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General Procedures for Recovery

The following disaster recovery procedures outline was developed by Solinet (Southeastern Library Network).

1.
The Response Phase

A.
Assess the situation.

B.
Notify and assemble the necessary personnel.

C.
Establish a command post.

D.
Procure and assemble the necessary supplies and personnel.

E.
Establish security measures.

F.
Get clearance to enter the building.

G.
Eliminate hazards.

H.
Stabilize the environment.

I.
Make a detailed assessment of the damage.

J.
Develop a detailed plan of action.

K.
Brief all assembled personnel.

2.
The Salvage Phase

A.
Pack and remove affected materials.

B.
Stabilize materials.

C.
Dry materials.

1)
Air-drying.

2)
Freezer-drying.

3)
Dehumidification.

4)
Vacuum (thermal) drying or vacuum freeze-drying.

3.
The Rehabilitation Phase

A.
Perform rehabilitation as needed, through activities such as:

1)
Smoke removal and deodorization.

2)
Fumigation.

3)
Reprocessing and copying photographic media.

4)
Cleaning, rehousing and copying magnetic media.

5)
Cleaning of phonodiscs.

B.
Rehabilitate paper-based materials through activities such as:

1)
Rehousing.

2)
Cleaning.

3)
Repair and/or rebinding.

4)
Relabeling and marking.

C.
Rebox/reshelve/refile materials.

Safeguarding Records

Electronic Records

· Through Past Perfect Web Edition, the objects catalog is backed up each night. The back-up is created and stored in Amazon Web Services.

· Archives records are stored in a separate Synology server that is backed to the cloud nightly. The server can be found in the North Building in a storage closet in the Education Office. 

· Individuals are responsible for backing up data stored on their local drives.

· In-house expertise:
Communicating with the County
Director of Finance (1599)
Retrieving files from the backup
Administrative Assistant

· HASF software and hardware maintenance contracts:
Hardware, Intranet and Internet
Miami-Dade ETSD, (305) 375-4162.
Blackbaud



(803) 740-5413 or (800) 468-8996
LibraryWorld (Caspr)


(800) 852-2777
PastPerfect



(800) 562-6080

E-mail

· Miami-Dade County, which provides HMM’s Internet services, keeps an electronic record of all email sent and received.

· Individuals are responsible for saving any email of informational value that they send or receive.

· Miami-Dade County provides and updates virus protection software. The software operates constantly, and runs a scan of all drives on Fridays. In addition, all staff should never open any suspicious email.

Potential Disasters

Hurricanes

Hurricanes are Florida’s most infamous disasters. Since moving into its present building in 1984, HMM has been through many watches and warnings, and three hurricanes. 

Background

Hurricane Andrew (class 5, 1992) blew through on a Sunday night, with most of its winds well to the south of the museum. Nevertheless, the museum went without power about 36 hours, was closed for a week and lost many roof tiles. Staff living from about South Miami south had minor to major home damage. During recovery, HMM staff assisted the Florida Pioneer Museum, which had sustained catastrophic damage, and hosted a NEDCC disaster recovery workshop. Close to a year later, the roof was repaired, using tiles from MAM and the Main Library.

Hurricane Frances (2004) went north off the coast before coming ashore along the Central Florida coast. Two more hurricanes (Ivan and Jeanne) also struck Central Florida. The museum closed for several days during Frances, and went through hurricane preparations three times in 2004. Otherwise, it was unaffected.

Hurricane Katrina (class 1, 2005) brought heavy rains and widespread flooding, and closed the museum for several days. No power loss. A small leak in the east stairwell, but no damage.

Hurricane Wilma (class 2, 2005) was a large, slow storm that damaged downtown Miami as much or more than did Andrew. The museum was without power for about 36 hours, and closed for a week. It lost very few roof tiles (MAM and Main Library lost many). Otherwise, no damage.

Annually, on or before June 1

· Review Emergency and Disaster Preparedness and Recovery Plan. Revise, if necessary.

· Purchase supplies.

Hurricane Watch

· Do as the County Manager advises (e.g., building closing).

· Backup computer files.

· Following standard operating procedures, make and store tape backups.

· The Curator of Object Collections or the Archives Managerwill back up the collection databases on CDs and/or DVDs and take home. The Senior Director – Finance will do the same with administrative files.

· Secure off-site collections storage warehouse, 615 N. W. 116 Terrace.

· Review the Emergency and Disaster Preparedness and Recovery Plan.

Hurricane Warning

In practice, the following procedures are usually started and/or completed before a warning is issued, to give staff time to secure their homes.

· Do as the County Manager advises (e.g., building closing).

· Place any Birds of America prints on display in drawers in case. Remove and store all other objects on display in Birds case as well. The Archives Manager and the Chief Curator have keys to the case.

· The Executive Director, senior staff and curators make sure they have a copy of the Disaster Preparedness Plan, the most recent staff and board telephone lists, and an “Emergency Response and Salvage Wheel.” They carry all of these items with them during and after the hurricane.

· Shutter the lobby doors and museum store windows. (The doors and windows have accordion shutters. The museum store windows are also permanently reinforced.)

· Use sand bags and duct tape to “barricade” NW 1st Street emergency exit door next to the Objects Collection area.

· Move collections objects and boxes off the floors of the Object Collections and Research Center (including mezzanine). Check shelves to be sure as few boxes and items as possible extend over shelf edges.

· Cover collections shelves with sheet plastic to prevent water damage from interior water leaks. Most objects shelves are already covered. Sufficient plastic and duct tape to cover Research Center shelves is under the mezzanine sink and against the wall by the supplies cabinets.

· Cover vulnerable, exposed artifacts in the exhibition galleries with plastic.

· Turn off and unplug PCs and UPSs.

· Designated staff (Executive Director, curators) take home “Emergency Response and Salvage Wheels,” printed copies of this plan, printed copies of the six documents listed in the “Water Damage” section of this plan, and printed staff and trustee lists. All but the first are located at M:/All Collections/Disaster Plan.

Immediately after the hurricane

· One or two staff (usually Executive Director and Chief Curator) make site inspections of the museum and the warehouse and contact senior staff. Senior staff relays information to other staff. All department heads contact their staff to assess museum and personal status and needs. (If telephone lines are down, cell-phone service has been cut and roads are impassable, this may take some time.)

· Touch base also with other institutions in the community to confirm all is well, call for help or offer assistance.

· Call and email other professionals outside the affected region and brief them on the museum’s situation. Ask them to pass the word to other conservators, archivists and museum professionals. See attached lists for telephone numbers.

· The County Manager will announce on television and radio when County offices will reopen. HMM follows his/her recommendations.

· If building is unsecured (broken windows, lobby doors, etc.), work with Cultural Center GSA Building Manager to secure on a temporary basis.

· If collections appear unharmed and electrical power and/or air conditioning is off, follow procedures in the following sub-section, “Loss of Air Conditioning.”

· If collections are water-damaged, follow procedures in the following sub-section, “Floods and Water Damage.”

