


Tuasday, Havarysar 13, 2501 , i ) Uhtary af Gongreas:Cam, Hapelineg, snd Slamge of Phaopmphs . Ikt ptwe pragery by il

other materials must be stored -separately, -The -ability to. identify photographic .
processes is also @ prerequisite for selecting appropriate storage emelosures for
photographs, For example, acetate fnd mitrate flm negatives should be stored ip
- - individunl buffered paper slesves because plastic. eaclosures trap harmful offgassing
(\ \) . , from the film base Which further accelerates deteripration of the image and film.
‘ ‘ Many exoellent books ‘devoted- to- historic photographic: processes gre available,

_ Some Common. Phdt.og_x“-aphicr-?:oéqéseq,
: When They Were Inmtroduced,
C L : ‘and "When They Were Most Popular-

183901860 J| Dagaerreotypes

[ Sutes poger poies

ass ‘pegatives' : !

| itrate - negatives . Gntroduced by Koduk; ceased .
produetion. in 1951;. -ddtes . of productien . sutsi
|[the. United ~Btates :

ey

sctign entails “gvaluation
to’ the mission of the institution,
peeds. Cataloging -and arTdngeinent
ighing . sssion mumber.

s of ‘the ‘collech

esarvation

Materials in the gollection, s wéll -as all Incoming . matetials, ghould ‘be screefied
 systematically during the inveéntory -end -appraigal steps in order o identify items
e e e igEle-gpecial ~praseryation - proh]ée--that ~requirs:cp /atio] apment: -or-
: stabilizafion until, tédtment can: bé obtained. Su “actiong may -include’ protective
boxing or stiff card supports tindemeath brittle or broken photographs. The main .
problems to lpok for are: () *inherent problems affecting the -struetrk of 'the - print, ) '
sugh up extreme fragility, flaking binder layers, or other physical damage; and. (b) .
external problems, such as getive mold, insect ‘jpfestation, or the use of ‘ _
_i1:,tjgppropriatc" pressure- semsitive tape or mubber cement adhesives.

Catalog tecords should be prepared for sach item in- the coliection that state the
_mature of the cbject, ifs physicdl description, and an evaluation of its condition.
Where large pumbers of similar materials are concerned, a finding list containing
- general or characteristic information may suffice in lHen of individpal item records.
. ". Cataloging and access tbols can support preservation by minimizing the need for
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“A _photgcopy: can he- made from the duplica
e Al fro; _

' materials. However, some -

. Ubpy of Sopgreasitam, Hancling, and Blame 31 Phatogragis

. esearchers to. handle .original . photographs . or .one-of-a-kind images. . including .

negatlves for which mo referencs copy exjsts. If good cataloging apd finding aids are
provided, the need for researchers to browse through originals is reduced. Some

" examples of finding aids that promote sccess to imagps (but not fo originals) are; (a)
" small. 35mm photo duplicate contact pript of the -original attached to a catalog -

pard; '(h) photagrapbic - images stored: pn videodisk; (¢) phetographs reproduced on
microfilm. pr microfiche; and (d) photocppies of onginals. I

Onée the collection has' boon inventoried, ‘appraised, cataloged, end arranged to’
library and 'archives - standards, each phorographic’ medjum fiprints, film base and

glass plate. negatives; and slides Al should be howsed and stored separately i possible.
Ttems 'thas are top deteriorated to be handled withont damage should be “duplicated.
: for. research. purposes, Onee 2 . ‘

duplicated it may be-

ms, or Tcycling";
ging 1o’ ph

'I'he ideal RH for
prints, slides, and:

egatives ‘s between 30% and 50% without cycling more than 5% a

“Gay. T only photographs are stored 'in a given -area, 30-40% RH i best. If photographs

are stored with paper, parchment, of léather matérials, it may be necessary fo
fnaintain 40-50% -RH to avoid placing upwanted stress on noi-phptogtaphic

‘ nstetinls, such as nmegative films and ttanspatency films
(nitrite and scetafe plastic) and. some historic glass -plate pegatives, will deteriorate
forther at 40-50% RH. The deterioration of scefate and mitrate i strongly depéndent
on RE even st moderate levels of 40-50%. Recent Amerjcan National Standards

* Tnstitute (ANSI). specifications recommend 20-30% RH for long-term stordge of
- vgafety® film (acetate and polyester base) fo assure maximum life expectency.. Receat
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1991) indicates that historic -nitrate flm also bemefits from -these-
negatives should be stored at 30-35% RH to

research. (Reilly,
same storage conditions, Glass plate
minjmize glass decomposition and flaking (McCebe, 1891).

