NFPA

Standard for the
Protection of Records

2022

NFPA
JATAN


http://www.avadocuments.com/doc/nfpa-232-2022
http://www.avadocuments.com/doc/nfpa-232-2022

NFPA® 232

Standard for the
Protection of Records

2022 Edition

NFPA
NFPA, 1 Batterymarch Park, dDoeocuments
An International

i | Coces and Standards Organization
%ocument gﬁarlang Hub

Full document details: NFPA 232 2022


http://www.avadocuments.com/doc/nfpa-232-2022
http://www.avadocuments.com/doc/nfpa-232-2022

IMPORTANT NOTICES AND DISCLAIMERS CONCERNING NFPA® STANDARDS

NFPA® codes, standards, recommended practices, and guides (“NFPA Standards”), of which the document
contained herein is one, are developed through a consensus standards development process approved by the
American National Standards Institute. This process brings together volunteers representing varied viewpoints
and interests to achieve consensus on fire and other safety issues. While the NFPA administers the process and
establishes rules to promote fairness in the development of consensus, it does not independently test, evaluate, or
verify the accuracy of any information or the soundness of any judgments contained in NFPA Standards.

The NFPA disclaims liability for any personal injury, property, or other damages of any nature whatsoever,
whether special, indirect, consequential or compensatory, directly or indirectly resulting from the publication, use
of, or reliance on NFPA Standards. The NFPA also makes no guaranty or warranty as to the accuracy or
completeness of any information published herein.

In issuing and making NFPA Standards available, the NFPA is not undertaking to render professional or other
services for or on behalf of any person or entity. Nor is the NFPA undertaking to perform any duty owed by any
person or entity to someone else. Anyone using this document should rely on his or her own independent
judgment or, as appropriate, seek the advice of a competent professional in determining the exercise of
reasonable care in any given circumstances.

The NFPA has no power, nor does it undertake, to police or enforce compliance with the contents of NFPA
Standards. Nor does the NFPA list, certify, test, or inspect products, designs, or installations for compliance with
this document. Any certification or other statement of compliance with the requirements of this document shall
not be attributable to the NFPA and is solely the responsibility of the certifier or maker of the statement.

REVISION SYMBOLS IDENTIFYING CHANGES FROM THE PREVIOUS EDITION

Text revisions are shaded. A A before a section number indicates that words within that section were
deleted and a A to the left of a table or figure number indicates a revision to an existing table or
figure. When a chapter was heavily revised, the entire chapter is marked throughout with the A
symbol. Where one or more sections were deleted, a ® is placed between the remaining sections.
Chapters, annexes, sections, figures, and tables that are new are indicated with an ‘N.

Note that these indicators are a guide. Rearrangement of sections may not be captured in the
markup, but users can view complete revision details in the First and Second Draft Reports located in
the archived revision information section of each code at www.nfpa.org/docinfo. Any subsequent
changes from the NFPA Technical Meeting, Tentative Interim Amendments, and Errata are also
located there.

REMINDER: UPDATING OF NFPA STANDARDS

Users of NFPA codes, standards, recommended practices, and guides (“NFPA Standards”) should be
aware that these documents may be superseded at any time by the issuance of a new edition, may be
amended with the issuance of Tentative Interim Amendments (TIAs), or be corrected by Errata. It is
intended that through regular revisions and amendments, participants in the NFPA standards
development process consider the then-current and available information on incidents, materials,
technologies, innovations, and methods as these develop over time and that NFPA Standards reflect
this consideration. Therefore, any previous edition of this document no longer represents the current
NFPA Standard on the subject matter addressed. NFPA encourages the use of the most current edition
of any NFPA Standard [as it may be amended by TIA(s) or Errata] to take advantage of current
experience and understanding. An official NFPA Standard at any point in time consists of the current
edition of the document, including any issued TIAs and Errata then in effect.

To determine whether an NFPA Standard has been amended through the issuance of TIAs or
corrected by Errata, visit the “Codes & Standards” section at www.nfpa.org.
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ADDITIONAL IMPORTANT NOTICES AND DISCLAIMERS CONCERNING NFPA® STANDARDS

Updating of NFPA Standards

Users of NFPA codes, standards, recommended practices, and guides (“NFPA Standards”) should be aware that these
documents may be superseded at any time by the issuance of a new edition, may be amended with the issuance of Tentative
Interim Amendments (TIAs), or be corrected by Errata. It is intended that through regular revisions and amendments,
participants in the NFPA standards development process consider the then-current and available information on incidents,
materials, technologies, innovations, and methods as these develop over time and that NFPA Standards reflect this
consideration. Therefore, any previous edition of this document no longer represents the current NFPA Standard on the
subject matter addressed. NFPA encourages the use of the most current edition of any NFPA Standard [as it may be amended
by TIA(s) or Errata] to take advantage of current experience and understanding. An official NFPA Standard at any point in
time consists of the current edition of the document, including any issued TIAs and Errata then in effect.

To determine whether an NFPA Standard has been amended through the issuance of TIAs or corrected by Errata, visit the
“Codes & Standards” section at www.nfpa.org.

Interpretations of NFPA Standards

A statement, written or oral, that is not processed in accordance with Section 6 of the Regulations Governing the
Development of NFPA Standards shall not be considered the official position of NFPA or any of its Committees and shall not
be considered to be, nor be relied upon as, a Formal Interpretation.