Water Damage

Water damage can occur from hurricanes, fire suppression, roof leaks, floods, etc.

· The Executive Director, Chief Curator and other curators will evaluate the situation and decide whether the materials can be air dried on-site, or if they must be removed to a freezer facility or on-site refrigerated truck.

· If damage is extensive, hire a conservator and moisture control company A.S.A.P. (see Directory section).

· If the materials damaged are not too numerous or too thoroughly soaked, air drying is a viable option. Several locations can be readily adapted as drying areas: Research Center (including mezzanine), Object Collections, classrooms A-C, changing exhibitions gallery and the Theatre.

· If refrigerated trucks are required, turn to a moisture control company (i.e., Munters), FEMA and local grocery chains (i.e., Publix). 

The “Emergency Salvage Wheel” and the following documents provide concise recovery instructions for collections. These files are located at m:/All Collections/Disaster Plan/Readings.
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	“Decision Tree” for paper objects
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Document


	“Records and Documents Recovery Techniques”

for paper and library materials
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	“Salvage at a Glance, Part 1: Paper Based Collections.”
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	“Salvage at a Glance, Part 2: Non-paper Based Archival Collections.”
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	“Salvage at a Glance, Part 3: Object Collections”
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	“Salvage at a Glance, Part 4: Natural History Collections”

Animal skins, paleontological specimens, etc.

3 p.
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	“Salvage at a Glance, Part 5: Textiles”

4 p.


Procedures for Drying Books

The following instructions are from Peter Waters’ Procedures for Salvage of Water-Damaged Library Materials. [HMM comments are in brackets]

“As soon as it is safe to enter the flooded area, use mops or wet vacs to remove water. [Remove water-soaked carpeting a.s.a.p.; they retain water and can be replaced more easily than collections.]

In order to retard the growth of mold, the temperature and humidity must be low. To accomplish this turn the air conditioning on; use open doors and fans to maximize air circulation; and remove wet debris and/or carpet from the area. [This assumes one has electricity and air conditioning, which may not be the case after a hurricane.]

Carefully move damaged materials to a work area, which also has low temperature, low humidity, and good air circulation.

Thoroughly soaked books and books with coated paper should be frozen as soon as possible. Wrap them loosely in freezer paper or wax paper and pack them flat in boxes, preferably plastic milk crates, for transport to a freezing facility. If they cannot be frozen before they dry, interleave pages or items with unprinted newsprint or paper towels.

Keep an inventory of objects packed and removed to freezer facilities.

Wet books with covers intact can be air dried.

Cover work table with unprinted newsprint or paper towels.

Stand books on head end (i.e. upside down). Do not fan pages; open the covers slightly and let stand while draining. If time allows, place a toothpick under each cover midway from front to back to keep the boards tilted back slightly.

Place paper towels between the front and back covers and the adjacent flyleaves. Change these towels and the towels or paper under the books frequently.

As the books dry, slowly and carefully begin interleaving with unprinted newsprint or paper towels at intervals of 50 pages starting from the back of the book. Keep book upright during the interleaving/ drying stage.

Books which are only wet around the edges can be interleaved with unprinted newsprint or paper towels working from the back of the book.

Use flat file drawers to provide support oversize paper objects (maps, architectural drawings, prints) while drying and/or transporting them. Drawers may be removed from cabinets.

Arrangements should be made to monitor the flood area for potential after-effects of water damage.”

Loss of Air Conditioning & Electricity

In South Florida’s climate, loss of air conditioning (climate controls) for 36-hours or longer can result in the growth of mold. Some materials, such as negatives and antique furniture, are sensitive to rapid changes in temperature and relative humidity.

During the wide-spread power outages following Hurricanes Andrew (1992) and Wilma (2005), power was restored to essential buildings first, including the Miami-Dade County Government Center. The museum is on the same electrical grid as the Government Center, so its power was restored in less than 48 hours. This should continue after future disasters.

· To slow hot, humid air from entering, and dry, cool air from exiting, keep outside doors to museum closed. Keep Object Collections and Research Center doors closed as well. If possible, do not open the Research Center doors at all (use other doors further from the lobby). After all coolness and dryness is lost, open interior doors to help air circulate, providing the museum is closed to the public.

· If the museum has power, but not a/c, turn off all heat producing appliances:  photocopier, computers, all incandescent lights, etc. Keep fluorescent lights off as much as possible. 

· Use electric fans in collections areas and exhibition galleries to help keep air circulating. 

· Once air conditioning is restored, return temperature and relative humidity to normal gradually (several days to several weeks).

Mold and Mildew

Mold and mildew can have an adverse effect on people. Those with allergies, asthma or other respiratory problems should stay away from infested areas, as many fungi will seriously irritate and inflame lungs. Some fungi can cause skin and eye irritation and infections. Prolonged exposure to germinating molds in confined areas can damage the lungs, mucous membranes, cornea, respiratory tract, stomach, intestines and skin. Some varieties of mold are highly toxic.

When working with moldy collections, wear disposable rubber or plastic gloves, a lab coat and a respirator whenever handling moldy materials. Wash protective clothing in hot water and bleach.

Ordinary dust masks are not sensitive enough to filter mold spores: use a respirator with a HEPA (High Efficiency Particulate Arrestant) filter. Be aware that respirators are ineffective if used improperly. For example, people with facial hair will not be protected because they cannot get a tight fit. 

For small outbreaks:

· Separate moldy items from those not affected either by moving them to a well ventilated location, or using tarps to provide walls. Set up fans to increase air circulation. Set up dehumidifiers or readjust the HVAC system to lower the relative humidity. If possible, vent to the outside.

For large outbreaks:

· Freeze the collections. Placing the moldy items in an atmosphere of below freezing will halt growth but will not kill spores. Collections can then be thawed, dried and cleaned.

· Thaw and dry items. Mold cannot be removed from wet or damp collections. Items must be completely dry before any attempt at removing mold. Dry as above, with dehumidifiers, air circulation and ventilation.

· Clean items once the mold has been inactivated. Use a HEPA filtered vacuum and micro-hose kit to vacuum the mold from items. This works better than brushing them clean, and keeps the mold spores from returning to the air. Vacuum through a screen if the item is fragile.

· Clean the storage area. Begin by vacuuming the area with a HEPA filtered vacuum. Then, shelves, floors, walls, ceilings and windows should be cleaned with a mold and mildew killing solution, such as Lysol, Clorox or X-14. Ducts and air conditioning systems will also need to be assessed for the presence of mold, and may need replacing. 

· If the outbreak is too large for local staff to handle, call a vendor that specializes in Mold Remediation.

Salvage Priorities

The following items should be salvaged first, following a disaster.

Permanent exhibitions

Atocha gold, silver, and emeralds

Area 3

Host Press




Area 3


First Arrivals artifacts



Area 2

Object Collections

1. All Incoming Loan material

2. Deed of Gifts


Shelf 3 of office cabinet closest to north wall 

Accession Log (current)

See above 

Accession Records

See above

Accession Logs (previous) 
Tall office cabinet.

