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,
 

115-109 PREVIOUS EDITION NOT USABLE STANDARD FORM 115 (REV 3-91) 
Prescribed by NARA 36 CFR 1228 



Photographic Laboratory 
This office is responsible for taking photographs of top officials for display by the agency. The 
office also covers special events and activities within the agency. 

1. Photographic Negatives. Central file photographic negatives documenting Treasury 
officials, activities and facilities including the photographic negatives of portraits of key officials 
and other staff members used to produce multiple copies for distribution to the public and for 
internal publications, The negatives (black and white (4"x 5") are arranged in chronological 
assignment sequence, and housed in jackets bearing handwritten, group-level captions (generally 
8-15 negatives per photo assignment). 

The photo lab currently maintains negatives dating back to ca 1992. The bulk of the holdings, ca. 
3,000 images, are housed in plastic sleeves and maintained in eight 2-inch binders, as well as six 
8xllxl boxes. 

Disposition: Permanent. Transfer to the National Archives in 5-year blocks when the newest 
negatives are 10 years old. 

NOTE: For each type of audiovisual record designated as permanently valuable, the specific 
components required by 36 CFR 1228.266 for preservation, reproduction, and reference are 
listed below. 

To provide for the proper preservation of Treasury's photographic images, color and black and 
white negatives and photographic prznts should be mazntained in separate files while tn agency 
custody, and transferred separately to the National Archives tn accordance with the disposition 
instructtons below. 

Black and white photographs: Transfer an original negative and a captioned print. If the 
original negative is nitrate or glass, include a duplicate negative on polyester, along with related 
finding aids and documentation necessary for their proper identification, retrieval, and use. 

Color photographs: Transfer the original color transparency, color slide, or color negative, a 
captioned print and/or captioning information, and an internegative, if one exists, along with 
related finding aids and documentation necessary for their proper identification, retrieval, and 
use. 