Patents

The NFPA does not take any position with respect to the validity of any patent rights referenced in, related to, or asserted in
connection with an NFPA Standard. The users of NFPA Standards bear the sole responsibility for determining the validity of
any such patent rights, as well as the risk of infringement of such rights, and the NFPA disclaims liability for the infringement
of any patent resulting from the use of or reliance on NFPA Standards.

NFPA adheres to the policy of the American National Standards Institute (ANSI) regarding the inclusion of patents in
American National Standards (“the ANSI Patent Policy”), and hereby gives the following notice pursuant to that policy:

NOTICE: The user’s attention is called to the possibility that compliance with an NFPA Standard may require use of an
invention covered by patent rights. NFPA takes no position as to the validity of any such patent rights or as to whether such
patent rights constitute or include essential patent claims under the ANSI Patent Policy. If, in connection with the ANSI Patent
Policy, a patent holder has filed a statement of willingness to grant licenses under these rights on reasonable and
nondiscriminatory terms and conditions to applicants desiring to obtain such a license, copies of such filed statements can be
obtained, on request, from NFPA. For further information, contact the NFPA at the address listed below.

Law and Regulations

Users of NFPA Standards should consult applicable federal, state, and local laws and regulations. NFPA does not, by the
publication of its codes, standards, recommended practices, and guides, intend to urge action that is not in compliance with
applicable laws, and these documents may not be construed as doing so.

Copyrights
NFPA Standards are copyrighted. They are made available for a wide variety of both public and private uses. These include
both use, by reference, in laws and regulations, and use in private self-regulation, standardization, and the promotion of safe

practices and methods. By making these documents available for use and adoption by public authorities and private users, the
NFPA does not waive any rights in copyright to these documents.

Use of NFPA Standards for regulatory purposes should be accomplished through adoption by reference. The term
“adoption by reference” means the citing of title, edition, and publishing information only. Any deletions, additions, and
changes desired by the adopting authority should be noted separately in the adopting instrument. In order to assist NFPA in
following the uses made of its documents, adopting authorities are requested to notify the NFPA (Attention: Secretary,
Standards Council) in writing of such use. For technical assistance and questions concerning adoption of NFPA Standards,
contact NFPA at the address below.

For Further Information

All questions or other communications relating to NFPA Standards and all requests for information on NFPA procedures
governing its codes and standards development process, including information on the procedures for requesting Formal
Interpretations, for proposing Tentative Interim Amendments, and for proposing revisions to NFPA standards during regular
revision cycles, should be sent to NFPA headquarters, addressed to the attention of the Secretary, Standards Council, NFPA, 1
Batterymarch Park, P.O. Box 9101, Quincy, MA 02269-9101; email: stds_admin@nfpa.org.

For more information about NFPA, visit the NFPA website at www.nfpa.org. All NFPA codes and standards can be viewed at
no cost at www.nfpa.org/docinfo.
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232-1

Copyright © 2021 National Fire Protection Association®. All Rights Reserved.

NFPA® 232

Standard for the

Protection of Records

2022 Edition

This edition of NFPA 232, Standard for the Protection of Records, was prepared by the Technical
Committee on Record Protection. It was issued by the Standards Council on March 18, 2021, with an
effective date of April 8, 2021, and supersedes all previous editions.

This edition of NFPA 232 was approved as an American National Standard on April 8, 2021.

Origin and Development of NFPA 232

The destructive fire in the general offices of the Chicago, Burlington, and Quincy Railway in
Chicago on March 25, 1922, was clear proof that valuable and often irreplaceable business records,
unless properly protected, can be destroyed even in so-called “fire-resistive” buildings. Following that
destructive fire, the Committee on Record Protection was organized. Reports were submitted
annually from 1923 through 1936 and again in 1939. In 1947, a standard was developed from the
officially adopted committee reports of 1942 to 1946. In 1960, the standard underwent major
editorial revision and was revised again in 1963, when the title was changed from Protection of Records
to Standard for the Protection of Records, 1967, and 1970. In 1975, the standard was reconfirmed. The
1980 edition reformatted the standard to conform to the NFPA Manual of Style and revised the detail
specifications to performance-oriented requirements. The 1986 edition was a reconfirmation of the
1980 edition.

Changes to the 1991 edition included a reclassification of certain types of records. New provisions
were added for the construction, arrangement, and protection of file rooms. These changes further
increased the chance that vital documents would be spared during most fire events.

The 1995 edition incorporated several editorial changes and the inclusion of a retroactivity clause
and further addressed the protection requirements for non-paper records media.

The 2000 edition incorporated NFPA 232A; where appropriate, the information that had been
contained in NFPA 232A was included as enforceable language. The documents were combined
because both contained similar information. Requirements for housekeeping and emergency
planning were included to provide guidance during emergency conditions and recovery operations.

In addition to being reformatted in accordance with the Manual of Style for NFPA Technical
Committee Documents, the 2007 edition of NFPA 232 was reorganized to clearly provide requirements
for each storage environment and to consolidate general requirements. Considerable effort was
made to provide requirements for compartmented records centers.

In the 2012 edition, unenforceable language was removed, and several editorial changes were
incorporated. The term authorized was defined and substituted for the term approved throughout the
document. Protection against exposure fire was collaborated among all chapters and clarified in
Chapter 4. Chapter 7 was revised in its entirety, clarifying archive protection.

