
Computer files can be lost for many 
reasons—device failure, accidental 
deletion, obsolete formats, and an 
electrical surge or failure that shuts down 
a computer lacking electrical surge 
protection.

BACK UP YOUR DATA 
Routinely copy files to CDs, DVDs, or 
external hard drives. Make more than 
one copy and store copies in different 
locations.

NAME YOUR FILES 
It’s so easy to create and add content to 
your personal digital archive that it’s also 
easy to lose track of where you stored 
things. Name and organize your files. 
Use consistent descriptive words you’ll 
remember easily to label (“tag”) files, 
digital photos, songs, videos, and other 
items you want to find in the future.

DON’T HOLD STILL! 
Digital photos require specific hardware 
and software for viewing. Migrate photos 
to the latest storage media every few 
years using freely available formats. 

Starting advice for photos of all kinds

FIND A STABLE STORAGE SPACE
Store paper items in a clean storage area 
where you can keep temperature and 
relative humidity (RH) moderate and 
stable, 68°F or less, and between 30-
40%. Lower temperature is best for color 
photos. High RH and temperature speed 
decay; low humidity can crack, peel, or 
curl photos. Provide good air circulation. 
Check regularly for signs of pests. Avoid 
attics and basements. An air-conditioned 
room or closet is best. 

Don’t expose paper to fumes, plywood, 
cleaning supplies, or cardboard. Avoid 
attics and basements, and provide good 
air circulation. Good housekeeping helps 
protect your treasures. Check regularly for 
signs of rodents, silverfish, “book lice,” and 
other pests; eliminate them if found.

PROTECT FROM LIGHT
All light causes fading and other damage. 
Store and display items away from natural 
and artificial light. Many photos are 
particularly vulnerable. Display framed 
items on interior walls away from sunlight, 
and keep indoor lighting exposure to a 
minimum. UV filtered glazing for frames 

Books have many preservation needs in 
common with paper and photos, but the 
movement and materials of bindings add 
to their preservation challenge.

FIND A STABLE STORAGE SPACE
Store books in a clean storage area 
where you can keep temperature and 
relative humidity (RH) moderate and 
stable. Temperatures above 72°F, relative 
humidity (RH) above 50%, and large or 
fast changes in either increase the rate of 
damage in paper and bindings. An air-
conditioned room or closet is best. 

Don’t expose books to fumes, plywood, 
cleaning supplies, or cardboard. Avoid 
attics and basements, and provide good 
air circulation. Good housekeeping helps 
protect your treasures. Check regularly for 
signs of rodents, silverfish, “book lice,” and 
other pests; eliminate them if found.

PROTECT FROM LIGHT
All light, especially the ultraviolet (UV) part 
of the spectrum, causes fading and other 
damage. Store special books away from 
natural and artificial light.

Paper items like letters, prints, drawings, 
newspapers, maps, and posters share 
many preservation needs with photos. 

FIND A STABLE STORAGE SPACE
Store paper items in a clean storage area 
where you can keep temperature and 
relative humidity (RH) moderate and 
stable, Temperatures above 72°F, relative 
humidity (RH) above 50%, and large or 
fast changes in either increase the rate 
of damage in paper and media. An air-
conditioned room or closet is best. 

Don’t expose paper to fumes, plywood, 
cleaning supplies, or cardboard. Avoid 
attics and basements, and provide good 
air circulation. Good housekeeping helps 
protect your treasures. Check regularly for 
signs of rodents, silverfish, “book lice,” and 
other pests; eliminate them if found.

PROTECT FROM LIGHT
All light, especially the ultraviolet (UV) 
part of the spectrum, causes fading and 
other damage. Store and display items 
away from natural and artificial light. 
Inks, watercolors, and newsprint are 
particularly vulnerable. Display framed 
items on interior walls away from sunlight, 

P A P E RP H O T O G R A P H S E L E C T R O N I C   M E D I A

f  o  r      f  u  t  u  r  e      g  e  n  e  r  a  t  i  o  n  s

P   R   E   S   E   R   V   E      Y   O   U   R   S
f  o  r      f  u  t  u  r  e      g  e  n  e  r  a  t  i  o  n  s

P   R   E   S   E   R   V   E      Y   O   U   R   S

B O O K S

f  o  r      f  u  t  u  r  e      g  e  n  e  r  a  t  i  o  n  s

P   R   E   S   E   R   V   E      Y   O   U   R   S
f  o  r      f  u  t  u  r  e      g  e  n  e  r  a  t  i  o  n  s

P   R   E   S   E   R   V   E      Y   O   U   R   S

collections  preservation  weekcollections  preservation  weekcollections  preservation  weekcollections  preservation  week



Fi
n

ish
e

d
 s

iz
e

 is
 2

.2
5 

x 
7.

25
 in

c
h

e
s.

 T
e

st
 b

a
c

k-
to

-b
a

c
k 

re
g

ist
ra

tio
n

 o
n

 p
rin

te
r/

c
o

p
ie

r b
e

fo
re

 p
rin

tin
g

 la
rg

e
 q

u
a

n
tit

ie
s.

D
u

p
le

x 
u

sin
g

 le
tt

e
r-

la
n

d
sc

a
p

e
 o

rie
n

ta
tio

n
 a

n
d

 s
h

o
rt

-e
d

g
e

 b
in

d
in

g
. S

p
e

c
ify

 p
a

p
e

r w
e

ig
h

t 
w

ith
in

 ra
n

g
e

 m
a

c
h

in
e

 w
ill 

a
llo

w
. 

or film for windows and fluorescent lights 
slow, but don’t prevent, fading and other 
damage.

