Kofile Preservation of Records
&
King Information Organization
of Records, Database, Storage

Presented to the Community Preservation Committee
By:
Laura Schwall ~ Rehoboth Town Clerk



Thank You CPC & Town of Rehoboth

May 27, 2014 ATM - Article 7
Preservation of Records ~ $34,858

CPC = $17,429 Town = $17,429

Did not receive ~ SRPEDD (Southeast Regional Planning & Economic
Development District) CIC (Community Innovation Challenge) Grant Records
Preservation - With 7 other Communities: Berkley, Dighton, Dartmouth, Fall
River, Lakeville, Wareham, and SRPEDD

May 27, 2014 ATM - Article 8

Preservation of Historical Documents

CPC $11,483 — 25% of Kofile Preservation Project.

Did not receive remainder of 75% from State Grant
Massachusetts Preservation Projects Fund — MPPF



King Information -
Layout of Storage Areas

Twelve File Locations at Town Hall to Three

Building Inspector’s Old Office

Pump House

Vault



King Information — Before Photos

» Anawan School
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Town of Rehoboth Archive Floor Plan
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King Information Before Photos

Town Hall - Building Inspector’s Old Office
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King Information After Photos

Town Hall - Building Inspector’s Old Office




Town of Rehoboth Archive Floor Plan

“Mike's Old Office”
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Town of Rehoboth Archive Floor Plan

Transition

Area




Town of Rehoboth Archive Floor Plan
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(781) 7626477
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Process to add a new box to database

5" found on the department’s archive inventory list or
:ntion Schedule”.
I APPLY A BOX NUMBER (Box numbers will be
n the next part of the process.)

Be sure to apply
beginning and ending
dates of records in
box.

Apply Adopted Record Title taken
7| from department’s Archive I.{ecord
inventory or “Record Retention

Record ﬂe from daﬂment’s
hive Record inventory.
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LOCATION: b
BAY | SECT. | SHELF

CONTENTS:

@ KING INFORMATION SYSTEMS, INC. + (781) 762-6477 + FAX (781) 769-1236




ARCHIVE REQUEST FORM

DEPT/BRANCH:
[1. NEW BOX(S) ADDED TO ARCHIVES ]
> BOX(S) RETURNED TO ARCHIVES _ —
3. BOX(S) REQUESTED ATE
SEC | SHE | DESTROY
DB BOX# RECORD TITLE (include alpha & number ranges) BR# | DATE FROM | DATE TO RETAIN |BAY

-
p——

_—

e ———————
et
—————————

DEPT & BRANCHES: Fill ln All " NON-SHADED " Areas
DEPT & BRANCHES: Use Record Retention Schedule For Standard " RECORD TITLES " And "RETENTION"

SHADED AREAS FOR OFFICE USE ONLY
Form # ARF 100

King Informenon Systems, oo



s” f_ound on the department’s archive inventory list or
=ntion Schedule”.

APPLY A BOX NUMBER (Box numbers will be
assig n the next part of the process.)

DATE:
BoX# 226 FROM:_1/1/2014 TanE ey
DATE: gztglnnlt{lg mder}dlng
# 3 = - es
o mingy EE TO:  12/31/201 o it
CONTENTS Apply Adopted Record Title taken

MINUTES:COMMITTEE:CLE from department’s Archive Record

inventory or “Record Retention

Record title from department’s
oy Archive Record inventory.

1 2 4 3
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We thank you CPC & Rehoboth ~ ©




Kofile Preservation

Preservation of Historical Documents
CPC $11,483 — 25% of Kofile Preservation Project.

Spent $11,462.00 of CPC Funds & $572.00 Town Clerk Budget
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RECORDS PRESER VATION.

{_® CONSERVE
@\> IMAGE & INDEX

Ko F I L_I"E\P/RESERVATION

Merging Brown's River Marotti Co. and Louisiana Binding
Service, Inc., KOFILE Preservation became the oldest and
most experienced private conservation laboratory.

Our skilled conservators possess extensive experience
treating a wide range of media including manuscripts,
volumes, plats, maps, negative Photostats, microfilm,
digital images, photographs, etc. Projects range from
one volume to thousands of volumes.




Historic Records Preservation

From 1850 - 1993, wood pulp paper was used. It is extremely acidic, and
unstable.

