
chemical reactions that will inherently 
occur in acidic papers.  The manager 
of an archival collection should main-
tain the storage environment as close 
to 68 degrees as possible with humid-
ity between 30 and 50 percent.  What-
ever environmental conditions are es-
tablished, they should be maintained 
within 2 degrees and 3% relative hu-
midity in any 24-hour period. Levels 
should be continually monitored in 
any institution using a hygrothermo-
graph.  This instrument can help you 
determine how adequate your storage 
areas are for housing archival mate-
rial.  The best solution is to install a 
proper HVAC system to maintain and 
monitor the environment in your insti-
tution. 
 

While it is not ideal to retrofit a build-
ing to house archival material because 
of environmental considerations, the 
conditions within an existing structure 
can be altered to positively affect the 
environment and the conditions under 
which archives will be stored.  With 
the addition of a fireproof vault, fire-

Creating a Safe Storage Space for Archives 
by Melissa Mannon  

One of the main problems organiza-
tions have with caring for their ar-
chives is creating and maintaining a 
safe storage area for records.  The 
historic buildings in which many old 
records are housed have inadequate 
climate controls, inadequate fire 
safety measures, and improper secu-
rity controls to safely house materials. 
Newer buildings that have not been 
designed with archives in mind can 
also pose a hazard to materials when 
the above factors are not considered. 

 

Fluctuations in temperature and hu-
midity are common problems in 
buildings without systems designed 
for careful control of the environment.  
Small changes in climate that do not 
affect human habitation can speed up 
the destruction of archives.  As tem-
perature and humidity go up and 
down, paper expands and contracts, 
making it brittle and subject to accel-
erated degradation.  In addition to the 
physical stress, changes in tempera-
ture and humidity accelerate the 
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proof ceiling, reinforced walls, climate 
control,  and/or secured doors and win-
dows a historic building can be altered 
to adequately serve the needs of the 
archives held inside. 

 

Environmental concerns are largest 
when materials are stored in attics and 
basements where climate fluctuations 
are great.  At the very least, materials 
should be stored in an interior space, 
not in a room with only a wall separat-
ing materials from the outdoors.  Mate-
rials should not be stored under air 
conditioners or under areas where wa-
ter pipes run.  Consider the plumbing 
to your bathroom areas and keep your 
archives far away from it. 

 

To protect your archives from fire, 
make sure that proper sprinklers are 
installed in your facility and storage 
areas.  Make sure that there are also 
working smoke detectors.  Fire can 
spread very quickly among a facility 
that houses large amounts of paper.  To 

1  

For More Information about Storage, Fire Safety, and Security 

 

- See UNESCO Fire Prevention measures http://www.unesco.org/webworld/ramp/html/r9214e/r9214e06.htm    

- See National Fire Protection Association. Standard for the Protection of Records.   

- See Massachusetts Archives.  Public Records Technical Bulletin 3.  Records Security.    
   http://www.sec.state.ma.us/arc/arcrmu/rmutbl/tbl3.htm 

- See NEDCC. Collection Security: Planning and Prevention for Libraries and Archives. 

   http://www.nedcc.org/resources/leaflets/3Emergency_Management/11CollectionsSecurity.php 

 



Tips for Maintaining Records 

If you are unable to provide a climate 
controlled space with proper fire pre-
vention measures and security, con-
sider storing your archival materials 
off-site in a facility with adequate con-
trols.  Loan and amenable donation 
agreements can sometimes be made 
with local professionally run historical 
societies or libraries where records can 
be safely kept.  Alternately, you may 
consider storing records at a large re-
cords management storage facility.  
Consider making digital copies of your 
organized records.  Maintain originals 
off site and keep a digital copy for your 
institution’s use at hand.  The safe-
keeping of your original records should 
be your paramount concern, even if 
that means materials need to be moved 
out of your building.  

help slow down the progress of fire 
in the event of one, make sure all 
papers are stored in boxes and are 
not loose among the shelves.  Use 
metal, rather than wooden shelving 
to house your boxes.  Appropriate 
firewalls in your ventilation systems 
will help keep materials safe from 
fire disaster.   