USE PRESERVATION STORAGE ENCLOSURES
Use enclosures to prevent edge damage, 
creases, and tears. Use unbuffered 
(neutral, pH 6-7) or buffered paper (pH 
7-9.5). Use envelopes, sleeves, photo 
corners, boxes, and albums backings 
and mats free of sulfur, acids, peroxides, 
or other reactive materials. Buffered 
enclosures are best for photo prints on 
deteriorated paper backing, but not for 
cyanotypes. 

If you use plastic, use uncoated polyester, 
cellulose triacetate, polyethylene or 
polypropylene—never PVC. If you can’t 
keep RH below 80%, don’t use plastic 
enclosures—photos may stick to them. 
Look for storage materials marked “PAT” 
(passed a photographic activity test). 

HANDLE WITH CARE
If you mount photos, use photo corners. 
Don’t use PVC, glue, pressure-sensitive 
tape, or adhesive or “magnetic” pages. 
Don’t use paper clips, rubber bands or 
staples—All can stick, stain, deform, or 
otherwise damage photos. 

Store prints and negatives separately. 
Keep dust, which can scratch surfaces, 
under control. Store like sizes and types 
together, with good support. Consider 
using photo-safe gloves—skin oils can 
damage photos.

Photo: “Spanish-American boy with lamb,
Amalia, New Mexico” by Russell Lee, July 1940.

Library of Congress, Prints & Photographs Division,
FSA/OWI Collection, LC-USZ62-126048.

Photo: “Bonus Bureau, Computing Division,
Nov. 1924.” National Photo Company Collection.
Library of Congress, Prints & Photographs Division,

LC-DIG-npcc-12637.

You can also save copies of photos on 
Websites, but print and keep copies 
using preservation-quality inks and 
digital printing papers. Remember that 
commercial sites can disappear!

WHAT ABOUT EMAIL?
Preserve important email like you protect 
other digital content. Save messages as 
simple text files to a drive or disk. Be sure to 
save file header information. You can also 
print copies of messages. Find out if your 
employer has a policy about saving work-
related e-mail.

DISK PRESERVATION
Never use rewritable discs for long-term 
storage. Don’t use adhesive-backed 
labels on discs. Store discs in a cool dark 
place and transfer content to new discs as 
formats change.

Photo: “Pilot from the 332nd Fighter Group signing
Form One Book” by Toni Frissell, March 1945.

Library of Congress, Prints & Photographs Division,
LC-DIG-ppmsca-13247.

USE PRESERVATION STORAGE ENCLOSURES
You can protect dust jackets with 
polyester jackets that the manufacturer 
states pass the photo-graphic activity 
test (PAT). Use polyester jackets to keep 
books with deteriorating leather covers 
from transferring material to surrounding 
volumes. 

Custom-fitted enclosures offer extra 
protection for your most important books. 
Look for buffered enclosures free of 
sulfur, acids, peroxides, or other reactive 
materials. 

HANDLE WITH CARE
Keep books of similar size together 
vertically on shelves so the covers of taller 
volumes don’t bend over shorter ones. If 
you can, store books away from exterior 
walls. Keep bottom shelves several inches 
above the floor to protect them in the 
event of flooding.

When taking a book from a shelf, push the 
books on either side toward the back, and 
grasp the volume you want on both sides 
of the spine. This prevents damage to the 
top of the spine.

Don’t use rubber bands, paper clips, 
marking pens or highlighters on books you 
want to preserve.

Handle gently, Wash and dry hands often, 
and use two hands for large or fragile 
books. 

Don’t apply oils or dressings to leather 
bindings—this can cause or increase 
damage.

For more information, see
http://www.loc.gov/preserv/careothr.html  

and 
http://www.imls.gov/collections/index.htm 

and keep indoor lighting exposure to a 
minimum. UV filtered glazing for frames or 
film for windows and fluorescent lights can 
slow, but not prevent, fading and other 
damage.

USE PRESERVATION STORAGE ENCLOSURES
Use enclosures to prevent edge damage, 
creases, and tears. Use unbuffered 
(neutral, pH 6-7) or buffered paper (pH 
7-9.5) boxes, folders, envelopes, sleeves, 
backings and mats free of sulfur, acids, 
peroxides, or other reactive materials. 
Don’t use buffered storage materials with 
blueprints—blue pigments in watercolors 
may also react. 

If you use plastic, use uncoated polyester, 
cellulose triacetate, polyethylene or 
polypropylene—never PVC. Don’t use 
polyester to store items that have unfixed 
pastels, charcoal, soft pencil, other 
loosely attached media, or visible flaking. 
Polyester can lift media and loose pieces. 
Look for storage materials marked “PAT” 
(passed a photographic activity test). 

HANDLE WITH CARE
Store paper items by size, flat in boxes or 
on edge in folders (largest on bottom to 
smallest on top). For added protection, 
insert sheets of neutral tissue between 
items. Never use rubber bands, paper 
clips, or glues (e.g. pressure-sensitive 
tapes or rubber cement) on valued items.

Handle gently, Wash and dry hands often, 
and use two hands or a support under 
large or flimsy items to prevent bending. 
If an item is hard to unfold or unroll, 
or you have other questions, talk to a 
conservator.

Photo: “Dressmaking class, Manzanar Relocation
Center, California, 1943.” Library of Congress,
Prints & Photographs Division, Ansel Adams, 

photographer, LC-DIG-ppprs-00126.
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