» From early times until about 1850,
natural fibers such as cotton was
used to make paper. The paper is
fairly stable, but the inks fade

quickly.

From 1700s and 1800s, Iron gall ink
was commonly used. The ink has its
own very corrosive qualities, and
increases the sensitivity of the paper
to light, humidity and pollutants
eventually burning through the

paper.




Preservation minimizes the chemical and physical deterioration of the page and text.

Its goal is to prolong the existence and useful life of the original format.
Oftentimes, this includes preserving and removing the original from public access
and creating a security copy. Preservation can incorporate any combination of
conservation, treatment, stabilization, preventative care, or digitization.




DO IT ONCE, DO IT RIGHT, DO ITW

We don’t charge maximum prices for our services. Instead, we custom price each individual book
based on its particular condition and needs. This allows counties to address more historical volumes
without spending needless monies.

One page (one side of a sheet) with any recorded information (script, type, stamp, etc.) is priced at
a base rate of $4.00. This price will raise to approximately $8.00 based on a series of assessment
markers. For 640 page volumes with significant tape removal required, a conservator will require an
average of 36 hours to remove the tape and adhesives. Tape removal is just one step in the process.




DOCUMENTATION

Upon receipt, items are assessed to document
condition prior to service. Each sheet is
inspected by to ensure that it receives the
appropriate level of treatment.

« Date(s) of tr(ea?m[e-nt

» Condition of document upon receipt
» Special characteristics

« Name(s) of the conservator who worked on the item or held a supervisory position
« Name(s) of the technician who worked on the item

» Presence of acidic glues

» Presence of previous repairs

» Number of pages, proper pagination, and blank pages

» Presence of pressure sensitive material

» Presence of staples, paper clips, brads, etc.

« Identity of certificates/records (manuscript, Photostat, typed, etc.)
» Notation of original lettering on spine and covers

» Loose pages or attachments

» Any other information pertinent to the identification of the volume




SURFACE ¢/anING
remontéd:

Superficial grime, dirt, and soot.
Insect deposits and mold growth.

took:

Soft brush

Latex sponge
Powdered vinyl eraser
Soft block eraser




REMOVAL 7‘ OLD REPAIRS

The removal method of old repairs/adhesives and pressure sensitive tape is dependent upon the
type of tape, condition of the page, and presence of potentially soluble media. The primary method
is immersion in a solvent bath. An alternative is the local application of solvent or the mechanical
removal (which is followed by erasing of adhesive residue or application of heat).
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The yellowed and brittle acidic tape quickly piles up as the technician works.




If possible, the removal of
water-soluble adhesive
and tape are accomplished
by water or steam.
Previous repairs that
cannot be removed safely
will remain,






Sheet extenders appear innocent. However,
removal is a long and arduous process. Each pile
pictured above represents the sheet extenders
removed from a single historic volume,

Acid used in non-archival adhesive migrates into
the paper’s fibers, causing stains. Instead of
solving the problem, this chemical breakdown
causes the paper’s natural fibers to fatigue and
ultimately deteriorate.

These manuscript documents were written with [ron Gall Ink. With removal, the adhesive of the
sheet extenders lifts a layer of ink oxidation from the page.




The sheet extender is carefully
lifted from the page. The strength
of the adhesive varies from page to
page. In some cases, there is more
than one sheet extender applied to
the page,

Particular care must be
taken to not rip or tear
the sheet during
removal. This process
demands physical
labor, because the
application of heat
would lift the film, but
not the adhesive

residue,




Tape. It repairs, it protects, and it is inexpensive. True?

This 1848 Probate Record is an extreme example of the errors of the use of acidic tape.

1711




Pictured are actually pieces of the tape removed from a historical document. The tape lifted a layer

of ink from the page upon removal. If this had rendered the text unreadable, this process would have

not been attempted. However, in this case, only a slight layer was lifted, not effecting legibility.
2




HUMIDIFICATION

Improperly stored, papers become inflexible over time. They retain a memory of the storage
position (known as “Hysteresis” ). Ultrasonic Humidification Treatment corrects folds and bends.

FLATTENING

The sheets are dried with acid-free blotters. Careful monitoring eliminates bleeding ink and mold or
fungus growth.



deACIDICATION (ALKALIZATION)

The application of magnesium oxide neutralizes any chemicals toxic to the life of the paper and ink.