Catalog Records


Tall office cabinet.

3. Seminole clothing





3.1. Steel case 2N, O, P, Q

3.2. Steel case 5E, H, I, J

3.3. Steel case 6A

3.4. Steel case 7 H, I, K, Q

4. Seminole dolls


FF.V.G and FF.IX.F

5. Paintings



Painting rack

5.1. Bogaev paintings (3)

5.2. Backus painting (1)


            5.   Miami Circle artifacts




Warehouse

Pan Am textiles and paper materials

Upstairs Pan Am area

Research Center

1. Photographs

a. Miami News photographs

b. Photo reference files

c. Matlack Collection

2. Audubon prints

a. Elephant folio
Audubon case

b. Octavo edition
Audubon case

3. Manuscripts

a. Carl Fisher papers

b. Manuscripts, boxes 1-

Research Center mezzanine

1. HASF vital records

a. HASF minutes
M17D, M17G

b. HASF financial statements
M17G

c. Receipts of donation
top drawer first VF by desk

2. Photographs





a. Munroe glass negatives
M8A-D

b. 4x5 negatives
gray file cabinets

3. Rare books
Ranges L and M

Administrative offices

1. Financial statements


See Director of Finance.

2. Salary history


See Director of Finance.

3. Personnel files


See Director of Finance.

Inventory of Supplies

	Item
	Quantity & Location

	book trucks
	Research Center, Object Collections, Clean Prep

	cardboard cartons
	Research Center mezzanine

	duct tape
	Clean Prep, in supplies closet
Research Center, under sink (to attach plastic sheeting to shelves)

	extension cords
	Dirty Prep

	fans
	Prep rooms

	flashlights
	Curator of Research Materials’ desk

	ladders
	Dirty Prep, by elevator

	paper towels
	Clean Prep, over sink

	plastic garbage bags
	In cleaning staff supply cabinet and all trash cans

	plastic sheeting for R C ranges
	Research Center mezzanine, under sink; by mezzanine supply cabinet closest to wall

	dataloggers
	Object Collections, Research Center, exhibit galleries 

	Sand and sandbags
	Prep rooms

	two-way radios
	Admissions Desk and Administrative Assistant desk

	React Packs
	Two under RC mezzanine sink (for RC & exhibits)
One in Object Collections work area
One in warehouse shop area

	ResCubes
	RC mezzanine, over middle flat file by wall


Directories

Curatorial and exhibition Staff 

	Title
	Name
	Phone
	

	Executive Director
	Jorge Zamanillo
	home
	786-573-0455

	
	
	cell
	305-301-5685

	Director of Curatorial Affairs, Chief Curator
	Michael Knoll
	cell
	305-407-0096

	Archives Manager
	Ashley Trujillo
	cell
	305-725-7986

	Curator, Object Collection
	Adriana J. Millares
	cell
	305-333-7813

	Curator of Exhibitions
	Christopher Barfield
	cell
	773-787-7971

	Archives Associate
	Jeremy Solum
	cell
	954-778-1033

	Assistant Curator
	Anita Francios
	Cell
	954-842-1748

	Head Preparator
	Marcos Lafitte
	cell
	305-979-0328

	Preparator
	Barbaro Marquez
	cell
	786-587-5114


Miami-Dade Personnel

Cultural Center Building Manager
305-375-1072

Cultural Center Security

305-375-4500 or 1070

Miami-Dade Information

305-375-5656

Board of Trustees—Executive Committee

**Needs 2021 update
Conservators

Rustin Levenson

Florida Conservation Associates

7210 Red Road, #208A

661-3707 (call first), 665-4457, 281-0886

212-594-8862 (New York studio)

Paintings

Northeast Document Conservation Center

100 Brickstone Square Andover, MA  01810(978) 470-1010

FAX (978) 475-6021

www.nedcc.org 

RLA Conservation

852 NW 71st Street

Miami, FL 33150

305-573-7011

Rlaconservation.com
Organizations

American Association for State and Local History (AASLH)

530 Church Street, Suite 600

Nashville, Tennessee  37219

(615) 255-2971

Fax (615) 255-2971

American Assoc. of Museums (AAM)

1225 Eye Street NW, Suite 200

Washington, DC  20005

(202) 289-1818

Fax (202) 289-6578

FEMA

1-800-621-3362

www.fema.gov 

Florida Association of Museums (FAM)

205 S. Adams Street

Tallahassee, FL  32301

(904) 222-6028

Fax (904) 561-6339

http://www.flamuseums.org 

Florida State Archives

Tallahassee, FL

850-487-2073

Museum of Florida History

R. A. Gray Building

Tallahassee, FL

850-488-1484

fax 850-488-3353

Miami-Dade Public Library, Florida Collection

Office  305-375-5023

Home  305-443-2216

Society of Florida Archivists


Phone: (813) 228-0097
Fax: (813) 223-7021

http://www.florida-archivists.org/
University of Miami

University of Miami Libraries 
PO Box 248214 
Coral Gables, FL 33124-0320 
Phone: 305-284-3247
Fax: 305-284-4027


Vendors

Light Impressions

1-800-828-6216

P. O. Box 940

Rochester, NY  l4603-0940

www.lightimpressionsdirect.com
Archival supplies. HMM has an account.

Munters Moisture Control Services

Orlando Office

2100 Principal Row, Suite 404
32837  Orlando, FL
Headquarters:1-800-MUNTERS (686-8377)

Orlando office: 407-275-7542

Fax:407-854-9015
EMail: mcsinfo@munters.com
Web:http://www.munters.us
Nation’s largest water disaster recovery company.
Protext

3515 Leland Street

Bethesda, MD  20815

301-718-1659

Fax 301-654-6153

archives emergency supplies: Rescubes, React-paks, etc.

University Products



1-800-628-1912

P. O. Box 101

Holyoke, MA  01041-0101

can deliver in 1-2 days

www.universityproducts.com

Collections supplies. HMM has an account.

References

Publications

Conserve O Grams. Harper’s Ferry: National Park Service.

Copy 1: On shelf over Jorge’s desk

Leaflets on various aspects of collections management, including disaster preparedness and response (section 21). Also online: http://www.cr.nps.gov/museum/publications/conserveogram/cons_toc.html 

“Emergency Response Disaster Wheel.” Washington: National Task force on Emergency Response.


Multiple copies, with most collections staff.


Order additional copies from:

National Task Force on Emergency Response
Heritage Preservation
1730 K Street, N.W., Suite 566
Washington, DC 20006-3836
www.heritagepreservation.org
Preservation of Library and Archival Materials: A Manual. Andover, Mass.: Northeast Document Conservation Center, 1994.

Copy 1: Oversize 025.84 PRE

Copy 2: Becky’s desk

A compilation of NEDCC Technical Leaflets. The third section, “Emergency Management,” contains nine pertinent leaflets. Updated leaflets are available online (http://www.nedcc.org/plam3/index3.htm)

A selection of concise readings (mainly PDFs) are located at M:/all collections/Disaster Plan/Readings/.