Guidance regarding storage of electronic media was added to the 2017 edition, including a clear
reference to NFPA 75, Standard for the Fire Protection of Information Technology Equipment. Record
definitions were organized into subcategories addressing record medium, record type, and record
status. The term fire resistance was replaced with fire resistance rating throughout the document.

For the 2022 edition, Table 4.1.1 has been updated to reflect changes for allowable storage
environments. Additionally, the extracted definition, 3.3.9 Information Technology Equipment
(ITE), has been updated to reflect changes in NFPA 70, National Electrical Code. Finally, both Chapter
2 (Referenced Publications) and Annex F (Informational References) have been updated to reflect
revisions to various documents.
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Technical Committee on Record Protection

Ralph E. Bless, Jr., Chair
Telgian Corporation, GA [SE]

James A. Beals, Jacobs Engineering, VA [SE] Eddy La Rocque, Calgary Fire Department, Canada [E]
Linda M. Biernacki, Fire Tech Systems, Inc., LA [IM] Thomas Randall MacKay, The Arizona Fire & Medical Authority, AZ
Rep. American Fire Sprinkler Association [E]
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Lucas Eidenmuller, Johnson Controls, PA [M] Scott T. Martorano, The Viking Corporation, MI [M]
Edward M. Fraczkowski, EBL Engineers, LLC, MD [SE] Chris Pearson, Vanguard Archives, IL [U]
Steven J. Germano, Paragon Risk Engineering, NY [SE] Rep. Professional Records & Information Services Management
Frederic Jean Grevin, New York City Economic Development Ryan Lee Peterson, Wayne Auto Fire Sprinklers, FL. [M]
Corporation, NY [U] Rep. National Fire Sprinkler Association
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Consultants, WI [SE] Lilia Rodriguez, Miami Dade Fire Rescue Department, FL [E]
Donald Hirsch, Iron Mountain, MA [U] Gary T. Smith, DACS, Inc., NJ [M]
Rep. Iron Mountain Hugh W. Smith, Firelock Fire Proof Vaults, PA [M]
Donald Hopkins, Jr., JENSEN HUGHES, MD [SE] Richard Steed, Pacific Storage Company, CA [U]
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Mark Hyland, Zurich Risk Engineering, PA [I]
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This list represents the membership at the time the Committee was balloted on the final text of this edition.
Since that time, changes in the membership may have occurred. A key to classifications is found at the

back of the document.

NOTE: Membership on a committee shall not in and of itself constitute an endorsement of
the Association or any document developed by the committee on which the member serves.

Committee Scope: This Committee shall have primary responsibility for documents on the
protection of books, papers, plans, and other records from loss incident to fire.
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2324 PROTECTION OF RECORDS

NFPA 232

Standard for the

Protection of Records
2022 Edition

IMPORTANT NOTE: This NFPA document is made available for
use subject to important notices and legal disclaimers. These notices
and disclaimers appear in all publications containing this document
and may be found under the heading “Important Notices and
Disclaimers Concerning NFPA Standards.” They can also be viewed
at www.nfpa.org/disclaimers or obtained on request from NFPA.

UPDATES, ALERTS, AND FUTURE EDITIONS: New editions of
NFPA codes, standards, recommended practices, and guides (i.e.,
NFPA Standards) are released on scheduled revision cycles. This
edition may be superseded by a later one, or it may be amended
outside of its scheduled revision cycle through the issuance of Tenta-
tive Interim Amendments (TIAs). An official NFPA Standard at any
point in time consists of the current edition of the document, together
with all TIAs and Errata in effect. To verify that this document is the
current edition or to determine if it has been amended by TIAs or
Errata, please consult the National Fire Codes® Subscription Service
or the “List of NFPA Codes & Standards” at www.nfpa.org/docinfo.
In addition to TIAs and Errata, the document information pages also
include the option to sign up for alerts for individual documents and
to be involved in the development of the next edition.

NOTICE: An asterisk (*) following the number or letter
designating a paragraph indicates that explanatory material on
the paragraph can be found in Annex A.

A reference in brackets [ ] following a section or paragraph
indicates material that has been extracted from another NFPA
document. Extracted text may be edited for consistency and
style and may include the revision of internal paragraph refer-
ences and other references as appropriate. Requests for inter-
pretations or revisions of extracted text shall be sent to the
technical committee responsible for the source document.

Information on referenced and extracted publications can
be found in Chapter 2 and Annex F.

Chapter 1 Administration

1.1* Scope.

1.1.1* This standard provides minimum requirements for
protection of records, records protection equipment and facili-
ties, and the types of records specified within this standard
from the hazards of fire.

1.1.2 This standard provides requirements for the following
categories of records storage environments in ascending order
of increasing risk tolerance and descending protection require-
ments:

(1) Vaults

(2) Archives

(3) File rooms

(4) Compartmented records centers

(5) Noncompartmented records centers

1.1.3 This standard also provides the requirements for the
application of the types of records protection equipment speci-
fied within this standard.

2022 Edition

Full document details: NFPA 232 2022

1.1.4* This standard does not provide any requirements for
the protection of cellulose nitrate film records. NFPA 40 shall
be followed for protection requirements for cellulose nitrate
film.

1.1.5 This standard does not provide any requirements for the
storage and handling of useful records.

1.1.6 The responsible party, typically the owner of the records
and not the authority having jurisdiction, shall determine clas-
sification of the records in accordance with this standard.