Storage temperatures should be k;Pt‘*.dS low as possible but Jigh enough to allow
redsonably -comfortable working conditions for staff -The highest recommended
storage tempermture: for black- ‘and-white negatives aud prints js between 65° and 70°°
F. Duilv fluctuations greater tham 5° should be aveided. Color.materials, which - fade
more in clevated temperatures, shoujd ‘be kept in cool storage ‘Whenever possible (a

set.point within : the range OF 40-65° is best), or n cold storage (2540° F) whenever
feasible, ‘Generally, the colder the storage the hetter. When choosing a system, keep in
mind that eold storage’ units are, expensive to maintain, especially ymifs for lower

fes tes, Refr s’ may -present low -costoptions for -small, ‘yaluable
(Wilhelps, 1990), Cantion must be exedised if using

stems . to-.avoid -elevated: RH. or ‘water condensation .on yalnable “original
All"gool . or-Cold storage. systems ‘1imit ‘aceess ' to-the collections -because

t equiliby \bient temperature -2nd RH before they are

ation,

images even ip
/T oot guality
. the fumes from * common

o teriove" gaseond 'and -
¢’ collulope or fiberglass
tion -§ystem .that filters

b o stagnant air
areas. Storagé
omi- gases, Many
so-their wse pear
t -unsupervised , cleaning or
. matéddls or those
containir nd ‘Gthier bleagtiss; oil- Taséd pifits, " oF “VAIISHES 't

wsed lear photographic matetials, Avoid storing’ photographs in’ freshly. painted
Tooms 'since pafit ‘vapors. ban intéract with the silver image material causing it to
fade, \Use only mili solvents shch as soaps and swster-based Jatex paints in a
well-ventilated “arca to ¢lean and paint photographic storage areas. Ideally,
latex-paifiteqd display cases or storage arcas ghould be allowed to dry for at least a
week befors use with phofographs.

Light

Well-processed black-and-white silver gelatin prints 2nd megatives® are essentially

" stable to mogerete gmounts of light. Primary and secondary supports can be

- seriously damaged, however, when exposed for extended periods to visible light in

htrp!
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the 400D to 500-nanomster range, and to ultraviolet (UV) light in the 300- fo
400-napometer (near ultraviolet) regicn. Damage. cansed by light is. cumulafive and
depends on the imtemsity and length of exposure,” Suplight ‘and standard fluorescent
light ars both strong pources: of UV. Color slides are particularly susceptible to fading
when exposed to both visible and UV light, For éxemple, Kodachrome® slides can
fade sigpificantly Within 10 minutes of projection; although Kodachrome® has
excellent color stabjlity in dark storage. ‘

Historic photographs apd color ‘photographs should be kept at lower light levels than
.modern black-and-white phofographs, Light levels in exhibits should be kept us low
‘g5 possible, but high enough to allow patron viewing, Levels for historie and énlor
photographs should be ip the range of 3-10 footeandles (30~ 100 LUX). Althonph some’
‘modern photographs can be -exhibited 'under; much brighter conditions (wp to’ 20
. footcandles), it is best not fo exceed 10 footoandles whenever' possible. Tltraviolet
" light levels shopld ot exceed- 75 microwaits. per lumen. A UV meter-is reguired to
' measure ultraviolet Mght levels; incandcscent light levels can be meagured with a

photometer of ‘gven 2 ‘camera Jight meter (Canadian Conservation  Institute, Notes),

- Reading. room Jights should ‘be ept a1 2 oomforuable viewing level. Windows and
fhioreseent lights-in reading “rooms and .storage areas ‘are- ften chief sources of

¥ Qamaging ultraviolet, light, ‘The ‘installation of Tow-UV-emitting bulbs or UY-absorbing
fluorescent bulb sleeves can help glimirate this problem. Window glazing or-the
instaljation -of window shades' may alsor help, Low- UYeemittin -bulbs -and sleeves are

| peverdl o rers, Light levels.in storage areas can algo be
' ' s or sheets of folder stook
reading rooms for ‘covering

~(vats; ‘ice, and sdnirrels) are all
ating ‘materials, -they 'also. foul
They ‘jiake nesis 'that cap.be

phsare ndtocomeetly processed and
_when photggraphs are ot fixed for 2
Tmproper” Wasliing fails to rinse

or, paper, ;Residual fixer leff in

' r, and support to fum
erature. aid hamidity speed
Ht sengitive and may
 occurs with, time and

cherical “proc
stially -when -duplicating ling . & ) yul t
s, and if feasible, whed atquiring tiew photographs from photographers.