 

Security is one of the biggest con-
cerns in institutions caring for his-
toric artifacts and archives.  Controls 
are generally lacking in this area.  
Limited access should be granted to 
archives storage areas.  Archives 
storage areas should be locked when 
not in use.  A limited number of keys 
to storage areas should be handed out 

and a list of who has access to the re-
cords should be maintained.  Formal 
written procedures should be estab-
lished for the records to prevent dam-
age due to accidental human contact 
and theft. Outside researchers should 
not have access to archives storage 
under any circumstances. Proper pro-
cedures include giving users access to 
one ledger or box of records at a time 
and providing an appropriate super-
vised space where they can view mate-
rials separate from the storage area.  
Researchers should only be given ac-
cess to materials  that have been prop-
erly arranged and described.  All mate-
rials should be reviewed to ensure they 
are being returned in their entirety be-
fore being placed back in locked stor-
age.   

2  

 

Other Factors for records safety 

 

• Archival boxes are your best de-
fense to keep materials free of 
dust, away from light and safer 
from fire. 

 

• Overhead lights should be incan-
descent rather than fluorescent 
and materials should be stored 
away from windows where 
sunlight streams in.   

 

• Pest control is important for the 
safety of materials.  Prevention of 
pest infestation first requires the 
sealing of entry routes and the 
establishment of appropriate envi-
ronmental conditions to prevent 
their attraction to storage areas.  
Food should not be allowed in 

Creating a Safe Storage Space for Archives 
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storage areas. 

 

• A proper HVAC system will help 
remedy any dust problems with 
proper air circulation, but archives 
storage areas should also be peri-
odically cleaned with a HEPA 
vacuum to remove dust.  Cleaning 
is recommended at least once a 
year  

 

 

 

 

 

 
 

 

Archives and Information Consult-
ant Melissa Mannon is owner of  

ArchivesInfo.   
 

Please send  
questions and comments to 

melissa@mannon.org. 
 

For more information about her 
work and for access to past issues of 

this newsletter  see 
www.archivesinfo.com 


	Creating a Safe Storage Space for Archives

	by Melissa Mannon	

	     NEWSLETTER

	February 2008

	Tips for Maintaining Records

	Creating a Safe Storage Space for Archives

	Archives and Information Consulting Services Newsletter     		Volume 6, Issue  1	             	Page #

	Archives and Information Consultant Melissa Mannon is owner of 
ArchivesInfo.  

	Please send 
questions and comments to melissa@mannon.org.

	For more information about her work and for access to past issues of this newsletter  see www.archivesinfo.com



<<

  /ASCII85EncodePages false

  /AllowTransparency false

  /AutoPositionEPSFiles true

  /AutoRotatePages /None

  /Binding /Left

  /CalGrayProfile (Dot Gain 20%)

  /CalRGBProfile (sRGB IEC61966-2.1)

  /CalCMYKProfile (U.S. Web Coated \050SWOP\051 v2)

  /sRGBProfile (sRGB IEC61966-2.1)

  /CannotEmbedFontPolicy /Error

  /CompatibilityLevel 1.4

  /CompressObjects /Tags

  /CompressPages true

  /ConvertImagesToIndexed true

  /PassThroughJPEGImages true

  /CreateJDFFile false

  /CreateJobTicket false

  /DefaultRenderingIntent /Default

  /DetectBlends true

  /DetectCurves 0.0000

  /ColorConversionStrategy /CMYK

  /DoThumbnails false

  /EmbedAllFonts true

  /EmbedOpenType false

  /ParseICCProfilesInComments true

  /EmbedJobOptions true

  /DSCReportingLevel 0

  /EmitDSCWarnings false

  /EndPage -1

  /ImageMemory 1048576

  /LockDistillerParams false

  /MaxSubsetPct 100

  /Optimize true

  /OPM 1

  /ParseDSCComments true

  /ParseDSCCommentsForDocInfo true

  /PreserveCopyPage true

  /PreserveDICMYKValues true

  /PreserveEPSInfo true

  /PreserveFlatness true

  /PreserveHalftoneInfo false

  /PreserveOPIComments true

  /PreserveOverprintSettings true

  /StartPage 1

  /SubsetFonts true

  /TransferFunctionInfo /Apply

  /UCRandBGInfo /Preserve

  /UsePrologue false

  /ColorSettingsFile ()