1.1.7% The responsible party, typically the owner of the
records and not the authority having jurisdiction, shall deter-
mine which records justify the application of this standard.

1.2* Purpose. This standard is prepared for the use and guid-
ance of those charged with purchasing, planning, surveying,
classifying, retaining, designing, constructing, installing,
inspecting, approving, listing, operating, or otherwise handling
of records, or maintaining equipment and facilities that protect
the types of records covered by this standard against the
hazards of fire and its associated effects.

1.3 Retroactivity. The provisions of this standard reflect a
consensus of what is necessary to provide an acceptable degree
of protection from the hazards addressed in this standard at
the time the standard was issued.

1.3.1 Unless otherwise specified, the provisions of this stand-
ard shall not apply to facilities, equipment, structures, or instal-
lations that existed or were approved for construction or
installation prior to the effective date of the standard. Where
specified, the provisions of this standard shall be retroactive.

1.3.2 In those cases where the responsible party, typically the
owner of the records, determines that the existing situation
presents an unacceptable degree of risk, the responsible party
shall be permitted to apply retroactively any portions of this
standard deemed appropriate.

1.3.3 The retroactive requirements of this standard shall be
permitted to be modified if their application clearly would be
impractical in the judgment of the responsible party.

1.4 Equivalency. Nothing in this standard is intended to
prevent the use of systems, methods, or devices of equivalent or
superior quality, strength, fire resistance, effectiveness, durabil-
ity, and safety over those prescribed by this standard.

1.4.1 Technical documentation shall be submitted to the
authority having jurisdiction to demonstrate equivalency.

A 1.4.2 The system, method, or device shall be approved for the

intended purpose by the authority having jurisdiction.

Chapter 2 Referenced Publications

2.1 General. The documents or portions thereof listed in this
chapter are referenced within this standard and shall be
considered part of the requirements of this document.

2.2 NFPA Publications. National Fire Protection Association,
1 Batterymarch Park, Quincy, MA 02169-7471.

NFPA 10, Standard for Portable Fire Extinguishers, 2022 edition.
NFPA 12A, Standard on Halon 1301 Fire Extinguishing Systems,
2022 edition.
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DEFINITIONS 232-5

NFPA 13, Standard for the Installation of Sprinkler Systems, 2022
edition.

NFPA 14, Standard for the Installation of Standpipe and Hose
Systems, 2019 edition.

NFPA 25, Standard for the Inspection, Testing, and Maintenance
of Water-Based Fire Protection Systems, 2020 edition.

NFPA 31, Standard for the Installation of Oil-Burning Equipment,
2020 edition.

NFPA 40, Standard for the Storage and Handling of Cellulose
Nitrate Film, 2022 edition.

NFPA 54, National Fuel Gas Code, 2021 edition.

NFPA 58, Liquefied Petroleum Gas Code, 2020 edition.

NEFPA 70%, National Electrical Code®, 2020 edition.

NFPA 72®, National Fire Alarm and Signaling Code®, 2022
edition.

NFPA 75, Standard for the Fire Protection of Information Technol-
o0gy Equipment, 2020 edition.

NFPA 80A, Recommended Practice for Protection of Buildings from
Lxterior Fire Exposures, 2022 edition.

NFPA 90A, Standard for the Installation of Air-Conditioning and
Ventilating Systems, 2021 edition.

NFPA 101°%, Life Safety Code®, 2021 edition.

NFPA 221, Standard for High Challenge Fire Walls, Fire Walls,
and Fire Barrier Walls, 2021 edition.

NFPA 750, Standard on Water Mist Fire Protection Systems, 2019
edition.

NFPA 780, Standard for the Installation of Lightning Protection
Systems, 2020 edition.

NEPA 1600°, Standard on Continuity, Emergency, and Crisis
Management, 2019 edition.

NFPA 2001, Standard on Clean Agent Fire Extinguishing Systems,
2021 edition.

2.3 Other Publications.

2.3.1 ANSI/ARMA Publications. ARMA International, 312
SW Greenwich Dr, Suite 515, Lee’s Summit, MO 64082.

ARMA TR-29, Vital Records, 2017.

2.3.2 ASTM Publications. ASTM International, 100 Barr
Harbor Drive, P.O. Box C700, West Conshohocken, PA
19428-2959.

ASTM E119, Standard lest Methods for Fire Tests of Building
Construction and Materials, 2020.

A 2.3.3 UL Publications. Underwriters Laboratories Inc., 333

Pfingsten Road, Northbrook, IL 60062-2096.

UL 72, Tests for Fire Resistance of Record Protection Equipment,
2020.

UL 155, Tests for Fire Resistance of Vault and File Room Doors,
2018.

UL 263, Fire Tests of Building Construction and Materials, 2020.
2.3.4 Other Publications.

Merriam-Webster's Collegiate Dictionary, 11th edition, Merriam-
Webster, Inc., Springfield, MA, 2003.

2.4 References for Extracts in Mandatory Sections.

NFPA 70°, National Electrical Code®, 2020 edition.
NFPA 75, Standard for the Fire Protection of Information Technol-
ogy Equipment, 2020 edition.

NFPA 221, Standard for High Challenge Fire Walls, Fire Walls,
and Fire Barrier Walls, 2021 edition.

NFPA 1250, Recommended Practice in Fire and Emergency Service
Organization Risk Management, 2020 edition.