_ ) Storage Systems dnd ‘";Enclosl,i.lf(i,'.s

hic materigls is an important preventive measure that

rovides basic care for all malerials in the

; must be chosen and -ussd- carefully,

““however, so that they do’ not contiibife 19 the ‘deteri i’ oF " EolgEEGH “Mgterials.
Photographic materials cap be sefioygly damaged if stored in cabinets made of
inferior matéfials that offgas harmfol chemicals or fhat do not provide adequate
physical protectiop. Danage is also causéd when photographs ace” stored looscly in
oversized containers or too tightly in overstuffed drawers. Prints stored lopsely in a
file drawer will slump and éurd, for exabiple, and be vulnerable to damage gach time
the drawer 18 opened and items are handled, Glass plate uegatives are especially
fragile and will break when ciowded into file cabinets wnprotected or stacked on top
of ope another. ) '

Proper storage for ‘photog
stabilizes delicate or fragife
callection, Storage cabinetry

Storage furniture, including cabinets and shelves, chould be made of )
" pon-combustible, non-corrosive materials such as stainless stecl, anodized
* pluminum, or steel with a powder-coated finish, Shelves made of wood apd wood
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by-products ' should generally be ayoided since they contain lignin, peroxides,. snd
oils that can oifgss or migrate to photographic materials, New baked enamel shelving
units may offgas harmful chemicals if ot properly ocured during manyfacture.

(KD . : Prints, negatives, and slides cap be damaged by enclosares that are poofly desigmed
Nbs : or are made pf infetior matefials, Acidie chemical agents from poor guality materials
- .can migrate to photographs and - destroy the images they were meant to project.
Poorly designed epclosures can ‘produes ‘the same result. '
- Materigls
‘Many commercially available en¢losures are labeled Varchival' or "acid-fres”.
Howeyer, some §f . thege Same items may.contain Jignin,” dyes, sizing agents, costings;
. plastiéizers, or other harmfyl -additives. -‘Never use enclosures made ‘from -
-unprécessed woodpulp papér, - glassizie, o - polyvinyl . chlopide - VC) to house or §toge
photographs, . 'Avdid . produets -made  from’ colored: papets becaus .often copfain
. : table and will migrite- or blesd oito :phigtographs or
ot ihotographs stored - within, ‘For ‘an ‘enclosuré material
. be. ceed the' specifications in ANST standard -
179,2-1951 ;(or the latest ding the ‘Photographic At
Purchase’ enclogurs I i repytable: supplier. - -
\ R - d K . . ta

materja ;
isé “0f  polyester,

fs,. that " may
epsitive tipe,

Snggested Storage Methods ' : '

Prints. An idenl storage method for artifactually valuable photographs is to place the
print jnside a polyester "L" sléeve with @ piece of Z-ply board belijnd the print for
. atded support. A polyester "L" sleeve is made from two pisces of -polyester placed on
top of cne another and joined slong twe adjacent’ edges, Flace the sledved
photograph into a buffered pH folder and into a document box. Prints larger than 11
by 14 inches shomld be shelved horizontally. If vertical- storage i chosen, be sure the
box is snugly filled, or use a spacer to fill unused space to prevent photopraphs in the
" box from- slumping. I vertical shelving is chosen, make certain the dpcpment box is
“well supported on the shelf. A less costly approach for large collections or collections
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. in cabinets, Se

‘been. retired ‘from
*‘the. weight of fhe boxed glass plate negativ o
“fyagilp/glass® and ‘heayy", Filler 2-ly ‘board or’porrugdted board should be used-to -
filL* ot partidlly - filled- boxes: to ‘minimize "%o,sthpg handlin '

. Vory of CongrsaxSare, Handing; 2nd Biorige of Fhologmpte

that receive little use s to place the photograph.into. an "L gleeve or.a folder amd use

. the 2-ply swpport only for britle items.

Oversized prinis. P]aca aversized -prints in 2 _foid;—:r, interleave fwith paper, or sleeve
jn polyester -as -abdve. The ‘hoysed., photographs 'should then be stored im.a large

docoment ‘box on shelves or-io “nap storage drawers. Rolling should be aveided sinee

the. photograph may -track ‘when ‘it is unrolled for use.

‘Framed pliotos, Removs the photograph from the frame and store as above, I -
. framed storage is .gvailable, the framed photogmphs should. be proteoted from lipht

exposute with dark oloth coverings. If the. photograph is stored framed, check that

+he matiing is appropriate and of high quality mdlerials..