This process is only performed after careful pH & compatibility testing.




t?baM,AND reslore

Weak, brittle, badly torn, and fragmented
maps are mounted on Japanese tissue,
primarily Kozo or Zangetsu. Mending

mildly torn maps is performed using
either Japanese tissue and ethyl cellulose
paste or Crompton tissue.




e/l CAPUSULATION

Protective housing will determine the “life or
death” of records. Its composition will have a
chemical reaction with paper fibers and ink. The
reaction either save money or cause unmitigated
expense. Encapsulation is not lamination.
Lamination is non-revisable. In archival
encapsulation, the document is free floating. It is
not adhered or heat set.

Polyester or Polyethylene Terephthalate (PET)
is the most inert, rigid, dimensionally stable
(dimstab), and strongest plastic film. It is crystal
clear, smooth, and has no odor. While it is the

"

most expensive, PET’s non-damaging properties
deem it the superior choice for long-term storage
by Archivists. It will not distort or melt in case of
fire. The inherent static cling of SKC SH725§
polyester provides physical support and
protection from daily public use.

Sheets are encapsulated in a custom patented
Lay Flat Archival Polyester Pocket™.




BINDING

KOFILE is the only manufacturer of binders
solely utilizing lab-tested archival and acid-free
materials, the patent-pending Archival Quality
County Binder™ and the Disaster Safe County
Binder™ (DSB).

The DSB features a lifetime warranty against
rust—the number one failure of competitors.
It provides progressive protection from
exposure to fire, water, Relative Humidity
(RH), atmospheric pollutants, ultraviolet
(UV) light, impact, and drops. A security lock
hinge protects from theft. Also, the DSB is
equipped with a Polyester Foam Insert, which
ensures physical support to the book block and
allows library style storage that reduces
storage space. The DSB also creates a
Microclimate, an independent, stable
environment separating sheets from the
external atmosphere.




This record is now deacidifed, free of tape, and protected by archival Japanese tissue, It is
encapsulated with its original volume, and returned to the County.




Sheets are imaged by
hand, not mechanically.
Each image is processed
for content verification,
skew correction, border
removal, and optimal
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Rehoboth, MA

Births, Marriages
Deaths
Vol.11

Births, Marriages
1918-1933

Deaths
g | Vol.12
Births, Marriages | ‘ 1939-1967
Deaths A ] /
Vol. 11
1918-1938

CD created on 4/03/2015

KOFILE

(800) 6

Bi
Mar:?ahgseS i N Births, Marriages
Vol.4 . ‘B ?/e?tgs
= %= A ol.
i N 1 1844-1858
Births _ = . )
Marriage Intentions ; . J  Births, Marriages
Deaths
Vol. 5 & 6 ) i
1783-1894 < . e

CO created on 4/03/2015

KOFILE,

(800) 639-302




Mame

4 Files Currently on the Disc (4)

'E] 01_Rehoboth, MA Births Marriages Vel 4 1793-12806

'E] 02_Rehoboth, MA Births Marriage Intentions Vol 5 & 61783-1854
'E] 03_Rehoboth, MA Births Marriages Deaths Vol, 9 1844 -1858

'E] 04_Rehoboth, MA BMD Vel, 10 1859-1917

TOWN OF
REHOBOTH, MA

BIRTHS
MARRIAGES

VOL. 4
1793-1806
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o Treatment:
K O F I L E b ® Book dismantled and binding materials removed. Paper
> < e ’ mended with Japanese tissue or filmoplast R heat set
Conservation of this document was authorized by tissue. Pressure sensitive tape and adhesive residue, if
present, were removed insofar as possible without causing

°a'" . J &Awa// further damage. Paper deacidified using magnesium
rk oxide. Sheets encapsulated in archival grade polyester
2o envelopes. Envelopes bound in record binder.
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quk previously rebound. Paper acidic, weak, torn and
chipped at edges.

Treatment:

Book dismantled and binding materials removed. Paper
mended with Japanese tissue or filmoplast R heat set
tissue. Pressure sensitive tape and adhesive residue, if
present, were removed insofar as possible without causing
further damage. Paper deacidified using magnesium
oxide. Sheets encapsulated in archival grade polyester

envelopes. Envelopes bound in record binder.
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