Web Sites

While many useful sources are online, remember that after a hurricane you probably will not have Internet access.

Conservation OnLine
http://palimpsest.stanford.edu/bytopic/disasters/
Disaster preparedness and response links

Disaster Recovery for Florida Public Records Custodians, Archives and Libraries

http://dlis.dos.state.fl.us/disasterrecovery/ 

Includes procedures for mold infestations and a directory of vendors and conservators.

Miami-Dade County Hurricane Preparedness

http://prepare.miamidade.gov/ 

NEDCC Emergency Management Leaflets

http://www.nedcc.org/plam3/index3.htm
NEDCC Hurricane Information

http://nedcc.org/news/hurricane.htm 

Society of Florida Archivists Hurricane Preparedness page

http://www.florida-archivists.org/hurricane.htm 

Solinet Disaster Preparedness Resources page
http://www.solinet.net/preservation/preservation_templ.cfm?doc_id=71 

Solinet Hurricane Response page
http://www.solinet.net/Disaster_templ.cfm?doc_id=3761 
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Salvage At A Glance, Part I: Paper Based Collections

Material

Priority

Handling

Precautions

Packing Method

Drying
Method

Paper Documents and Manuscripts

Stable media

Freeze or dry

Don't separate

Interleave between fold-

Air, vacuum, or

within 48 single sheets. ers and pack in milk freeze dry.
hours. crates Or cartons.
Friable media | Immediately | Do not blot. Interleave between fold- | Air or freeze dry.
(pastels, chalks) | freeze or dry. ers and pack in milk
crates or cartons.
Soluble inks Immediately | Do not blot. Interleave between fold- | Air or freeze dry.
(felt pens, col- freeze or dry. ers and pack in milk
ored pens, ball crates or cartons.
point pens)
Maps and Plans
Stable media Freeze or dry | Use extra cau- Pack in map drawers, Air or freeze dry.

within 48 tion if folded or | bread trays, flat boxes,
hours. rolled. on heavy cardboard or
poly-covered plywood.
Soluble media | Immediately | Do not blot. Interleave between fold- | Air or freeze dry.
(maps and freeze or dry. ers and pack as above.
plans by photo
reproductive

processes; hand-
colored maps)

Drafting linens

Immediately
freeze or dry.

Avoid pressure,
inks can smear.

Pack like soluble media
(see above) in containers
lined with plastic.

Air or freeze dry.
Air dry by sepa-

rating sheets and

interleaving.
Maps on coated | Immediately Pack like soluble media | Freeze drying
papers freeze or dry. (see above) in containers | preferred.

lined with plastic.






National Park Service

Conserve O Gram 21/4

periodicals with
coated papers

freeze or dry.

in containers lined

with garbage bags.

Material Priority Handlm.g Packing Method | Drying Method
Precautions
Books
Books and Freeze or dry | Do not open or | Separate with Air, vacuum, or freeze
pamphlets within 48 close. Do not | freezer paper; pack | dry. Air dry by fan-
hours. separate covers. | spine down in milk | ning pages and inter-
crate or polypro- leaving.
pylene box, one
layer deep.
Leather and Immediately | See above. See above. Air dry.
vellum bindings | dry or freeze
if there are
many.
Books and Immediately | See above. Pack spine down Freeze drying pre-

ferred. Air dry by
fanning pages and
interleaving.

Parchment and Vellum Manuscripts

Immediately
freeze or dry.

Interleave between
folders. Pack over-
size materials flat.

Air or freeze dry. Do
not freeze dry gilded
or illuminated manu-
scripts.

propylene cartons.

Works of Art on Paper
Prints and Freeze or dry | Don'’t separate | Interleave between | Air, vacuum, or freeze
drawings with within 48 single sheets. | folders and pack in | dry.
stable media hours. milk crates or poly-

Oversize prints

Freeze or dry

Use extra cau-

Pack in map

Damp—air or freeze

and drawings within 48 tion if folded | drawers, bread dry.
hours. or rolled. trays, flat boxes, on | Wet—freeze drying
heavy cardboard or | preferred.
poly-covered
plywood.
Framed prints Freeze or dry | Handle glass | Unframe if possible, | Once unframed and
and drawings within 48 with care. then pack as above. | unmatted, air or freeze
hours. dry.

Salvage at a Glance, Part I: Paper Based Collections
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National Park Service

Material Priority Handlm.g Packing Method | Drying Method
Precautions
Soluble media | Immediately | Do not blot. | Interleave between | Air or freeze dry.
(watercolors, freeze or dry. folders and pack in
soluble inks, and milk crates or poly-
hand colored propylene cartons.
prints)
Coated papers | Immediately If freezing, keep wet | Freeze drying pre-
(such as posters) | freeze or dry. in containers lined | ferred. Air dry by
with garbage bags. | separating pages and
interleaving.
Black and White Photographic Prints
Albumen prints | Freeze or dry | Do not touch | Interleave between | Air dry or thaw and
within 48 binder with groups of photo- air dry.
hours. bare hands. graphs.
Matte and glossy | Freeze or dry | Avoid abra- Air dry, thaw and air
collodion prints | within 48 sion. Do not dry, or freeze dry.
hours. touch with
bare hands.

Silver gelatin

Freeze or dry

Do not touch

If freezing, keep wet.

Order of preference:

printing out and | within 48 emulsion with | Pack in plastic bags | Air dry
developing out | hours. bare hands. inside boxes. Thaw and air dry
papers Freeze dry
DO NOT vacuum
dry.
Carbon prints Immediately | Handle care- | Pack horizontally. Air dry or thaw and
and freeze or dry. | fully; binder air dry.
Woodburytypes can swell.
Photomechani- | Freeze or dry | Do not sepa- | Interleave every 2" | Air dry or freeze dry.
cal prints within 48 rate single and pack in boxes or
(collotypes, hours. sheets. crates.
photogravures)
Cyanotypes

Salvage at a Glance, Part I: Paper Based Collections






National Park Service

Conserve O Gram 21/4

Material | Priority Handlm.g Packing Method | Drying Method
Precautions
Color Photographs
Dye transfer Package Do not touch Transport horizon- | Air dry face up.
prints to prevent emulsion. tally.
damage.
Recovery
rate is poor.
Immediately
dry.
Chromogenic Freeze or dry | Do not touch If freezing, keep Order of preference:
prints and within 48 binder with bare | wet. Pack in plas- | Air dry
negatives hours. hands. tic bags inside Thaw and air dry
boxes. Freeze dry
DO NOT vacuum
dry.
Cased Photographs
Ambrotypes Recovery Handle with Pack horizontally | Air dry face up. Never
Pannotypes rate is low. care. Extremely | in a padded con- freeze.
Immediately | fragile binder. tainer.
dry. Glass supports.
Daguerreotypes | Immediately | Handle with Pack horizontally | Air dry face up. Never
dry. care. Fragile in a padded con- freeze.
surface and tainer.
cover glass.
Tintypes Immediately | Handle with Pack horizontally. | Air dry. Never freeze.
dry. care. Fragile
binder.