‘Glass ‘plate negatives, Intact plass plates. may be ptored “individually, -if deamed or

seamless paper enclosiites, The plates should then :be amranged vertically: on thefr

Tong edges in document -storage boxes, -which can fhen be, stored - on open § ng or-

| ‘Seamless .sleeves are' best for Iow-ude negatives, ‘such gs those ‘that ‘have

ym darkropm yse. - Shelving: with adequate ‘strength is. needed to hald -
' ' hep Boxes should be clearly ‘labeled’ = -

of plates -du

¢a 5
difiage ds -

acetate -films

of deferioration; Dreteriorated’ itemis  should be* duplicated hefore d & Worsens
gnd should be stored in ‘buffercd .paper slecves, under very stable. environmental
conditions, while awaiting duplication. Vnstable, gdrly acetate fegatives should be

stored separately from prists in a well- ventilated stofage room. Plastic enclosles

may be nsed for recenfly produced safety flm fegatives (acetate or polyestef) that
fe éxpectsd to fecéive ude. Storage at 1ow femperature and Jow RH greatly slows the
deterioration of acetate fiim. * ~ . ' -

Color transparencies. Virmally all color processes are inhcrc_ntl'y‘ ﬁns_t_ab_lc because
the final imgge matérial consists of orgamic dyes rather than silver or pigment

" particles suspended in gelatir. -Of the many color, processes commercially available,
“the Cibachrome process is the most stable. Exposure to Hght will cause most color

!
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dyes to fade, but some color dyes will also fade in the dark. To general, high
temperatures speed the rete of color fading. Color slides should be housed in suitable
plastic ‘sleeves or lignin-free sHde' storage boxes. Color sgpargtigns of deteriorated
color materigls can be made’ that preserve in silver the thres dye layers of ‘the
-original eolor image. This, however, is a costly progesg and'may pot be feasible for
_imstitutions with many. color slides. An alternative Ws o place slides in eold-storage
{2540° F and 20-40% RH), which will slow color fading end image logs, '

Albims, scrapbooks,. and’ mounted photographs, Historical print mountings
‘were often ' mage of acidic, unstable materigls, Many over-the-counter adhesives -used
to mount photographs. into- albums and scrapbooks are acidic and will “eventually
diseolor, become. brittle, and: damege materjals; When acidic paper monnts  become
brittle, 4he photographic image itself is at‘risk becanse of breskage. Mounpted
. -photogaghs that are fragile or brittle may. be stabilized with a rigid suppozt such as
‘A-ply mathoard jnside .¢ protective epclosure or by placement into ‘4 sink mat for
spratectipn, T g S e c
: " Albums can-be wrapped in paper apd placed: in 8 document box-or in i fitted
*.protestive enclosurs, Op.pare occasipns albums may be given full conservation
. treatinent, ally if they are partictlarly -valnable; However, ithis .should be the
"exception ¢ than -the” fule, Heayily used -albums -of sérapbooks should be’
photogrephically reproduced. Tnterleaying: should bé done judiciousiy .hecapse it.
ot L FEpIDCH . : ‘

r slide longer: than ten geconds. peeause the intense projsctor
light causes ' col ,“shift and fading. “Slidés made for freguept projed for. nge."should
“he .on* Ekthchrompe!®: il ch-is"less--prone to"color fading -under -infense - prajection
However, Ektachrome® is miore prone. to fading in dark storage them
Litoie® slides; Thus Kpdachrome® is the preferred:slide material Gf it s not .
‘S iy EETEHI projes SEET I'BSEHICh”SUEgCStS"t‘h&t “Fujichmme@is gy
good compromise for frequestly used slides (Wilhclm, 1990).

Train steff to arrange, describe, apd rehouse pewly scquired materials with care.
Instruct them in the proper method for handlimg films, glass plates, and prints, as
well as britfle, broken, or flaking photographs of all types. Provide adequate storage
enclosnres andl” other mécessary supplies during lipuging and eataloging so that
materials will be housed propérly. Evaluate iraiding procedures on a regular basis
and revise them as needed. :
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. "':;:rumb_l,eg? Paper;. -,B‘i;ser,ﬁént"k
and ‘should be avoided Bs Sif

“The - most . gffective way to ‘maintain a constant exviropment i
through air conditioning, It gan’ serve four purposes, if . . .
manufactured 1o do so; to ventilate, to ‘filter the air apd to comtrol 3 : E

tempéramure gid humidity. Air conditioning can be the most
important faefor in the preservation of collections.

Paper is adversely affected by both natural and artificial light.
Ultrayinlet rays emitted by sunlight or fluorescent lights can
damage material and cause light sensitive items such a5

Pape: 1
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© " Regords; paificulatly  brittle -and fragile ‘materidis, peed fo ‘b

' folded” documents

Sctture Bytat Hisiaial Ly & rhyes « Chureh Archivws: Copseraton

. photographs -and . blueprints .to fade, Keep archival material away.
from windows eor at least haye windows shaded. Use caption in
displaying original material for extended periods of .time under
finorescent lights. [ncandescent bulbs can dlso be harmful due to
‘the ‘heat ' emitted . from these lights. : - K

