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Foreword

This British Standard has been prepared under the direction
of the Documentation Standards Committee. Aithough the
microfilming of office documents has now become part of
the established routine in many organizations, a large
number of them carry out the work in micrographics units
that seem to have developed haphazardly. They are often
sited in basements, perhaps because of the traditional view
that cameras should be kept away from daylight, and some
are dusty, subject to vibration, badly ventilated or too small.
Such units are unlikely to produce microforms of the best
quality. Dust and vibration can impair the legibility of the
film, and disagreeable working conditions may reduce the
operators’ efficiency.

Most of these difficulties may be avoided if the unit is
properly planned in the first place. This British Standard

is intended to help those who are new to microfilming and
are planning to set up a micrographics unit for the first time.
1t should also be useful to those who are planning to expand
or improve an existing unit.

This guide deals only with the planning and running of a
micrographics unit. It is not concerned with establishing

the need for a unit, nor with the advantages and
disadvantages of using microfilm bureaux instead.

This guide refers to substances and procedures that may be
injurious to health unless adequate precautions are taken.
The user who follows the advice given in this guide is not
absolved from legal obligations relating to health and safety
at any stage. In particular, attention is drawn to the Health
and Safety at Work etc. Act 1974.

Compliance with a British Standard does not of itself
confer immunity from legal obligations.
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