This Conserve O Gram was adapted from “Salvage Operations for Water Damaged Archival Collections: A
Second Glance” and “Salvage at a Glance” in WAAC Newsletter, Vol. 19, No. 2, May 1997, by permission of
the author, Betty Walsh. <http://palimpsest.stanford.edu/waac/wn/wn19/wn19-2/wn19-206.html>

The Conserve O Gram series is published as a reference on collections
management and curatorial issues. Mention of a product, a man-
ufacturer, or a supplier by name in this publication does not con-
stitute an endorsement of that product or supplier by the National
Park Service. Sources named are not all inclusive. It is suggested
that readers also seck alternative product and vendor information
in order to assess the full range of available supplies and equipment.

The series is distributed to all NPS units and is available
to non-NPS institutions and interested individuals on line
at <http://www.cr.nps.gov/museum/publications/conserveogram/
cons_toc.html>.  For further information and guidance con-
cerning any of the topics or procedures addressed in the series,
contact NPS Museum Management Program, 1849 C Street
NW (NC 230), Washington, DC 20240; (202) 343-8142.

+ Salvage at a Glance, Part I: Paper Based Collections






_1214998754.pdf
e NATIONAL
St PARK
SERVICE

‘.

Conserve O Gram

January 2002

Number 21/5

Salvage At A Glance, Part II: Non-Paper Based Archival Collections

nitrates with
soluble binders

freeze or dry.
Recovery rate
may be low.

Material Priority Handlm'g Packing Drying
Precautions | Method Method
Cased Photographs

Ambrotypes, Recovery rate is | Handle with Pack horizontally | Air dry face

Pannotypes low. Immedi- care. Extremely | ina padded con- | (binder side) up
ately dry. fragile binder. tainer. with case open.

Binder may be Never freeze.
on the reverse of

the glass. Glass

supports.

Daguerreotypes | Recovery rateis | Handle with care. | Pack horizontally | Air dry face up
low. Immedi- Fragile surface in a padded con- | with case open.
ately dry. and cover glass. | tainer. Never freeze.

Tintypes Recovery rate is | Handle with care. | Horizontally. Air dry face up
low. Immedi- Fragile binder. with case open.
ately dry. Never freeze.

Negatives

Wet collodion Recovery rate is | Handle with Pack horizontally | Air dry emulsion

glass plates low. Immedi- care. Glass sup- | in a padded con- | side up. Never
ately dry. ports and fragile | tainer. freeze.

binder.

Gelatin dry plate | Freeze or dry Handle with If freezing, keep | Air drying pre-

glass negatives | within 48 hours. | care—glass. wet. Pack in ferred; or thaw

plastic bags, verti- | and air dry;
cally in a padded | freeze dry.
container.

Deteriorated Immediately Do not blot. Pack horizontally. | Air dry; thaw

and air dry; test
freeze drying.
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Material Priority Handlm.g Packing Drying
Precautions | Method Method
Deteriorated Immediately Handle care- Pack horizontally. | Air dry; thaw
acetates freeze or dry. fully—swelling of and air dry; test
Recovery rate is | emulsion. freeze drying.
low.
Polyester based | Freeze or dry Do not touch If freezing, keep | Order of
film, nitrates within 48 hours. | emulsion with wet. Pack in preference:
and acetates in bare hands. small plastic bags | Air dry
good condition inside boxes. Thaw and air dry
Freeze dry
DO NOT
vacuum dry.
Transparencies
Lantern slides Freeze or dry Handle with Pack vertically Air drying pre-
(glass), silver within 48 hours. | care—loose bind- | in a padded con- | ferred; thaw and
gelatin ing tapes and tainer. air dry.
glass.
Color Transparencies
Additive color Package to pre- Handle with Pack horizontally | Air dry. Never
transparencies vent damage. care—loose bind- | in a padded con- | freeze.
(most are glass) | Recovery rate ing tapes and tainer.

is very poor. glass.

Immediately dry.
Chromogenic Freeze or dry Handle by If freezing, keep | Order of
color within 48 hours. | mounts or edges. | wet. Pack in preference:
transparencies, plastic bags Air dry
mounted color inside box. Thaw and air dry
slides and sheet Freeze dry
films DO NOT

vacuum dry.

Motion Pictures

Rewash and dry
within 48 hours.

If freezing, keep
wet. Pack in plas-
tic pails or poly-
propylene bins.

Arrange with a
film processor to
rewash and dry.

Salvage at a Glance, Part II: Non-Paper Based Archival Collections
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Material Priority naring cemmng "yinE
Precautions Method Method
Microforms
Microfilm rolls | Rewash and dry Do not remove | If freezing, keep | Arrange with a

within 48 hours.

from boxes; hold
carton together
with rubber

bands.

wet. Pack (in

blocks of 5) in

a polypropylene
bin.

microfilm proces-
sor to rewash and
dry.

Aperture cards

Freeze or dry
within 48 hours.

If freezing, keep
wet. Pack in
plastic bags

inside boxes.

Air dry or freeze,
thaw, and air dry.

Jacketed Freeze or dry If freezing, keep | Air dry or freeze,
microfilm within 48 hours. wet. Pack in thaw, and air dry.

plastic bags

inside boxes.
Diazo and Freeze or dry Interleave Air dry or freeze,
vesicular within 48 hours. between enve- thaw, and air dry.
microfiche lopes and pack

in milk crates or

polypropylene

bins.

off tapes in clean
water. Dry paper
boxes and labels
within 48 hours.
Tapes can stay wet
for several days.

DO NOT freeze.

magnetic media
with bare hands.
Handle open
reel tapes by
hubs or reel.

in plastic bags.
Pack vertically in
plastic crate.

Compact Discs and CD ROMs
Immediately dry | Do not scratch | Pack vertically Air dry.
discs. Dry paper | the surface. in milk crates or
enclosures within polypropylene
48 hours. bins.
Computer Media
Tapes Immediately rinse | Do not touch Keep tapes wet | Air dry.

Salvage at a Glance, Part II: Non-Paper Based Archival Collections
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Material Priority Handlm.g Packing Drying
Precautions | Method Method
Floppy discs Immediately pack | Do not touch Pack discs wet Air dry.
and move to a loca- | disk surface with | and keep them
tion where they bare hands. wet for transport.
can be dried. DO Pack vertically
NOT freeze. in plastic bags
or tubs of cold
water.
Sound and Video Recordings
Sound and Immediately rinse | Do not touch Keep tapes wet | Air dry.
videotapes off tapes with clean | magnetic media | in plastic bags.
water. Dry paper | with bare hands. | Pack vertically
boxes and labels in milk crates or
within 48 hours. polypropylene
Tapes can stay wet bins.
for several days.
DO NOT freeze.
Shellac and Immediately dry. Discs are very Pack vertically in | Air dry, prefer-
Acetate discs Dry enclosures fragile. Hold rigid polyethyl- | ably with a record
within 48 hours. discs by their ene foam-padded | cleaning machine.
edges. Avoid boxes.
shocks.
Vinyl discs Dry within 48 Hold discs by Pack vertically in | Air dry, prefer-
hours. Freezing is | their edges. rigid polyethyl- | ably with a record
untested. Ifitis Avoid shocks. ene foam-padded | cleaning machine.

necessary to freeze,
keep at above

0°F. Freeze or dry
enclosures within

48 hours.

boxes.