Chapter 3 Definitions

3.1 General. The definitions contained in this chapter shall
apply to the terms used in this standard. Where terms are not
defined in this chapter or within another chapter, they shall be
defined using their ordinarily accepted meanings within the
context in which they are used. Merriam-Webster’s Collegiate
Dictionary, 11th edition, shall be the source for the ordinarily
accepted meaning.

3.2 NFPA Official Definitions.

3.2.1*% Approved. Acceptable to the authority having jurisdic-
tion.

3.2.2% Authority Having Jurisdiction (AHJ). An organization,
office, or individual responsible for enforcing the requirements
of a code or standard, or for approving equipment, materials,
an installation, or a procedure.

3.2.3 Labeled. Equipment or materials to which has been
attached a label, symbol, or other identifying mark of an organ-
ization that is acceptable to the authority having jurisdiction
and concerned with product evaluation, that maintains peri-
odic inspection of production of labeled equipment or materi-
als, and by whose labeling the manufacturer indicates
compliance with appropriate standards or performance in a
specified manner.

3.2.4% Listed. Equipment, materials, or services included in a
list published by an organization that is acceptable to the
authority having jurisdiction and concerned with evaluation of
products or services, that maintains periodic inspection of
production of listed equipment or materials or periodic evalua-
tion of services, and whose listing states that either the equip-
ment, material, or service meets appropriate designated
standards or has been tested and found suitable for a specified
purpose.

3.2.5 Shall. Indicates a mandatory requirement.

3.2.6 Should. Indicates a recommendation or that which is
advised but not required.

3.2.7 Standard. An NFPA Standard, the main text of which
contains only mandatory provisions using the word “shall” to
indicate requirements and that is in a form generally suitable
for mandatory reference by another standard or code or for
adoption into law. Nonmandatory provisions are not to be
considered a part of the requirements of a standard and shall
be located in an appendix or annex, footnote, informational
note, or other means as permitted in the NFPA Manuals of
Style. When used in a generic sense, such as in the phrase
“standards development process” or “standards development
activities,” the term “standards” includes all NFPA Standards,
including Codes, Standards, Recommended Practices, and
Guides.

3.3 General Definitions.

3.3.1 Archive. A facility or area within a records center,
designed for the protection of archival materials and records,
typically designed to be fire resistive.

Documents

2022 Edition

Shaded text = Revisions. A = Text deletions and figure/table revisions. ® = Section deletions. 'N = New ma cra! =
Document Sharing Hub

Full document details: NFPA 232 2022


http://www.avadocuments.com/doc/nfpa-232-2022
http://www.avadocuments.com/doc/nfpa-232-2022
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3.3.2 Authorized. Acceptable to the responsible party.
3.3.3 Building.

3.3.3.1% Fire-Resistive Building. A building of Type I or Type
II (222) construction in which the structural members,
including walls, partitions, columns, floors, and roofs are of
noncombustible or limited-combustible materials.

3.3.3.2 Non-Fire-Resistive Building. A building of that type of
construction in which the structural members, including
walls, partitions, columns, floors, and roofs, do not qualify as
fire-resistive as defined herein.

3.3.4 Communications Equipment. The electronic equipment
that performs the telecommunications operations for the trans-
mission of audio, video, and data, and includes power equip-
ment (e.g., dc converters, inverters, and batteries), technical
support equipment (e.g., computers), and conductors dedica-
ted solely to the operation of the equipment. [70:100]

3.3.5% Compartment. In records storage environments, a
space created by the subdivision of a building by fire-resistant
construction.

3.3.6 Door.

3.3.6.1 File Room Door. A listed assembly that is designed to
protect paper records against fire for the duration of the
door’s rated exposure.

3.3.6.2 Vault Door. A listed and labeled assembly, evaluated
in accordance with UL 155, that provides a specific degree
of fire protection to the opening for the duration of the
door's rated exposure.

3.3.7 File Room. A fireresistive enclosure that provides less
fire protection than a vault and is used for the storage of
records.

3.3.8% Fire Resistance Rating. The time, in minutes or hours,
that materials or assemblies have withstood a fire exposure as
determined by the tests, or methods based on tests, prescribed
by this standard. [221, 2021]

A 3.3.9 Information Technology Equipment (ITE). Equipment

and systems rated 1000 volts or less, normally found in offices
or other business establishments and similar environments clas-
sified as ordinary locations, that are used for creation and
manipulation of data, voice, video, and similar signals that are
not communications equipment as defined in Part I of Article
100 and do not process communications circuits as defined in
NFPA 70. [70:100]

3.3.10 Information Technology Equipment System. Any elec-
tronic digital or analog computer, along with all peripheral,
support, memory, programming, or other directly associated
equipment, records, storage, and activities. [75, 2020]

3.3.11 Mobile Shelving. A system of records storage, usually a
type of open-shelf file equipment, also known as track files,
compaction files, or movable files, in which sections or rows of
shelves are manually or electrically moved on tracks to provide
access aisles.

3.3.12 Open-Shelf File Equipment. Any shelving that does not

enclose file compartments on six sides.

3.3.13*% Processing Area. An area used for preparing records
for storage.
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3.3.14 Record.
3.3.14.1*% Record Medium.

3.3.14.1.1 Electronic Record. A record on information tech-
nology equipment or communications equipment (as
defined by NFPA 75) or on offline storage media such as
computer tape, magnetic disk drives, optical disks, and flash
drives.

