QUICK GUIDELINES TO PROPER DOCMENET HANDLING
Proper handling of documents, photos and books is crucial to their ongoing survival.  Without careful and proper handling, these items won’t survive for future generations.

Keep food and drink off your desk and away from all objects you value.  Spills happen!  All food and drinks should be consumed away from desks with valued materials on them.  Food residues attract insects to eat books, photos and documents, besides causing permanent stains. After eating, wash and dry your hands before resuming working with these objects. 

Wash and dry hands often and always before handling books and papers, or photographic materials.  Oils from your skin, hair, and especially forehead, create non-removable stains.  Be aware of not touching your forehead with your hands, as this amount of oil will absolutely cause disfiguring fingerprints, permanently fixing any loose dirt.

Gloves are available in a variety of sizes from many suppliers.  They come in single-use nitrile or latex, or in reusable cotton.  Wash used cotton gloves and rinse thoroughly.

Never use a book to press flowers.  The added thickness will eventually break the binding.  Never rest book open with covers up to save a spot.  If a bookmark must be used, be sure it is of thin, acid free paper, and that it is not left for a prolonged time.

Move items safely.  Get a rigid paper or board for support to move fragile papers without causing damage.  If something is big, awkward and/or heavy, ask a friend for help moving it.

Never apply tape or sticky notes to books, photographs or any other object you value.   Although tape may seem to help mend a rip, it actually causes far more damage in the long run.  Anything that is self-sticky contains chemicals that continue to act on a surface for years, causing brittleness, discoloration, and possibly loss.

Never remove books from a shelf by pulling on the top of the book.  Push the neighboring books toward back of shelf, and then pull out the book you wanted by the center of its spine.  Store oversized books flat or spine down, never spine up.

If an item is crispy, brittle or cracks as you unfold or unroll it, STOP and consult a conservator.   To find a conservator, call AIC at 202-452-9545 or email info@aic-faic.org.

Never store items you value in attic, garage, or basement.
Check all items thoroughly and immediately if you see “sawdust”, bugs or water.  One should check items frequently to ensure that if damages such as roof leaks or bug infestations occur, that they cause the minimal possible damage.  One should consult a conservator promptly.

Thanks,

The Conservation Staff, Maryland State Archives