This Conserve O Gram was adapted from “Salvage Operations for Water Damaged Archival Collections: A
Second Glance” and “Salvage at a Glance” in WAAC Newsletter, Vol. 19, No. 2, May 1997, by permission of
the author, Betty Walsh. <http://palimpsest.stanford.edu/waac/wn/wn19/wn19-2/wn19-206.html>

The Conserve O Gram series is published as a reference on collections
management and curatorial issues. Mention of a product, a man-
ufacturer, or a supplier by name in this publication does not con-
stitute an endorsement of that product or supplier by the National
Park Service. Sources named are not all inclusive. It is suggested
that readers also seck alternative product and vendor information
in order to assess the full range of available supplies and equipment.

The series is distributed to all NPS units and is available
to non-NPS institutions and interested individuals on line
at <http://www.cr.nps.gov/museum/publications/conserveogram/
cons_toc.html>.  For further information and guidance con-
cerning any of the topics or procedures addressed in the series,
contact NPS Museum Management Program, 1849 C Street
NW (NC 230), Washington, DC 20240; (202) 343-8142.

4 Salvage at a Glance, Part II: Non-Paper Based Archival Collections
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Salvage At A Glance Part IV: Natural History Collections

Natural history collections may contain biolog-
ical, geological, and paleontological specimens.
Biological collections may include both wet
and dry specimens. Dry specimens require
immediate attention during a water emergency
because they are highly susceptible to mold
growth. Skins and furs may require additional
brushing or vacuuming with a covered nozzle
when dry to remove dirt or mold.

Fluid preserved collections also require
immediate attention so that objects do not dry
or shrivel. These collections may be intact in
their container in which case drying off the
container is all that is necessary. However, if
containers are broken care must be taken to
retain identification labels with the correct
specimens. The specimens should then be
rinsed and stored in fresh liquid. If specimens
are dried or shriveled, they may require
additional soaking in a preservative. Consult
the chart below for emergency procedures for
exposed fluid preserved specimens. Consult a
conservator for appropriate treatment.

Herbarium specimens require special attention
due to their delicate nature and the potential
for mold growth. Separate these specimens
with plastic right away to prevent them from
sticking together. Begin to air dry specimens
in a dry, well ventilated room to reduce the
potential for fungal growth. Consult a conser-
vator as soon as possible.

Geological specimens can also require special
consideration depending on their composi-
tion. Consult this chart for emergency proce-
dure and contact a conservator to determine
further appropriate measures.

Note: When handling natural history col-
lections, wear protective clothing such as an
apron, gloves, and goggles. Use a respirator
when necessary. Some specimens may contain
toxic materials. See Conserve O Gram 2/13 for
guidance on respirator use.

Material Priority Handlz.ng Packing Drying Method
Precautions Method
Biological Specimens
Animal Skins Treat within Avoid direct Separate items Air dry slowly.
and Taxidermy | 24 hours to handling. Many | with freezer or wax
Mounts prevent mold | stuffed mounts | paper. Isolate from
growth. may contain other objects in
arsenic or other | boxes with plastic
pesticides. sheeting.
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Material Priority Handling Packing Drying Method
Precautions Method
Biological Specimens
Herbarium Treat within 24 | Avoid direct Separate with plas- | Air dry with good
Specimens hours to prevent | handling. tic sheeting, freezer | ventilation. Consult
mold growth. or wax paper. a conservator.
Fluid Preserved | Treat within 24 | Avoid direct Place specimens Rinse with distilled
Collections hours to prevent | handling. and labels in sealed | water or a preserva-
objects from polyethylene tive. Store in new
drying or shriv- boxes with a small | jar with fresh liquid
eling. amount of alcohol. | or preservative.
Pinned Insects | Treat within 24 | Handle with Ensure pins are Air dry with good
hours to prevent | care—wet secured and speci- | ventilation.
mold growth. specimens may | men trays/boxes are
be fragile. supported.
Geological Specimens
Geological Treat within Handle with Wrap with paper Air dry slowly.
Specimens 48 hours. care—wet towels or other Consult a conser-

specimens may

absorbent material.

vator; some speci-

be fragile. mens should be
dried quickly.
Paleontological Specimens
Paleontological | Treat within Handle with Wrap individually | Air dry slowly.
Specimens 48 hours. care—wet speci- | with absorbent Use ties to hold
mens may be material. fragile or repaired
fragile. specimens while
drying.
2 Salvage at a Glance Part IV: Natural History Collections
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The Conserve O Gramseries is published as a reference on collections
management and curatorial issues. Mention of a product, a man-
ufacturer, or a supplier by name in this publication does not con-
stitute an endorsement of that product or supplier by the National
Park Service. Sources named are not all inclusive. It is suggested
that readers also seck alternative product and vendor information
in order to assess the full range of available supplies and equipment.

The series is distributed to all NPS units and is available to
non-NPS institutions and interested individuals on line at
<http://www.cr.nps.gov/museum/publications/conserveogram/
cons_toc.html>. For further information and guidance
concerning any of the topics or procedures addressed in the
series, contact NPS Museum Management Program, 1849 C
Street NW (2265), Washington, DC 20240; (202) 354-2000.
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Salvage At A Glance Part III: Object Collections

Museum object collections typically contain
both organic and inorganic materials. The
type of material will determine treatment
priority during water emergencies. Treat
organic objects first because they are the most
susceptible to damage by water. Inorganic
objects such as glass, ceramics, and metals
are more resistant to water damage, and brief
periods of contact should not cause long-
term damage. Some exceptions to this are
iron, which will corrode quickly, and unfired
or low-fired ceramics, which are porous.
Separate these objects from those that do not
require immediate attention.

Allow inorganic objects to air dry. However,
objects damaged by saltwater should be

kept wet in freshwater until a conservator
determines appropriate treatment. As
saltwater-soaked objects dry, salts can migrate
to the surface and crystallize. This results in
flaking or loss of the object surface.

When air-drying objects:

* lay out objects to allow for even drying

* raise objects off the ground or on tables
with screens or pallets to allow air
circulation

* use fans to circulate air but be sure they
do not blow directly on objects

Use caution when handling reconstructed
objects because those mended with a water-
soluble adhesive may become unstable.

Leather objects may require special attention
while drying. Some leather objects are
intended to be flexible (buckskin) while others
are not (shields, fire buckets). Flexible leather
may need to be manipulated while drying to
retain its flexibility. Consult a conservator to
determine appropriate procedures for leather
materials.

