
Your “stuff ”... CARING FOR 
YOUR PERSONAL 
COLLECTION 

S T A T E  L I B R A R Y  O F  
M A S S A C H U S E T T S  

T A K I N G  C A R E  O F  Y O U R  

F A M I L Y  T R E A S U R E S   

 

We all have it: photographs, scrap-

books, papers, newspaper clip-

pings, diplomas… We all have 

“stuff” that has meaning to us, and 

we want to take care of it so that it 

lasts as long as possible.  This brief 

yet comprehensive brochure will 

outline for you exactly what you 

need to do in order to keep all of 

your valuable “stuff” safe and sound 

for years to come.   
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First, create a step-by-step plan that 

outlines what you hope to accom-

plish, the amount of time you plan 

on dedicating to the project, and 

what materials you will need in   

order to be successful.  Creating a  

calendar for yourself will prevent 

you from tackling too much at once.  

Ask friends and family for help if you 

need it or if they would like to be 

involved in the curating process. 

Next, arm yourself with knowledge.  

Do a little bit of your own research 

about caring for collections: paper, 

photographs, scrapbooks.  Assess 

your collection and write an inven-

tory of what you have.  Finally, pur-

chase your supplies.  Let’s look at 

how to take care of your “stuff.”   

Highlights 

* use #2 pencils or archival 
pens when writing on fold-
ers, envelopes, and docu-
ment cases 

* look for words like 
“archival quality,” “acid-
free,” or “buffered” when 
purchasing supplies 

* remember to use the three 
polys: polyester, polypro-
pylene, polyethylene 

* carefully remove all fas-
teners: staples, paper clips, 
rubber bands 

* store your personal collec-
tion in an area of your home 
that is free of leaks, fluctuat-
ing temperatures, a lot of 
sunlight, insects, and        
rodents 

* periodically check your 
collection 

* if possible, keep your col-
lection at least 4” off of the 
floor  

S T A T E  L I B R A R Y  O F  

M A S S A C H U S E T T S  

Special Collections Department 

State House, Room 55 
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Documents  

 Documents may include military papers, 
birth and death certificates, diplomas, social 
security information, and more   

 Organize your papers in a way that makes 
sense to you.  Once you re-house your    
collection, you will want to be able to find all 
of your items with ease   

 With great care, remove any staples, paper-
clips, wiring, or rubber bands from the paper   

 Place all of your paper material in archival-
quality folders or envelopes, which should 
then be stored standing up inside archival-
quality document cases   

 Document cases can be purchased in letter 
size or legal size and at varying depths.  Buy 
what is appropriate for your collection   

 Label your document cases using an archival-
quality pen for easy organization and retrieval  

 

 

 

 

 

 

Photographs  

 House photographs individually,   

regardless of their time period 

 Purchase photo sleeves from archival 

supply vendors 

 Several types of plastic sleeves are 

okay for archival storage of your pho-

tographs as long as they contain one of 

the following words: polyester, poly-

propylene, or polyethylene   

 Store flat in archival-quality boxes, 

which can also be purchased from 

archival supply vendors 

 Avoid putting your photographs in 

albums that are not acid-free or that 

do not use one of the poly-plastics that 

are mentioned above   

 Never tape your photographs into 

scrapbooks or albums.  Regular adhe-

sive tape will eventually discolor, be-

come brittle, and permanently stain/

damage your photographs and/or the 

paper to which tape is adhered   

 If you must use tape, be sure it’s   

archival quality 

 

 

 

 

 

 

 Newspapers become increasingly brittle and 
fragile with age 

 Make a copy—in print or digital form   

 Think about investing in “de-acidification” 
spray if you have large quantities of newspa-
pers or clippings. Use the spray on newspa-
per only, and follow directions   

 Keep your newspapers unfolded, and house 
each of them separately in their own newspa-
per sleeve   

 If your clippings are in a scrapbook, or if you 
have a book of newspapers that are bound, 
take a piece of acid-free tissue paper and 
place one sheet in between each page   

 Store your newspaper books or clippings flat 
in a document case or custom-made scrap-
book box   

  If you have sheets of newspaper that are 
creased, flatten them by distributing weight 
evenly on the surface for a day or two before 
re-housing 

Preserving Your Personal 
Collection 
 

 

 

Scrapbooks  

 Scrapbooks are tricky because they 
often contain a mish-mash of items 
such as medals, textiles, dried flow-
ers, paper, photographs, ribbons, 
and a number of other materials.  
However, you can care for them  
universally, regardless of what they 
contain   

 Interleave acid-free tissue paper in 
between the pages of your scrap-
book 

 Store your scrapbook in a “clamshell 
box,” which you can purchase from 
archival supply vendors 

 Always store boxes flat   

 If you are in the process of scrap-
booking right now, use archival 
quality tapes, sticky dots, paper, or 
pens 

 Think about using photo corners 
instead of adhesives 

Newspaper s  

Boston Sunday Post, 1915. 

State Library of Massachusetts  

For more in-depth information about how to take care of your 

collections at home, visit the American Institute for           

Conservation of Historic and Artistic Works at  

www.conservation-us.org   

Archival quality material can be purchased through online 

vendors and stores.   