Insects, todents and other pests feed on substences found in
collections, -Insects- generplly. prefer dark, warm, and damp aregs
and. ysually .will be gefive at night when people’ are not present.” The
* ‘damage . they cause ‘is -irreversible, Rodents.can .nibble away at -
‘collection items .or gat them jn their entirety; rodents like to-use
shredded paper ps: A mesting material. Good ‘housekeeping methods

., and monitaring * the - area 'for .signs -0f, vermin -are needed,. -

‘te ,archives. pught to provide secnrity with
utjons should not be allowed to. rummage
historieal regortis, 7 . UL

- The ‘storsge ‘area fo
., Hmited ‘access, The

thé most constant threat o

“handled with,“tare by ichurch 'staff and . researchers, Smoking,
drinkin iting should not be ed. néar’ the .records, -

" ‘recorded. histy

otk S

, ‘cledn items; ‘and remove metal’ paper clips, pins,
pressed  flowers. and" nibber bands, Brass_clips and fasteners do not

_have t be temioved. Plastic clips or stainless steel’:clips can be used -
as fasteners, Records can be cléaned with a soff-bristled brush.
These actions not only help preserve the matérial but embapee the

appearance of the coilection.

Bound volumes contsin much of our historieal information.
Similar sized volumes gan be stored ypright on shelves or im
folders in boxes. Largér volumes usually are best stored flat on the
shelf” Volpmes stored withip folders should be filed spine ‘down
within the folder. Volumes that have Ioose or missing covers or that

fitta=tfww abhin.orgier_copssrvalion.him
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- pegessary, Tt is important to-realize the fact- that-
it may. be Dest ¢

*isafe and 5o

. The best book fvailable to-assi

Bpthem Paplnl Hiriorkal Lurary & Arehives - Gliapdh Arefivaz: Canwaevakion

. are .otherwise. not .intact may he handled.in.several ways. All

volumes with broken or weak binding should be tisd, nsing
unbleached cotton or linen tape. Additional protection may be
provided by enclosing the volume in a polyester bogk jacket.
Special archival guality boxes can be purchased to .plore fragile

voluzmes, Serapbooks gud afbums need 10 be stored flat in bexes,

Other preservation tasks such as clesning and oiling of Jeafher

" hindings and the encapsulation of fragile documients - may be

undertaken by church archivists after training or reading on the
subject. Deacidification, mending of terns and fomigation dre
complex conservation methods and should not be atiempted
without speeific: training. - '

Proceed with .C_a_uti.on

A woid of ‘cauton to church archivists-attempting to mend records.

‘Never use pregsure  sepgitive tape to mend anything ‘of ~historigal

 value. ‘Tape can ganse -permanept damage. to the materil. Ong of

the: guiding pringiples of .comsepvation s that noprocedure . of
treatment “should ‘be ‘undertaken that ‘caupor ‘be ‘undone if
§ome instances .

do nothing at'4ll to restore ap item,

Tt'is the. résponsihility of fhie church o ‘maint

ré enviromment. Materials. quglit to"be- dtored in |

archival Qifalﬂity}.cdh_t_‘éinefs._ These -two actions .are fundamental o

the -preservation :of materidls. - Addidonal tasks of flattening,” -

.¢leaning,. and. mending ‘can add further fo ‘the life of our church's:
cords.’ R T Sl

‘Suggested Reading ¢

ntainers.

archival quality -siorage: contal
1 ¢ : dres 8BS,

ir

geT ﬁétpgraﬁc;p
Box 6185, '

" 3810  South Four :Milé:Run Drive

Arlington, Virginia 22206

- Univérgity - Products

P O. Box 101
. South Canal S8t.

Holyole, Mgsgachusetts 01011

ll‘:‘ - T — " .1.7‘ m e g = B B —
@ 1598, Sonthem Buplist Historjeal Libraty & Archives

L7

hiips/iwyra bhla.apgfare_sopsavagion hitm
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Techakeal Inaflat 13; Prasaning your family's papars (15U Lismry Spacial Colectons) ' © o hippedhr

Tusaziny, Nevambar 13, 2001

4 : ' L !
JOWA STATE ' : ANTCA AT #4
UNIVERSITY . TECHNICAL LEAFLET.# .
oF s _:hq CE A u:n TLCEN "Fﬂmll}’ and - consumer sclences
. ekos¥ ] fEducatmn .
_,'spu:tal Cullu:l.lm Dupl.rr.mep;
e o PRESERV]NG A’.RCBIVAL COLLECTIDNS
L Ames, A sDo;lnzlqp
iy ,smm‘mvmm 2001

inmbut:d by the ISU. Sp:mnl Cpl]ech 5 Depumnont. ‘I‘he Spental
3 re;;ogdp,, rare hooks, and other -
of homg “scopomics, nd Iy
of 'Lanflet #4 J&. o pruvlﬂe mf Ho
mtaremd jn collenting,