3.3.14.1.2 Hardcopy Record. A record whose information or
value is usable without the aid of support equipment or
tools. Examples include paper records and art.

3.3.14.2 Record Status.

3.3.14.2.1 Active Record. A record that is needed to
perform current operations.

3.3.14.2.2 Inactive Record. A record that does not have to
be readily available for current business operations or use.

3.3.14.2.3 Unscheduled Record. A record in which the final
disposition has not been authorized by the responsible
party.

3.3.14.3 Record Type.

3.3.14.3.1 Archival Material/Record. A record that was
created or received and accumulated by a person or organi-
zation in the course of the conduct of affairs and that has
been preserved because of its historical or continuing value.

3.3.14.3.2 Important Record. A record for which a repro-
duction, although acceptable as a substitute for the original,
could be obtained only at considerable expense and labor
or only after considerable delay.

3.3.14.3.3*% Permanent Record. A record that has been
determined to have sufficient value to warrant its perma-
nent retention and preservation.

3.3.14.3.4*% Useful Record. A record that is normally accu-
mulated in operations and is kept for a time period estab-
lished by the responsible party.

3.3.14.3.5* Vital Record. A record that is irreplaceable or
that contains information for which temporary unavailabil-
ity could constitute a serious legal or business impairment.

3.3.15 Records Center. A building or enclosure having a
minimum storage volume of records exceeding 50,000 ft®
(1416 m®) used for the retention of records.

3.3.16 Records Protection Equipment. Self-contained mova-
ble devices of varying configurations, including insulated
bodies with insulated doors or drawers or lids, nonrated multi-
drawer devices housing individually rated drawer bodies, and
other similar constructions.

3.3.17 Responsible Party. The owner of the records or such
organization, office, or individual charged by the owner with
the classification, retention scheduling, and disposition of
records if so designated in writing by the owner at the time of
such designation.

3.3.18 Risk Management. The process of planning, organiz-
ing, directing, and controlling the resources and activities of an
organization in order to minimize detrimental effects on that
organization. [1250, 2020]

3.3.19 Slab. A poured concrete floor—ceiling assembly.
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3.3.20 Vault.

3.3.20.1 Ground-Supported Vault. A vault that is supported
from the ground up and that is structurally independent of
the building in which it is located.

3.3.20.2 Standard Records Vault. A completely fire-resistive
enclosure used exclusively for records storage.

3.3.20.3 Structure-Supported Vault. A vault that is supported
by the framework of a fire-resistive building and that can be
supported individually on any floor of such a building.

3.3.21 Vault Floor. The ground-supported slab or the slab
between vaults in a tier.

3.3.22 Vault Roof. The ceiling or roof of a single vault and
the ceiling or roof of the top vault of a tier, but not the slab
between vaults in a tier, which is classified as a floor.

Chapter 4 General Requirements

4.1* Required Levels of Protection. The requirements of
Section 4.1 and its subsections shall be used by the responsible
party to determine the levels of protection required for the
types of records covered by this standard.

4.1.1 Records shall be permitted to be stored as shown in
Table 4.1.1.

4.1.2 Vital records shall be maintained in a records vault or,
for small volumes, in listed 2-hour records protection equip-
ment in a fire-resistive building.

4.1.3 Archival material shall be maintained in an archive or
vault.

4.1.4 Important, permanent, and unscheduled records shall
be maintained in a records vault, a file room, an archive, or a
records center.

4.1.5% Active or inactive records shall be maintained in a file
room or a records center.

4.1.6* Duplication shall be permitted to be used as a method
of record protection.

A Table 4.1.1 Allowable Storage Environments

File Records

Record Type Vault Archive Room Center
Vital X NP NP NP
Archival X X NP NP

material
Important X X X X
Permanent X X X X
Active X X X X
Inactive X X X X
Unscheduled X X X X

records

NP: Not permitted

Notes:

(1) Nothing in this table precludes the storage of records in an
environment providing a higher level of protection.

(2) Any record type is permitted to be stored in records protection
equipment rated for the media stored.
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4.1.7%* Where duplication is used as a method of record
protection, the duplicated records shall be stored in a separate
location not subject to a single fire event.

4.1.8 Where electronic records are stored on information
technology equipment systems, the systems shall be protected
in accordance with NFPA 75.

4.2* Establishment of Risk Tolerance.

4.2.1 The responsible party shall establish an acceptable level
of risk tolerance for both limited and catastrophic events.

4.2.2 Vaults, archives, and records centers shall be protected
by a professionally designed fire protection system specifically
designed to achieve the stipulated level of risk tolerance.

4.2.3 If the design is not in strict compliance with established
NFPA standards (e.g., NFPA 13), the authority having jurisdic-
tion shall be permitted to require design verification through
full-scale fire testing by an independent organization accepta-
ble to the authority having jurisdiction.

4.3* Responsibility of the Records Manager and Archivist or
Responsible Party. The responsible party shall determine
which, if any, of the records need a higher level of protection as
provided by the use of records and/or media vaults, safes, or
insulated containers.

