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STORAGE OF PAPER AND PARCHMENT RECORDS



The following guidelines apply to most paper-based records including, documents, maps, prints, and drawings, small pamphlets, posters, ephemera, etc. The choice of one type of protective enclosure rather than another will depend upon the size and type of paper item being stored and your budget. Whether archival enclosures are custom-made or commercially produced, there is a wide variety available for the many forms of paper records. General Guidelines Ideally, all storage enclosures for paper and parchment should meet the following criteria: * Acid-free and ideally also buffered with an alkaline reserve. * Designed for easy removal and re-filing of the record. * As dustproof and lightproof as possible. * The correct size to minimize folding of the items. Legal and Letter Size Records Commercially available legal or letter size acid-free, buffered, paper file folders and envelopes are suitable for many archival records (e.g. documents, pamphlets, ephemera, letters, smaller drawings). Usually 10-12 sheets can be placed in a single folder without over-filling it. Very fragile items should have their own folder or envelope and write “Fragile Item ” in pencil on the outside of the enclosure. Several folders or envelopes can then be stored in an upright letter or legal size document box. Plastic Storage Enclosures Enclosures made from 3 ml or 4 ml polyester Mylar ‘D’ film are also available in a variety of ready-made sizes, or can be custom-made. These are appropriate for many (though not all) paper records. Since the polyester is transparent, this storage material has the advantage of allowing you to view or copy an item without removing it from the enclosure. It also allows researchers to handle an item without touching it directly. Mylar polyester film also gives support to fragile items during handling. 1



1



The static charge of polyester makes it unsuitable for objects with flaking or loosely bound medium (e.g. charcoal, chalk, pastel, soft pencil). Also avoid the use of plastic enclosures if high humidity is a problem in your storage area.



Iona McCraith, July 2016



STORAGE OF PAPER AND PARCHMENT RECORDS



Over-size Records Whenever possible, open folded or rolled records and store them flat. Repeated unfolding and refolding causes breaks and tears along the fold lines. Rolling and unrolling items causes similar damage. Oversized maps and drawings should be stored flat in acid-free folders in map cabinet drawers. Several items can be placed within one folder cut to the drawer size. Try to keep items of a similar size together rather than intermingling small items with large items. If large items must be rolled for storage, give them uniform support by rolling them around the outside of an acid-free tube. Do not store inside the tube. Regular cardboard tubes can be used if they are first covered in polyester Mylar “D” film or acid-free paper. Never roll varnished maps as the varnished paper will crack and split. If they are already rolled and very brittle, handle as little as possible and consult a conservator for advice. Custom-made Storage Enclosures Custom-made portfolios can be used to house items such as manuscripts, works of art on paper, or fragile items requiring more support than is offered by a file folder. Store these items flat in an acid-free print box, or directly on the shelf, or in a map cabinet. Acid free storage mats (made from rag or lignin-free wood pulp mat board) are another option. This storage method is recommended for works of art on paper and documents of great intrinsic value. A storage mat is essential for items with friable media (e.g. charcoal or pastel drawings). Labeling Records It is always preferable to label the protective enclosure, rather than the archival record, whenever possible. If it is absolutely essential to label the record, use only a soft pencil and write on the reverse near an edge. Do not use pens or stamp pad inks to label original archival records. Do not attach self-adhesive labels directly onto archival records. Special Notes on Parchment Records Parchment records should always be stored flat, not folded or rolled. However, many times you will receive a parchment document or other type of record that has already been folded or rolled. Do not force the record open if it is set in a folded or rolled position. If the record is quite dry and brittle extreme damage can result if the item is not flattened properly. Consult a conservator about possible treatment to relax the item and flatten it. Someone experienced in the technique should only carry out this procedure. Once the document is unfolded, store it flat in a suitable size paper enclosure. Acid-free folders or mats and a box are best. Provide as much protection as possible from extreme fluctuations in relative humidity through the use of a good enclosure, since parchment is more sensitive to changes in humidity than many other materials. Iona McCraith, July 2016
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Polyester film enclosures are not recommended for the storage of parchment items. The inks and pigments do not penetrate the parchment but rest on the surface, making them more susceptible to lifting from the static charge of the polyester.



Iona McCraith, July 2016
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