Th;s Js thu t'nurr.h pfn wnea pf 1=chn.ma.l leafiets thpt will:
lellectipne - Fapartment % faunded in. 1969, and cn[lec;n pap!
- niversity, ngric;xltuj;e and maipl life, and nniuun: Aand technology, The hl:;nry

g hedp & part . ‘ofIows 'Stote's bistory from the very begloming. -The purposs

lnﬂy and cnpmmpr acience.s donars of: \‘.he types a;;rlnl: n:rc.hlvn] mpuplgpriee

be transfeired. when the enlk ction jg“dpn_a_ggd. Nut uv.rn.mg mata

Umversmy A:chwns pﬂep col : e 'paﬁps_'_s and. memorgbiiis of al n,:};i,‘ and jqu_r ‘ papers may very Wa]_l it in with ihe'instjtudnﬁ"s collecting .

pullcy
: i
' Uhel:k .
A stnte arch.wcs or h!sturlcﬂl socxety may bn mtcrr.st:d m doaumcnnug your apsk;. regmn, or smre lustory o (

'|5tury af famlly and congdimer sniences

. Check vrith a ruposntury speciallzmg in the "
Technical Lcuf]et #5 (Decembcr 2[][11) will pm\ure ‘a 115nng dcuulmg rnposnonm that focus on family a.'nd CONSUMET sr:;enr:es

GENEMLGUDELMSFORDGNATNGARGPHVALMATERIAIS e e e e i e e

Archives are usua]ly mtercstcd in collectmg the foIlowmg types of material from md.twduals and urgamzaﬂons

¢ b e i s mepes = e s
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[-—m- 'LBT)‘EJ’S m’ld CDTPESPDHdEHCE - .-. *ﬂﬂiﬂfﬂ‘ gf {nﬂgrpgra[fpn IR T et e o
'8 Diaries e L) Carrespandence | i

] ' Prq@sswndf ) g- e __" Clzppmg.r
'® Speeches, & Meating minutes

.-"‘Néwé'zgié”rs R

8 il opd T/ldeatape: (Iabeled) ;
MErna!rs and Remzmscenae.r T

r Sunts of mcnrds b:mg .
Plr.-.a.-an uchsck'w,lth - m'chw:ls. beforc

stration ﬂFfiﬂS T

dre ‘all made Bf- paper.  Paper will deteriorate.

‘be . stored in a .cool, dark plaj Vi
in, an - l:;c basemegt, or. garage Awhere
on -of the paper. "Using storage folders snd
itcrm preservatxon.

"'{”:_'Pmtect matarm.ls 'frnm‘"hght T e

{ Protect from pests and mold
" Select the Appropriate Storage Materials

® Always use archival-quality storage materials (see lst ‘of suppliers in this leaflet), Including acid-free paper, fo]de:;s, and
‘boxes
® Use Mylar, a stable polyester, or polypropyiene or polyeﬂlylene for photographs wnd specific doguments
. ® Always use reproductions for display

Preparing Materials for Storage .
. Pape2
R T e et o et R g e e =i 2 e e 1




Tumagay, Novepiber 1, 200 Techical fealfat #3: Presandng your fandly's papers (5L Lliinsy 8pacial Coleations} wwdlbesiale pelfieal 1.hemt

[ Stprc dacuments upnght (\wl.h suppan) in amd frsn foldcrs in add-free buxcs
® Match decpment size with its contaiper

@ Dp not overstuff folders or boxes ’
-8 Lahg] fn]dpxs and bpxes as to contents and datas—th:s alleviates wear and tear when lgoking for an item

@ Utilize appropriate - stirage - sontainers - for- ovnrsm:d materials (oversized ptorage bnxns) or cph:mem 'such as pustnards or mapgazines
(1pd:v1du.a1 phlyester enclnsu:es)

Do Not:
-4 Do, not ]ammntn any m:m you W.lsh to preserve for the. long-term--Jemnination can cause loug-l:erm ‘damage

*® Do not use mp: ar glue on your materinls.
LN Dp not dmpluy a.mr' dogunient .or Photograph. nf.‘value—sunhght a.nd hght wx!;l cnusc :lrn:parable dgmage

Prﬁiervannn ppuun I.t is unclesr how long digital images Wil last, dite- to rapid

“on fhe bark and along the margie, Note anthors and date, if known.