Note: When salvaging collections it is
imperative to keep labels and tags with objects
so that identification information is not lost.

Organic Materials
Handling Packing
Material Priori . Drying Method
areria riority Precautions Method rymmg [reto
Bone & Ivory

Treat within 24 | Handle with Wrap individu- | Air dry. Use fans.
hours. care—wet ally in absorbent

objects may be | material.

fragile.
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. .y Handling Packing .
Material Priority Precautions Moethod Drying Method
Shell
Treat within 24 | Handle with Wrap individu- | Air dry. Use fans.
hours. care—wet ally in absorbent
objects may be | material.
fragile.
Skin & Leather
Tanned Treat within 24 | Handle with Pad with towel- | Air dry. Use fans.
hours. care—wet ing to maintain
leather is fragile. | shape and pro-
vide support.
Semi-tanned or | 1teat within 24 | Handle with Pad with towel- | Air dry. Use fans.
Un-tanned hours. care—may be ing to maintain
fragile when shape and pro-
wet. vide support.
Wood
Treat within 24 | Lift from Werap in absor- | Air dry slowly.
hours. bottom of bent materials.
object.
Basketry
Treat within 24 | Lift from Pad with towel- | Air dry slowly. Keep
hours. bottom of ing to maintain | lids on.
object. shape.
. Inorganic Materials
Ceramics
Sun baked or | 1teat within 24 | Watch for crack- | Wrap with Air dry. Use fans.
Terracotta hours to prevent | ing or peeling. | paper towels or
disintegration Blot dry—do other absorbent
and loss of sur- | not rub. material.
face.
Low-Fired Treat within 48 | Watch for crack- | Wrap with Air dry. Use fans.
Ceramics hours. ing or peeling. | paper towels or

Pat dry—do not
rub.

other absorbent
material.

High-Fired

Treat after less

If the surfaces

Wrap with

Air dry. Use fans.

Ceramics stable materials. | are stable, blot | paper towels or
with lint-free other absorbent
towels. material.
2 Salvage at a Glance Part III: Object Collections
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Handling Packing
Material Priori, ) Drying Method
o Precautions Method ying
Metal
Treat unstable Use gloves when | Wrap with Air dry. Use fans.
(corroded) handling. If absorbent
metals within the surfaces are | materials. Pack
48 hours. Treat | stable, blot with | copper alloys
stable metal lint-free towels. | in individual
after less stable containers with
materials. silica gel.
Stone
Treat after less If object has Wrap with Air dry. Use fans.
stable materials. | smooth surface, | absorbent mate-
blot. If surface | rials.
is rough or
has an applied
finish, do not
blot.
Glass
Treat after less Pat dry, do not | Wrap with Air dry. Use fans.
stable materials. | rub. absorbent mate-
rials.

Salvage at a Glance Part III: Object Collections
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The Conserve O Gramseries is published as a reference on collections
management and curatorial issues. Mention of a product, a man-
ufacturer, or a supplier by name in this publication does not con-
stitute an endorsement of that product or supplier by the National
Park Service. Sources named are not all inclusive. It is suggested
that readers also seck alternative product and vendor information
in order to assess the full range of available supplies and equipment.
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Salvage At A Glance Part V: Textiles

Textiles can be quickly damaged by dirty flood-

waters. Those with bleeding dyes need to be
treated immediately by a conservator. Textiles
can increase substantially in weight when they
are waterlogged, and are easily torn. Support
wet textiles when they are being moved with a
solid support or stretched canvas.

Begin air drying textiles as soon as possible.
Rinse dye-fast textiles in clean water to remove
as much dirt and debris as possible. Blot with
clean, lint-free towels. Disposable baby diapers
are very useful for removing large quantities of
water quickly.

Proper drying techniques will reduce perma-
nent staining. Dry textiles indoors with the
lights on to inhibit mold growth. Lay flat

textiles out on polyethylene sheet-covered work
surfaces so that the moisture will have to evap-
orate in one direction. Cover the textiles with
clean toweling or sheets, and gently press the
covers onto the textiles to make good contact.
As the textiles dry, the water will wick into the
cover cloth, depositing soils there instead of in
the textile. Do not move the cover cloth until
the textile is completely dry.

Textiles subject to the provisions of the Native
American Graves Protection and Repatriation
Act (NAGPRA) must be given special consid-
eration when handling, packing and drying

in emergency situations. Parks with Native
American collections should consult with the
appropriate tribes when devising an emergency
plan for culturally sensitive items.

Material Priority Handlz'ng Packing Drying Method
Precautions Method

Small Flat Treat within 48 | Gently press water | Separate with Air dry. Freeze

Textiles hours. Bleeding | out with palm or | freezer or wax items that cannot
dyes should be | blot with lint-free | paper and box | be dried within 48
treated immedi- | towels. Do not in small groups. | hours and consult
ately by a con- | wring or twist. a conservator.
servator.

Large Flat Treat within 48 | Gently press water | Keep rolled on | Air dry. Freeze

Textiles hours. Bleeding | out with palm or | tubes if possible. | items that cannot
dyes should be | blot with lint-free | Be careful of be dried within 48
treated immedi- | towels. Do not weakened tubes. | hours and consult
ately by a con- | wring or twist. a conservator.
servator.
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Material Priority Handling Packing Drying Method
Precautions Method
Embroidered Treat within 48 | Gently press water | Keep rolled on | Air dry. Freeze
or Multi- hours. Bleeding | out with palm or tubes if possible. | items that cannot
Layered dyes should be | blot with lint-free | Be careful of be dried within 48
Flat Textiles treated immedi- | towels. Do not weakened tubes. | hours and consult
(Quilts) ately by a con- | wring or twist. a conservator.
servator.
Painted or Treat within 48 | Do not blot Separate with Air dry. Do Not
Stenciled hours. painted surfaces. freezer or wax Freeze.
Fabrics paper to prevent
staining between
items.
Framed Treat within 48 | Blot gently. Interleave Air dry. Freeze
Needlework hours. Remove from freezer paper items that cannot
and Silk frame. and cardboard | be dried within 48
Pictures to provide sup- | hours and consult
port. a conservartor.
Beadwork Treat within 48 | Blot gently. Separate with Air dry. Do Not
eadwor .2
hours. Minimize move- freezer or wax Freeze.
ment. Provide paper to prevent
support. staining between
items.
Fragile Treat within 48 | Avoid handling if | Separate with Aif dry. Freeze
Garments hours. possible. Be aware | freezer or wax items that cannot
(Silk Dresses) of metal closures paper to prevent | be dried within 48
etc. that can tear staining between hours and consult
fabric. items. a conservator.
Sturdy Treat within 48 | Blot gently. Separate with Air dry. Freeze
Garments hours. freezer or wax items that cannot
(Wool paper to prevent | be dried within 48
Uniforms) staining between | hours and consult

items.

a conservator.

Salvage at a Glance Part V: Textiles
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wet.

leather items. Do
not layer uneven

shapes.

