
essential requirements and characteristics for the creation
of documents that will facilitate microfilming. Excluded are
technical drawings and newspapers,

2 References

All standards are subject to revision. When the follow-
ing documents are superseded by an approved revision, that
revision may apply.

2.1 Referenced American National Standards

ANSI X4.4-1955 (R1972). Bond Papers and Index
Bristols—Basic Sheet Sizes and Standard Stock Sizes.

ANSI Y14,.2M-1979 (R1987). Engineering Drawing and
Related Documentation Practices—Line Conventions and
Lettering,

ANSI/AIIM MS23-1983. Information and Image Manage-
ment—Recommended Practice for Operational Procedures/
Inspection and Quality Control of First-Generation Silver-
Gelatin Microfilm of Documents.

2.2 Other Referenced Standards

CAN2-9.60M-76. Canadian National Standard for Paper
Sizes for Correspondence.

CAN2-72,7-M78. Canadian National Standard for Draft-
ing Requirements for Drawings to be Microfilmed.

CPPA E-1-1986. Canadian Pulp and Paper Association
Standard for Brightness of Pulp, Paper, and Paperboard.

ISO 216-1975. International Standard for Writing Paper
and Certain Classes of Printed Matter—Trimmed Sizes—
A and B Series.

TAPPI T452 om-87. TAPPI Standard for Brightness of

Pulp, Paper, and Paperboard (Directional Reflectance at
457 mm).

USA USA

2.3 Other Referenced Publications

AIIM TR2-1980. Association for Information and Image
Management Technical Report—Glossary of Micrographics.

2.4 Related Standards

CPPA D-29-1976. Canadian Pulp and Paper Association
Standard for Air Leak Roughness Test (Sheffield).

TAPPI T538-PM-82. TAPPI Standard for Sheffield
Smoothness of Paper and Paperboard (Air Flow Method).

3 Definitions

The following definitions apply to terms that appear
in this recommended practice which require clarification.
Other terms are defined in AIIM TR2-1980, Glossary of
Micrographics.

Smoothness. The property of a paper surface determined
by the degree to which it is free of irregularities. Such ir-
regularities (hills and depressions) affect image resolution.

Reverse Image. A negative-appearing image. The printed
area becomes the background and the character is left un-
printed, as shown in Figure 1.

News Gothic Bold Reversed

ABCDEFGHIJKLMNOPORSTUVAXYZabcdelghiikimnoparstuvweyz::”,./2$0123456789)

6 P ABCDEFGHIJKLMNOPQRSTUVWXYZabedel ghijklmnoparatuviexyz:?"n/ 750
8 PT| ABCDEFGHIJKLMNOPQRSTUVWXYZabcdefghukImnop
10 PTJABCDEFGHIJKLMNOPQRSTUVWXYZabcdefd

Figure 1. Reverse Images

4 Physical Requirements and Characteristics

4.1 Paper Sizes. This recommended practice recognizes
that there are two standard paper sizes used for corres-
pondence or office use. They are the ISO A4 size (see
ISO 216-1975) with dimensions of 210 mm X 297 mm (8.27
inches X 11.69 inches) and the North American size, 8.5
inches. X 11 inches (approximately 215 mm X 280 mm)
sheet (see ANSI X4,4-1955 (R1972) and CAN2-9.60-M76).

Both sizes can be successfully microfilmed within the
standard frame sizes at the nominal reduction ratios in com-
mon use. This- ability provides a distinct advantage to
microfilm users as the microfilming process is not restricted
to one size of correspondence paper.

Intermixing sizes of originals to be microfilmed, as
might occur in international correspondence or financial
records with checks, invoices, etc., will not pose a problem

~ for those who wish to microfilm their records. A number
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