Telephune- (515 294-6643
Eiic: (515) 294 5
Esvinfl: it

. v -Ames, TA 50011
TURL: http'{waw.lIb 1nstnte.edulapnlllenﬂntioctzﬂﬂl himl
Revised: 3 Octuber 2001,
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_Colo_rado State Archives

-T]I'S ON THE SELECTION AND CARL‘ OF SCRAPBDOKS

Smoo the nipeteenth century, pooplo have used. sorapboolcs to record the intimate dotalls of their daily lives. Like- m.mmturo
museuins, these scrapbogdks hold the. Bits and pieces they havc saved to documept j;hc ‘most touchingly porsonal rcﬂcctmus

: The enemy Wlt]:lm

'Dcsp1te thelr oha:m, scrapbogl:s usually SErve ‘memory poorly Most ‘corhe from art supply, statlonery, .or photogrgphy -stores,
: pls ,_b;mdor,s,‘ and. harbor harmfi] cho"‘ ‘_al_s A thelr adhesives, agidic mounts, .and-.plastic
i hosts to attaqk the. sct ‘ v

., thsn- contents, _ 'I’o compound tho

among: ; ", :
rchmsts r ommsnd thc usc of scrapbooks for‘ the storage of valuable documents, Most w111 place
‘hotograph cases, auc[ buiffer thcm w '

.'and thc ohommal reac
H.senous threats | As well
the :racords m ;fo]d"

Dssplte tho d:awhacks, many of you are; attached to yout scrapbook and wﬂl want te keep. 1ts familiar look and feel, ‘To he]p
; po ] probl thh old- scrapbooks, somo adv1co on the purchase of W

Ly Interleave ._alkalmc uSsuo bctwef.-.n the pagos and put thc scra ‘oolc i a bufferod box made to fit. The . alkaline
' d tion aud the ox wﬂl protect your scrapbook from rough handlmg

.Remedy. Do nothmg to- documents that ars. fin:uly attaChe.d to the mountmg sheets, but use archival corper holders tp '
redttach those that- are fallmg away You -can use inert 'polvester ‘(Myla of alkaline papér t0 construct the cormers yoursolf or
you can purchase ready-made azchlval—quahty cornérs from a vendor: who specmhzes Jn arclnval products

Complamt. Brown stams havo formcd around- the tape and gluo you haye used to attach items to tho pages in your scrapboo]c

Remedy DO NOT uge scotch tape or .glue to atuach any item to the mountmg sheets. The brown sta.ms you see are caused by
ghly acidie adhoslvcs, whlch will- eventpally -destroy - the -paper they.. touch. e e e e e e e e et e

Complaint: The nowsprmt saved in 'your scrapbool: is d131ntegrating

Remedy: DON' T store newsprmt as is becauge the groundwood pulp péaper usod to maks it will eventuaily dostmy your
pewsprint and all it touches. DO preserve information on mewsprint by copying it onto alkaline paper apd discarding the
ofiginal, or, if you must use the original, have it deacidified by & professional or place it between an additional lining of

buffered tissue to retard the acid breakdown.

The new scrapbook

DO choose your supplies carefuily. You can creale. an acceptable scrapbook by selecting components from the "Arch.wa_‘l

ity" line available from vendors who specialize in archival materials. Construct your scrapbook by using a mylar cover in
bination with alkaline or non-huffered pages; select pages with slits or purchase comers of polyester or alkaline paper to

old your documents in place. DON'T use the standard commercially available scrapbooks, especially those with plastic ‘pages

and adhesive backings--they &re unacceptable for long-term storage.

Fapa: i

[Colorado Department of Personnel & Gemeral Support Services — 0 T T o
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- The- St.(]'l-.ageﬁ ,enviponment._.,‘.‘.... eimen it et e e 4t et e S L e e 1t e e ket o o <o e 2 201 2 s e e s+ e e ot ot el
" Unlike documents that are stored within envelopes, folders, and boxes, scrapbopks have -little protecﬁou. The environment in
hich they are stored, thercfore, is critical to their longevity. A tomperature of 70 degrees and a hum.1d1ty level of 50 percent is
Weal but feiling that, keep 'the temperature and “humidity Icvcl as constant as possible.
s

Used with permission. from the South Caroling Depariment of Archives and History.

State Archives

'[§tatc IHom iDenartment Home]ToD'I

Cnmments 1:0 arch_zv.es@stat_e_c._.‘____

Lst modifid Seplember 33, 2000 o e
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v,

ReSouxcgs_ and Bibliographies

Basic Envimnm_cntai 'Con_r;eii:né}:

WWW, '_occst htm (low cost env1ronmental nnprovements) :
J/na ,w_nedcc. mr" /plam3/tleaf2 Lhtm (envmonmsntal requlrements mtroductlon)

http-‘//pahmpsest stanford edu/sohn_e:t/cnvg;ronspecs pdf (storage CHVJIQD]JJBIID

h 3Y/pr r101‘atebrochurc ]1| )) o)

~-Nationa g .!dfuves, Techmcal qu@rmauoanapﬂr Numbe:r 6 Pubhshed by the N atlonal
Archlves and Records Admimstratmn Washmgton, DC 1990 23 pages

Mary Lynn Ritzenthaler, Preger 111 Archives and .épuscri
Amencan Archivists, 1993. ' '

ts Chicago: The Society of -




~ NHLREP Workshop Resources List

m Reformatting Services, Supplies:

o

https//www, solmet net/presvmjlcaffrcfonnat htm (service pIOVldGIS)
hitp: //pahmpsest staniford.edu/byorg/georgia/reform.html - : -
httpi//lcweb.loc, gov/preserv/carc/photocpy htm! (prcservatlon photocopymg)

."'k'u .