4.4 Fire Risk Evaluation Factors. In considering the protec-
tion of records stored en masse, the following basic factors shall
be evaluated:

(1) The exposure from the building housing the records,
from nearby buildings, or from neighboring operations
(e.g., the possibility of involving the records in a fire origi-
nating outside of the records facility)

(2) The potential of fire initiation within the records facility,
including the susceptibility of the records or containers to
ignition

(8) The potential of fire development posed by the stored
records themselves, particularly as that potential relates to
the available or proposed fire control capabilities or
mechanisms

(4) The potential impact of fire development in the stored
records on the housing structure and adjacent operations

(5) The fire control systems with the resultant extent and
type of damage from fire, fire effects (e.g., heat, smoke),
and fire-extinguishing efforts (principally water and phys-
ical disruption of records necessary to effect manual fire
fighting)

(6) The potential threat to life of occupants and fire service
personnel

(7)* The potential for arson

4.5% Exposure.

4.5.1 As part of the fire risk evaluation of Section 4.4, the
responsible party shall include the potential for the records to
be destroyed by a fire that initiates in an area external to the
operations.

4.5.2 The building exterior and tenant separations shall meet
or exceed the requirements of the local building code and this
standard.

4.6% Operations in Records Storage Areas.

4.6.1 Records storage areas shall be separated from offices
and research rooms by a minimum 1-hour rated fire barrier.
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4.6.2 Other fire risks in the records storage areas shall be
reduced by the following means:

(1) Prohibiting the use of gasoline or diesel-fueled forklifts

(2) Prohibiting the use of portable space heaters, lights on
extension cords, hot plates, coffee makers, duplicating
devices, battery chargers, welding or cutting torches, and
other such ignition sources within storage areas

(3) Prohibiting the storage of oils, paints, or other flamma-
bles in or contiguous to the records areas

(4) Prohibiting smoking in the building

(5) Prohibiting storage of cellulose nitrate film in records
vaults, file rooms, archives, or records centers

(6) Use of impactresistant records protection equipment
where buildings are not provided with automatic sprin-
kler protection

4.7 Housekeeping.

4.7.1 Stairwells, corridors, doorways, and any other portions
of the means of egress for a building shall be free of combusti-
bles, trash containers, and other materials.

4.7.2 Electrical rooms, mechanical rooms, and telephone clos-
ets shall be kept free of combustibles and locked.

4.7.3 Stacks, exhaust ducts, and filters shall be cleaned as
frequently as necessary to prevent the buildup of combustible
dusts and fibers.

4.7.4 Packing Materials.

4.7.4.1 Combustible packing materials, such as shredded
paper, Styrofoam™ peanuts, plastic, and excelsior, shall be
stored in metal containers with self-closing covers.

4.7.4.2 Areas where packing materials cannot be protected
using these methods, such as dedicated crating and packing
areas, shall be enclosed in 1-hour fire-resistive construction or
shall be protected by an automatic sprinkler system.

4.7.5 Dumpsters.

4.7.5.1 Dumpsters or compactors used for bulk collection of
trash or recyclable paper shall be constructed of metal with
metal or plastic covers.

4.7.5.2 Dumpsters and other large trash containers, if inside
buildings, shall be stored in one of the following:

(1) In trash rooms having both automatic sprinklers and a 1-
hour fire resistance rating

(2) In loading dock areas having both automatic sprinklers
and a 1-hour fire resistance rating

4.7.6 Trash shall be collected and disposed of to prevent
unreasonable or excessive accumulation as necessary.

4.8 Emergency Planning.
4.8.1 General. Emergency planning shall be performed.

4.8.1.1 Emergency plans shall be based upon hazard identifi-
cation and risk assessment in accordance with Section 5.3 of
NFPA 1600 and ARMA TR-29.

4.8.1.2 A strategy to eliminate hazards or mitigate the effects
of hazards that cannot be eliminated shall be developed in
accordance with Section 5.4 of NFPA 1600.
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4.8.2 Planning for Response.

4.8.2.1* An emergency management plan shall be developed
and implemented.

4.8.2.1.1 There shall be an annual review to ensure that
management and staff can implement and work with the plan
and incorporate lessons learned from the review into an upda-
ted plan.

4.8.2.1.2 The plan shall include provisions for notifying the
fire department of the type and location of the emergency and
directing them to the site once they arrive.

4.8.2.1.3 Emergency telephone numbers shall be posted
conspicuously.

4.8.2.2 An emergency evacuation plan shall be prepared in
cooperation with the local fire department and other applica-
ble authorities and updated annually. The plan shall include
the following:

(1) Fire safety precautions when normal operational condi-
tions are substantially changed

(2) Fire safety precautions to make necessary adjustments for
temporary storage

(3) Modification of staff training and drills to adjust for
circumstances created by special conditions

(4) Provisions to notify the local fire service of special condi-
tions expected to require adjustments to the emergency
evacuation plan

4.8.2.3 Fire exit drills shall be conducted annually.
4.8.2.3.1 Fire exit drills shall be in accordance with NFPA 101.

4.8.3 Recovery Plan. A recovery plan shall be prepared in
cooperation with the fire department, appropriate building
staff, police, and insurance representatives. This plan shall be
updated annually and shall include the following:

(1) Procedures to identify and prioritize collections and
other valuable materials in accordance with the facility's
policy.

(2) Alist of recovery equipment suppliers (e.g., pumps, freez-
ing equipment, storage facilities, and so forth) and
tradespeople.

(3) A current list of disaster recovery specialists for damaged
fine arts, collections, and archives, such as conservators
from museums, archives, and other cultural properties
willing to lend mutual aid assistance.

(4) A list of people assigned to assist with recovery opera-
tions, including staff to deal with the press, fire authori-
ties, police, and authorities that can restrict entry
following a fire of suspicious origin.