  /AlwaysEmbed [ true

  ]

  /NeverEmbed [ true

  ]

  /AntiAliasColorImages false

  /CropColorImages true

  /ColorImageMinResolution 300

  /ColorImageMinResolutionPolicy /OK

  /DownsampleColorImages true

  /ColorImageDownsampleType /Bicubic

  /ColorImageResolution 300

  /ColorImageDepth -1

  /ColorImageMinDownsampleDepth 1

  /ColorImageDownsampleThreshold 1.50000

  /EncodeColorImages true

  /ColorImageFilter /DCTEncode

  /AutoFilterColorImages true

  /ColorImageAutoFilterStrategy /JPEG

  /ColorACSImageDict <<

    /QFactor 0.15

    /HSamples [1 1 1 1] /VSamples [1 1 1 1]

  >>

  /ColorImageDict <<

    /QFactor 0.15

    /HSamples [1 1 1 1] /VSamples [1 1 1 1]

  >>

  /JPEG2000ColorACSImageDict <<

    /TileWidth 256

    /TileHeight 256

    /Quality 30

  >>

  /JPEG2000ColorImageDict <<

    /TileWidth 256

    /TileHeight 256

    /Quality 30

  >>

  /AntiAliasGrayImages false

  /CropGrayImages true

  /GrayImageMinResolution 300

  /GrayImageMinResolutionPolicy /OK

  /DownsampleGrayImages true

  /GrayImageDownsampleType /Bicubic

  /GrayImageResolution 300

  /GrayImageDepth -1

  /GrayImageMinDownsampleDepth 2

  /GrayImageDownsampleThreshold 1.50000

  /EncodeGrayImages true

  /GrayImageFilter /DCTEncode

  /AutoFilterGrayImages true

  /GrayImageAutoFilterStrategy /JPEG

  /GrayACSImageDict <<

    /QFactor 0.15

    /HSamples [1 1 1 1] /VSamples [1 1 1 1]

  >>

  /GrayImageDict <<

    /QFactor 0.15

    /HSamples [1 1 1 1] /VSamples [1 1 1 1]

  >>

  /JPEG2000GrayACSImageDict <<

    /TileWidth 256

    /TileHeight 256

    /Quality 30

  >>

  /JPEG2000GrayImageDict <<

    /TileWidth 256

    /TileHeight 256

    /Quality 30

  >>

  /AntiAliasMonoImages false

  /CropMonoImages true

  /MonoImageMinResolution 1200

  /MonoImageMinResolutionPolicy /OK

  /DownsampleMonoImages true

  /MonoImageDownsampleType /Bicubic

  /MonoImageResolution 1200

  /MonoImageDepth -1

  /MonoImageDownsampleThreshold 1.50000

  /EncodeMonoImages true

  /MonoImageFilter /CCITTFaxEncode

  /MonoImageDict <<

    /K -1

  >>

  /AllowPSXObjects false

  /CheckCompliance [

    /None

  ]

  /PDFX1aCheck false

  /PDFX3Check false

  /PDFXCompliantPDFOnly false

  /PDFXNoTrimBoxError true

  /PDFXTrimBoxToMediaBoxOffset [

    0.00000

    0.00000

    0.00000

    0.00000

  ]

  /PDFXSetBleedBoxToMediaBox true

  /PDFXBleedBoxToTrimBoxOffset [

    0.00000

    0.00000

    0.00000

    0.00000

  ]

  /PDFXOutputIntentProfile ()

  /PDFXOutputConditionIdentifier ()

  /PDFXOutputCondition ()

  /PDFXRegistryName ()

  /PDFXTrapped /False



  /Description <<

    /CHS <FEFF4f7f75288fd94e9b8bbe5b9a521b5efa7684002000410064006f006200650020005000440046002065876863900275284e8e9ad88d2891cf76845370524d53705237300260a853ef4ee54f7f75280020004100630072006f0062006100740020548c002000410064006f00620065002000520065006100640065007200200035002e003000204ee553ca66f49ad87248672c676562535f00521b5efa768400200050004400460020658768633002>