MGrofﬂmmg

http //www aIChJVGS state ut us_/preserv/ gmdelprocessmg htm o

Glas good links to spec;tﬁc mformatmli)
http.//WWW.OQIOStatC.GdL]/ﬂOOdrecqveryj (case study in recovery)

 Judith Fortson Disaster Planmng and Recovc:z New York: Neal—Schuman Pubhshers
Inc., 1992.




.questlon of what’

h descriptléh)

hitp /W iin.edu/~1ib/Crapurmic. htm (Ieadmg 10
_ http:/f gulib. lausun georgctown edujdept/speccoﬂfspcreg htm (readmg room, pohcy)

Arrangement and description:

http://wrwwschistory. org/getty/ (partmulaﬂy the tutonal)
hitp://www.uidaho, edu/Specml-co]lectmns/papers/a&d htm (enJoyable reading but not
concise)-

hitp: //www;sbhla org/art anange htm (church records are. thc example, this gwes a quick

overvlcw) o

http: //clerk ci, seattle wa, us/~archwes/out1me htm (an example of a ﬁndmg ald thc
out¢ome of an arrangement and descnpuon Proje cct) N

http:/fwvew library.yale. edu/bcmccke/manuscnpt/pmcess/lconv htm (answers the
footage?) -

m,lssoun edu/whmc/mvenﬂwpa htm (an example ofa re;:ards

ci s Chicago: The

http: f/WWWanhlStOI}T org.r’arc info. htm (a state hlstorlcal socmty)
rﬁ-pohoy)

,Fil_e_s _Management.

http: f/www archives.state.ut. us/recmanagfﬁletcch htm (Very clca.r practical gmde)

© http:f/www.washington. edu/admmfrecmgt/ﬁlesmgt htm} (good suggestions although

examples are drawn from an academic institution)

~http:/fwwrw.ai: erghcpr/wcbﬂle/pubhcat/arrangements html(setting up-a file arrangement) ..

Paper surface cleaning:

iptic ; Chicégoz The

_ NHLREP Workshop Resources List - - 3 |



| NHLREP WorkshopResowees List . 4

Co]lectmn developmcnt policy:
http //WWW shsw wise. edu/archlves/whrab/wapl manual,html (for a public hbraiy settmg

but universally apphcable)
‘htp: /!www shisy.wisc. cdu/archlvcs/whrabfwclh_manual html (for a historical society)

- Reco’rds- mvcntofyi'

h : www nagara mg/nn’bu]letms/buﬂetm 3; htm (mventorymg baslcs for local records

I _Bmchng Inst;ltute to standsrds)

‘ | Chitm: (book repa:l:r tutorial)

i.edu/b cliives/cas ‘_html}' hureh archrves .2 resource list)
http //pahmpsest stanford eduﬁsolmet/consuppl htm (supphes suppllers) '




] NI-ILREP Workshop Resources L1st ' . 5 ,

OR@ANIZAIIONS TO KNOW ABOUT:

Qrgauizatijc;i;'.ls’f-mb s_ites,that-pmv‘ide acmii'-atc infor;nation: .

ties; continuing edtication, -

New England Assoclatlon of C‘1ty and Town Clerks
http /1www.neactc. org/ allaboutus:htm ' !

NcW England Museum Association
http://www.nemanet.org/about.html

National Association of Government Archives and Records Administrators (NAGARA)
WWW.nagara.org/ | '




NHLREP Wérkshop Resourees List

The American Association for State and Loeal History
www,aaslh.org/ .

Society of American Architists

. hitp: //vvww aICbJVlstS erg/

' Assoclauon Of Informatlou and Image Managf;ment (fonnerly Natlonail M_lcrograpmos :

Assoclanon)

' http //WWW aum org!




NI—]LREP Workshop ‘
Archlval Supplies Resource List
University Products
P.0, Box 101, South Canal Street
Holyoke, MA 01041 '

1- 800 628 1912 |

;Hol]mger Corporatlon :

3810 South Fout Mile Run Drive
P.O,Box 6185 ©

Arhngton VA 22206

._This [ist is not intended as a recommendation of specific vendors