(5) Measures to maintain up-to-date copies of important
documents in a secure, off-site location. Examples of such
records include, but are not limited to, the following:

(a) Collections inventories (e.g., accession, catalog,
conservation, and loan documents along with
copies of donation and gift forms)

(b) Historical records (including baptismal and
wedding records)

(c) Essential business and insurance records

(d) Building plans and systems documentation (e.g.,
drawings, specifications, and operating manuals)

(6) Procedures to identify and handle hazardous materials,
such as asbestos or pentachlorophenol (PCPs), that can
cause a health hazard or contaminate the structure or
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contents after a fire, including impoundment of fire-
fighting water where it poses a hazard to the environ-
ment.

4.8.4 Fire Protection Plan.
4.8.4.1 Format of Plan.

4.8.4.1.1 A fire protection plan shall be developed for system-
atic achievement of fire safety goals and updated annually.

4.8.4.1.2 This plan shall include a yearly comprehensive
facility inspection procedure with a documentation and correc-
tive action process to ensure that all problems and hazards
identified during the inspection are documented and correc-
ted.

4.8.4.2 Fire Safety Log.

4.8.4.2.1 A permanent, current file of the facility's fire protec-
tion program shall be maintained.

4.8.4.2.2 Records documenting the following shall be kept in
accordance with the corporate records retention schedule or
the related installation code or standard:

(1) Training of staff, including fire evacuation drills and use
of portable fire extinguishers

(2) Testing, inspection, and maintenance reports for all fire
safety equipment and systems, including records of
actions taken to correct deficiencies

(3) “As-built” plans, specifications, wiring and layout
diagrams, and acceptance test reports for all fire protec-
tion systems (e.g., fire detection and alarm systems, auto-
matic fire suppression systems)

(4) The facility’s fire protection plan

(5) The facility’s emergency plan

(6) Inspection reports by local code enforcement officials,
the authority having jurisdiction, local fire service offi-
cials, and insurance loss control representatives, includ-
ing records of actions taken to correct deficiencies
identified during each inspection

(7) Fire protection systems actuation and alarm reports
complete with the cause of the alarm or activation,
response, and corrective action(s) taken

(8) Full reports, including cause, extent of damage, response,
and recovery of all fire incidents

4.8.5 Training. The staff shall receive training in all aspects of
the following:

(1)  The emergency management plan
(2) The emergency evacuation plan
(3) The recovery plan

(4) The fire protection systems

(5) The use of portable extinguishers

4.8.6 Inspection, Testing, and Maintenance.

4.8.6.1 Where water-based fire suppression systems protect
records, they shall be inspected, tested, and maintained in
accordance with NFPA 25.

4.8.6.2 Where other fire protection systems are installed, they
shall be inspected, tested, and maintained in accordance with
the related installation or maintenance standard.

4.9 Fire Suppression Systems and Signaling Equipment.

4.9.1* Where required, an automatic sprinkler system shall be
designed and installed in accordance with NFPA 13.
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4.9.2 Where records media are mixed (e.g., paper and
magnetic tape), the design shall be for the highest hazard
commodity.

4.9.3 In lieu of sprinkler protection, a gas extinguishing
system shall be permitted to be in accordance with NFPA 2001
or NFPA 12A.

4.9.4 In lieu of sprinkler or gaseous extinguishing systems, a
water mist system shall be permitted in accordance with
NFPA 750.

4.9.5 Sprinkler and gas extinguishing systems shall be super-
vised by a listed fire alarm system.

4.9.6 Fire detection and alarm systems shall meet the require-
ments of NI'PA 72.

4.9.7 Fire extinguishers shall be provided in accordance with
NFPA 10.

4.10% Protection Against Exposure Fires.

4.10.1 The exterior walls of the vault, archive, file room, or
records center facing adjacent buildings shall be protected or
rated in accordance with the requirements of NFPA 80A and
the local building code.

4.10.2 Where openings in an exposed wall are necessary,
provision shall be made to prevent the transmission of heat or
flames in accordance with the requirements of NFPA 80A and
the local building code.

4.11 Existing Systems. Where new file rooms, vaults, archives,
or record centers are developed in buildings equipped with
existing fire protection systems, written confirmation shall be
obtained from a qualified fire protection professional that the
existing fire protection systems meet or exceed the require-
ments of NFPA 13 for the occupancy.

Chapter 5 Building Equipment and Facilities

5.1 Heating Systems.

5.1.1*¥ Boilers and furnaces of central heating systems shall be
separated from the remainder of the structure by rated fire
walls or separations.

5.1.2 Oilfired and gasfired heating equipment, piping, and
fuel oil storage facilities shall be installed and maintained in
accordance with the requirements of NFPA 54, NFPA 58,
and/or NFPA 31.

5.1.3 Heating equipment shall be inspected and serviced at
least annually by qualified personnel or a service contractor.

5.1.4 All heating units shall have safety devices for the particu-
lar type of installation.

5.1.5 Combustibles, such as paper, wood, and textiles, shall be
kept away from steam piping or other heat piping and ducts.

5.1.6% Where gas is used as fuel for heating, the requirements
for safety and fire protection shall be in accordance with
NFPA 54.

5.1.7 The requirements for the use of liquefied petroleum gas
as fuel shall be in accordance with NFPA 58.

5.1.8 The installation of oil burners and equipment used with
them shall be in accordance with NFPA 31.
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