Material Priority Handling Packing Drying Method
Precautions Method
: Treat within 48 | Blot gently. Pro- | Keep rolled on | Ajr gyy,
Tapestries houss. vide support when | tubes if possible.
moving. Be careful of
weakened tubes.
Costume Accessories
Fans and Begin drying Support if move- | Wrap in freezer or | Ajr dry.
Parasols within 48 hours | ment is required. | wax paper. Do not
to prevent mold | Do not open layer, pack items
growth. when wet. side by side.
Begin drylng Gently Support \Wrap in freezer Air dry AS hats
Hats, Shoes, within 48 hours | with absorbant or wax paper for dry they can be
and Gloves to prevent mold | material. Do not | textiles or plas- gently reshaped
growth. reshape hats Whl].e tic Sheeting fOr and padded Wlth

acid-free tissue or
polyester batting.

Salvage at a Glance Part V: Textiles
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The Conserve O Gramseries is published as a reference on collections
management and curatorial issues. Mention of a product, a man-
ufacturer, or a supplier by name in this publication does not con-
stitute an endorsement of that product or supplier by the National
Park Service. Sources named are not all inclusive. It is suggested
that readers also seck alternative product and vendor information
in order to assess the full range of available supplies and equipment.

The series is distributed to all NPS units and is available to
non-NPS institutions and interested individuals on line at
<http://www.cr.nps.gov/museum/publications/conserveogram/
cons_toc.html>. For further information and guidance
concerning any of the topics or procedures addressed in the
series, contact NPS Museum Management Program, 1849 C
Street NW (2265), Washington, DC 20240; (202) 354-2000.
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RECORDS AND DOCUMENT RECOVERY TECHNIQUES

Material Situation Time Frame Handling Precaution Drying Method

Magnetic Media
(Computer disks, audio and video tapes)

— > Dgﬁl;ﬁzt?es No action needed
Rinse off tap_es Do not freeze. Air dry within 48 hours
Tapes — soaked by dirty h . ; Id K
Only copies? Immediately  water. Handle Do not touch magnetic Or, tapes can stay wet for several days. Pac
—> ' ) media with bare hands. vertically in tub filled with water. Ship to vendor
open reel tapes :
for restoration. Recommended.
by hubs or reel.
—> Dgﬁgﬁzfs No action needed
Floppy Keep wet. Pack vertically in tub of water, ship to
Disks 7] Do not freeze. vendor for restoration. Recommended.
Only copies? Immediately Do not touch disk surface  Or air dry by opening case, drying inner magnetic
with bare hands. disk, and re-case. Make copy. Not
recommended.
Optical Discs
cD > Dgﬁlslﬁifs No action needed
CD-ROM _| Do not freeze.
and DVDs Only copies? Immediately Do not scratch the Air dry, or wipe with soft clean cloth.
— surface.
Microforms and Motion picture film
—> Dgﬁgﬁztoes No action needed
Microfilm —| Do not remove from
rolls Onlv copies? 48 hours Rinse boxes; hold carton Pack vertically in tub of water, arrange with a
— y copies: together with rubber microfilm processor to rewash and dry.
bands. Keep wet.
Duplicates -
Diazo and offsite? No action needed
vesicular Freeze. freeze- Keep in envelope if Air dry by hanging from clothesline.
microfiche Only copies? 48 hours . P P Or freeze, thaw and air dry. Pack for freezing:
dry or air dry packing.

Interleave between envelopes.





Material Situation Time Frame Handling Precaution Drying Method
Aperture cards, Duplicates .
jacketed offsite? No action needed
microfilm Only copies? 48 hours Freeze,.freeze— Keep_wgt. Pack in plastic Air dry, or thaw and air dry.
dry or air dry bags inside boxes.
Motion pictures Only copies? 48 hours Rinse Keep_wgt. Packiin plastic Arrange with film processor to rewash and dry.
bags inside boxes.
Paper Documents & Manuscripts
Stable Media Only copies? 48 hours Freeze,.freeze— _Handlg carefully. Paper Air dry by spreadlng out_. Use dehumidifiers, fans.
dry or air dry is fragile when wet. Freeze-dry - pack in milk crates or cartons
Soluble inks
(felt pens, colored . , Freeze, freeze- Handle carefully. Paper Air dry by spreading out. Use dehumidifiers, fans.
: Only copies? Immediately . . ; )
pens, ball point dry or air dry is fragile when wet. Freeze-dry - pack in milk crates or cartons
pens)
Maps & Plans
: . Freeze, freeze- Use extra caution if Air dry by spreading out. Use dehumidifiers, fans.
?
Stable media Only copies? 48 hours dry or air dry folded or rolled. Freeze-dry - pack in map drawers, interleave.
Soluble media Freeze, freeze- Air dry by spreading out. Use dehumidifiers, fans
Hand colored Only copies? Immediately . Do not blot y by sp 'g out. . ' '
maps dry or air dry Freeze-dry - pack in map drawers, interleave.
Maps on coated . . Freeze, freeze- Avoid pressure. Inks can  Air dry by separating sheets and interleaving.
Only copies? Immediately . . X
papers dry or air dry smear away. Freeze-dry - pack in map drawers, interleave.
Drafting linens Only copies? Immediately Freeze, freeze- Use extra caution if Freeze-drying preferred. Pack like maps in

dry or air dry folded or rolled.

containers lined with plastic.





Material Situation Time Frame Handling Precaution Drying Method
Books
Air dry by fanning open. Insert paper towels every
Freeze. freeze- Handle gentlv. Paper 50 or so pages to wick moisture. Change
Books and Not replaceable? ' gently. PS frequently.
48 hours dry, vacuum dry and boards are fragile . .
pamphlets . Freeze - Separate with freezer paper, pack spine
or air dry when wet. g
down in milk crate or cardboard box one layer
deep.
Air dry. Insert paper towels without opening book
Leather and . Air dry, vacuum Handle gently. Pap_er to wick moisture out. Change frequently.
o Not replaceable? Immediately and boards are fragile . . .
vellum bindings dry For freezing or vacuum drying, separate with
when wet. )
freezer paper, pack spine down or flat.
Freeze-drying preferred. To pack for freezing,
Freeze. freeze- Handle gently. Paper keep wet; pack spine down in containers lined
Coated paper Not replaceable? Immediately drv or a;ir dr and boards are fragile with garbage bags.
y y when wet. Air dry by fanning pages and interleaving with
paper towels.
Photographs
Keep wet. Pack in small plastic bags inside
- . Do not touch emulsion boxes.
Negatives Originals? 48 hours Freeze or air dry with bare hands Order of preference:
' 1) Air dry, 2) thaw and air dry, 3) freeze-dry.
Do not vacuum dry.
Black and White No negatives? 48 hours Freeze and/or air Do not touch binder with A!r dry, or thaw and air dry. _
dry bare hands. Air dry face-up or hang from clothesline.
Color No negatives? Immediately  Air dry Transport horizontally. Air dry face up or hang from clothesline.

Do not touch emulsion.
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