    /CHT <FEFF4f7f752890194e9b8a2d7f6e5efa7acb7684002000410064006f006200650020005000440046002065874ef69069752865bc9ad854c18cea76845370524d5370523786557406300260a853ef4ee54f7f75280020004100630072006f0062006100740020548c002000410064006f00620065002000520065006100640065007200200035002e003000204ee553ca66f49ad87248672c4f86958b555f5df25efa7acb76840020005000440046002065874ef63002>

    /DAN <>

    /DEU <>

    /ESP <>

    /FRA <>

    /ITA <>

    /JPN <FEFF9ad854c18cea306a30d730ea30d730ec30b951fa529b7528002000410064006f0062006500200050004400460020658766f8306e4f5c6210306b4f7f75283057307e305930023053306e8a2d5b9a30674f5c62103055308c305f0020005000440046002030d530a130a430eb306f3001004100630072006f0062006100740020304a30883073002000410064006f00620065002000520065006100640065007200200035002e003000204ee5964d3067958b304f30533068304c3067304d307e305930023053306e8a2d5b9a306b306f30d530a930f330c8306e57cb30818fbc307f304c5fc59808306730593002>

    /KOR <FEFFc7740020c124c815c7440020c0acc6a9d558c5ec0020ace0d488c9c80020c2dcd5d80020c778c1c4c5d00020ac00c7a50020c801d569d55c002000410064006f0062006500200050004400460020bb38c11cb97c0020c791c131d569b2c8b2e4002e0020c774b807ac8c0020c791c131b41c00200050004400460020bb38c11cb2940020004100630072006f0062006100740020bc0f002000410064006f00620065002000520065006100640065007200200035002e00300020c774c0c1c5d0c11c0020c5f40020c2180020c788c2b5b2c8b2e4002e>

    /NLD (Gebruik deze instellingen om Adobe PDF-documenten te maken die zijn geoptimaliseerd voor prepress-afdrukken van hoge kwaliteit. De gemaakte PDF-documenten kunnen worden geopend met Acrobat en Adobe Reader 5.0 en hoger.)

    /NOR <>

    /PTB <>

    /SUO <>

    /SVE <>

    /ENU (Use these settings to create Adobe PDF documents best suited for high-quality prepress printing.  Created PDF documents can be opened with Acrobat and Adobe Reader 5.0 and later.)

  >>

  /Namespace [

    (Adobe)

    (Common)

    (1.0)

  ]

  /OtherNamespaces [

    <<

      /AsReaderSpreads false

      /CropImagesToFrames true

      /ErrorControl /WarnAndContinue

      /FlattenerIgnoreSpreadOverrides false

      /IncludeGuidesGrids false

      /IncludeNonPrinting false

      /IncludeSlug false

      /Namespace [

        (Adobe)

        (InDesign)

        (4.0)

      ]

      /OmitPlacedBitmaps false

      /OmitPlacedEPS false

      /OmitPlacedPDF false

      /SimulateOverprint /Legacy

    >>

    <<

      /AddBleedMarks false

      /AddColorBars false

      /AddCropMarks false

      /AddPageInfo false

      /AddRegMarks false

      /ConvertColors /ConvertToCMYK

      /DestinationProfileName ()

      /DestinationProfileSelector /DocumentCMYK

      /Downsample16BitImages true

      /FlattenerPreset <<

        /PresetSelector /MediumResolution

      >>

      /FormElements false

      /GenerateStructure false

      /IncludeBookmarks false

      /IncludeHyperlinks false

      /IncludeInteractive false

      /IncludeLayers false

      /IncludeProfiles false

      /MultimediaHandling /UseObjectSettings

      /Namespace [

        (Adobe)

        (CreativeSuite)

        (2.0)

      ]

      /PDFXOutputIntentProfileSelector /DocumentCMYK

      /PreserveEditing true

      /UntaggedCMYKHandling /LeaveUntagged

      /UntaggedRGBHandling /UseDocumentProfile

      /UseDocumentBleed false

    >>

  ]

>> setdistillerparams

<<

  /HWResolution [2400 2400]

  /PageSize [612.000 792.000]

>> setpagedevice



